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‘GOVERNMENT OF MADRAS,

PUBLIC DEPARTMENT.

Reap—the following papérs:—. .

From Dr. B: HULTZSCH; Government Epigraphist, to the. Chief
quemméﬁt, dated Bangalore, IOFh.SQgtgmll))e;sl’ng,t;eo. (ZSt’.l’.lsf oy
With reference to G.0., No. 624, Publie, :
honour to.report that of the numerous impressi inserinti g
. office, I am in the habit of destroying all t%o:%(;vnlfic%f ;:c;ggt(;ﬁsilgreﬂgl:ved in my
the final proof is passed for printing. The remaining records of mediately after
presepvecl w1thou_t inconvenience because tﬁey are not bulky s of my office can be

From the Hon’ble Mr: C. 8. CROLE, President -~ :
Secretary to Government, dated Madra:nlbglogl;;&fm%ﬁ?s%‘z’&;g tlr()) ghief
) . .

With reference to paragraph 3 of (.0 ; 1bli
_ T have the honour to report thfi)t the follov;inNO. 624, Public, dated 20th August 1894,

destrqyed after two years :— g records belonging to this office may be

(1) Answer papers of candidates, |
(2) Reports from Examiners.
. (3) Routine correspondence connected with examinations

From O, B, JONES, Esq., Ch'ief Preside: bl g '

' ; : en : 3

“to Government, dated g, 12th September 1995 o B
b . g ]

With reférence-to G.0., No. 624, Public, d ' :
§3 e et : ated i %
report that the judicial records of P,residenc,y iagi?;::t:i?%%’u E'tgaVe t}:ie l;onour to

are destroyed in

accordance with the rules framed under A
and cause no inconvenience. ot FIT of 1879. " Other reqords are very few

From A. REA, Esq., Superintendent, Archaeél

Chief Secretary t ogical Surve .
Not 187?91‘6 ary to Government, dated Bangalore, 12_thy ’SMadras, to the

. : eptember, 1894,
~ With reférence to paragraph 3 of 3.0., N

I have the honour to report that the follow’in 0. 624, p

p_eriods named :—

ublic, dated 2

g records might he 9th August 1894,

_ : destroyed after the
(1) Over ten years.—Accounts. : '
(2) Over three years.—Received-and despatch bt :
required for future reference. Stalt);iofle:g ilztfs;':’ except such as may be
(3) All the mariuseript or proofs of programmes, R .
)

other reports and volumes or despatthed letprdgress’ administr ation, and |

published. : ters, after be

ing printed and

dated 29th August 1894,T have the

oy
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oz (4) Fort St. George.Gazettes when accumulated for years take up some con- .
siderable bulk. I'do not know whether it might be the wish of Govern-

~ ment'that those older than a certain period might be destroyed.

From T. W. RAWLINS, Esq., Accountant-General, to the Cﬁief Secretary to
- Government, dated Fort 8t. George, 23rd November 1894, No. 3562.  °

. 1n reply to Mr. Francis’ reference, No.2257, dated 16th November 1894, on
letter ‘from the Superintendent, Archseological - Survey, Madras, submitting a list of
papers in his office which might be destroyed after the period named, I have the
honour to state that the period proposed for the retention of accounts appears to be

sufficient.’

" From C. MICHIE SMITH, Esq. B.Sc., Oﬂiciatiﬁg Government Astronomer, to the

‘Chief Secretary to Government, ‘dated Madras, 13th September 1894, No. 156.

With reference to G.O., No. 6‘é4, Public, dated 29th August. 1894, I have the

honour to state that in this office, as a general rule, the manusecripts of all papers that -

have been printed are destroyed as soon as it seems probable that no question involving
a teference to the original manuscript will arise. The chief exception is*in the case
of records of actual observations and reductions, none of which should be destroyed at

any time.

. 9. The question of records, apart from those of observations and reductions, is in

this office a very simple one and no special regulations seem to be.necessary.

From M.R.Ry. 8. MANGESHA ROW, Avargal, Canarese Translator to Govern-
ment, to the Chief Secretary to Government, dated Madras, 13th September
1894, Na. 61. . ' i :
With reference to paragraph 3 of 0., No. 624, Public; dated 29th August 1894,
T have.thie honour to report that the following records in this office may be disposed
of as shown opposite each item :— ; 5

Originals of newspaper reports in manuseript ..
Mysore Grovernment orders above one year old
()rigipu]s of translations in manugeript
Newspapers, one year old, " T i

: Mysore Government Gazettes, one year old
South Canara District Gazettes, one year old

% To be destroyed.

e **{ To be sold as waste
g N paper.

—_—

From Licut.-Colonel: J. G. PROUDFOOT, Officiating Paymaster, Carnatic -

Stipends, to the Chief Secretary to ‘Government, dated Chepauk, 13th
September 1894, No, 491,

With referencé to paragraph 3 of G.0., No. 624, Publio, dated 29th August
1894, I have the honour to state thut\t_ho original reports and returns submitted
to Government -by this office. and which are sub.se_qucntly printed :}nd communt-
cated to this office could nof be destroyed, as the originals are not filed in bundles but

asted in file books. But many unimportant petitions which are finally disposed of
could be easily destroyed after a prcsnnhcd interval of, say, six months. In some

cases even these documents may be required by the civil ard criminal courts. for,

reference.

e

me Lieut.-Clolonel J. G. PROUDFOOT, Officiating Pagmastef, Carnatic
Stipends, to” the Chief Secretary ,to Government, dated Chepauk, 22nd
November. 1894, No. 593. | |

In reply to your memorandum No. 2277, Public, dated: 19th Nowember 1894,

I have the honour to state that seven calls have been received during.the past twelve
‘months for the production of petyions, &c., in Courts of law. :

(]
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From A. E. CASTLESTUART STUART, Bsq., Acting Special Agent, South

- Atcot, to the Chief Secretary to Government, 'dated Cuddalore, 14th September
1894/ No. 532. ° X i A

With reference to G.0., No. 624," Public, dated the 29th ultimo, I Lave .the

" honour to report that records relating to service of process, extradition and other

routine miscellaneous papers may, I think, be periodically destroyed. - i

-

Note in Judicial Department.
There is no neéessity“to retain, the papers referred to for an indefinite period.~ .

(Signed)  A. BUITERWORTH,
R Under Secy. to Govt.

. | ———

§' RUNGIAH CHETTY, Avargal, ».s., Telugu Translator to

From M.R.Ry.
i e ry ‘to Government, dated Madras; 17th

Government, to the Chief Secreta
: September-18_94, No. 82.

With reference to G.0., No. 624,

_henour toreport that— | g
(i) the Telugu newspapers of more than two years’ standing ; :
(i) the eriginals in MS. of fortnightly reports on newspapers (subsequently
printed) of more than 6 months” standing ; =% >
(iii) 'the Legislative Bills passed into Acts, and. ‘
(iv) other miscellaneous papers, such as spare copies of Government orders, &c.,
may with great advantage be destroyed. : ] ‘

bPublio,.dated 29th August 1894, 1 h_ave the

-

From Rao Bahadur S. SESHAYYA, Avargal, B.A., Tamil Translator to Govern-

mient, to the, Chief Secretary to Government, dated Madras, 17th September

. *1894, No. 214.
 With reference to G.O
" honour to state that I allow in this office no papers of the kind referred to in the
Government order under reply, and that I allow some .of the old Tamil newspapers to
be kept in this office as they are likely to be-of use to me in preparing. arzis, &e., for
the half-yearly éxaminations at which officers from various departments of the public

gervice appear.

* From the Rev. 8. MORLEY, m.a., Bishop’s Cha,plain, t6 the Chief Secretary 5

to Government, dated Ootacamund, 20th September 1894, No. 1343,

to G.0., No. 624, Public, dated 29th August 1894,'1. have the hbnour, 4

In re ly. :
by desire gf the Right Reverend the Bishop, to gay that the half-yearly Chaplains’
ffices which are properly records of persondl work may be destroyed

returns of sacred o : .
after twenty years, the usual term of a Chaplain’s service. o ‘
" The Bishop does not propose to destroy the triemnial returns which are not

personal, but refer fo the state of each chaplaincy.

ral H. McLEOD, R.A., Her Britannic Majesty’s. Conisular

: * From Lieut.-Gene ) .
Agent, Pondicherry. and Karikal, to the Chief Secretary to Government,
dated Pondicherry, 20th September 1894, No. 141. :

With reference to paragraph 3 of G.0., No. 624, Public, dated 29th August
" 1894, I have the honour to report that the originals of reports and returns which are
subse;qllellﬂy. printed and communicated by G‘rover'nment” need not be pl'eservfad.
Unimportant petitions could be destroyed - after an interval of one year succeeding

their fipal disposal. (Correspondence regarding the service of processes and applica-

tions for countersignature of shooting licenses and other similar papers of routine

., No. 624, Public, dated 29th August 1894, T have the .
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nature could likewise be destroyed. Police Weekly Circulars for the lagt three ye.ars

.only may be preserved. Fort St. George Gazettes, except tho i
1 [ 8
~ordered to be kept as a permanent recdrd, may be. pe;'iodicall)ly desth)If)gs;t::lI(lftﬁg f;:ll;e(;nf

the Distriet Gazettes and “ Journal Officiel ”” ma i

: ~and ' may be destroyed after an inte
year after their publication, the general and important notif{cations and circtil‘;arls olfé(ime
taken out and preserved for reference. The spare copies of Government orde o
required for use may also be destroyed. : e cok 24

’ - L * *

From E. TURNER, Esq., Acting éuperintendent of Statione f ‘ ’
) y ry, M
Chief Secretary to'Government, dated 21st September 1894}:’Noé(}%a§,l.to %

I have the honour to forward herewith a list of the re tationes
: A ‘ cords of the St
office showing what papers. are to be retained and what to be destrofedepeﬁiigg(;ﬁgy
as directed in paragraph’ 3 of the G+0., No. 624, Public, dated 29th Augnst 1894. 5

ExcLosuRE.
_Lm’r of records of the Stationery office’ showing what papers to be retained and Wha:ﬁ tob
- destroyed periodically, . e
' Desoription of records. ;;tré b‘; To be
r .
1. Almanacs " e = R : T:ﬁ : m]t\;o'ly =
VRGP I o0 o BT 2
3. Gazettes k) AR ¥ ADLE
4. Standing Orders of His Excellency the Com- 4 n
mander-in-Chief ) T o 2
5. General Orders of His Excellency the Governor . = 5
in Council SN A :
6. Government orders received ¥ 'y i ¥
7. Receipt registers (correspondence) .. as g -
8 Despatch registers ( do. N Aad g " dapats gies
9. File of despatch letters . . WM e Ky i &
10. Office copies of contingent’ bills e - = o
11. Contingent vouchers e g - i ; .
12. Contingent registers .. ... 4 R g ¢
13. Acquittance rolls 5 . " . Uk 4!
14. Pay abstracts .. ve i Rl 2y )
15. Leave statements sent to Accountant-General. 5 >
16, Ledgers .. Ua ol i T . g s Y
{g (l)ﬁioe copies of Kurope invoices s ’: ey :-' :
. 'T'reasury receipts v VTR s ’ ’
19. Bank re'gcipts : >y o .o oo . T T
20. Cash account current .. .., e . it 3
. 21. Statements of service books sold by Collectors.  * i .
22, 8tock books H LT . A .y k e
23. Receipt registers (stores) "3 s Vi " o
24. Isstie registers (stores) .. i h i = ~
T R SRR S Ai il 7 e
26. Indents for rubber stamps . ie e .
27. Invoices .. ¥ A e e A e g o
33 '(r)tdinury letters received o :: : #
29. Tonnage statements Yale vo 3 H
30. Torinage L R R A Cigisk . 1<.or ; ’yea.rs i
31. Packers’ books .. .« ., ry): ok .. Fors The }
32. Invoice registers kept by packers v .b it The -
33. Ad;ice lotters . . o ve e e s e
34. Acknowledgment for printed forms .. 3 1 ¥
35. Estimates fgom oﬁioers » i S i F Orl'\lh'l}7 A% ”ll
36. Duplicate copies of indent * .., | s " ’
_ 87. Btook-taking statements * g L5 ‘s ,’: R
s »
* Disoontinuned, &
p)
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From Surgeon-Major-General C, SIBTEORPE F,R.c..P.I‘. Stiv Son- o
- the Government of Madras, to the Chi‘ef,Secretary’ to ‘réf,:ﬁrg;’;le d:tlgg

929nd September 1894] No. Tour 211, *

With reference to G.O., No. 624, Public, dated the 29th August "1894 I have
. : ) “

the honotr to submit the following proposals ‘regarding th e ;
of records in this office :— : : ERrgie e 4P91'10fhca>1 deStructlon_

(1) All ordinary routine P.M.Gs. and other corres
1880 may be destroyed, but important decisions, rulings an
old.should be carefully preserved. .

.. (2) Similar drafts of all routiné and ‘unim
office prior to 1880 may be destroyed.
" (8) "All spare copies of P.M.Gs. not likely to be required’
destroyed, but,a eomplete file should always be jl;ept f?): ef?vuel r;ga:s
(1) Dem}-ofﬁclal file-books may be kept for five years and the rest destroyed
(5) Posting file books prior to 1880 may be destroyed. - b

Office registers and indi : TR :
destroyg?l? & ndices may. be kept for 25 years and the rest

- (7) Madras Gazéftés, G.0.Gs., G.0.0.(s

poidence dated prior to
d cqrrespondence however

ot v scid-the. I i Gl iy pt’l files, &c., may be préserved for -

important netifications or orders are published. n'g_ of course those in which BIY

* (8) India Gazettes-and General Orders may be
‘the rest destroyed, as all important .-notiﬁcationsy'arz iﬁiﬁi&%{ for ,thr'ee years and
-local Gazettes and Government orders. 4 y republished in the
. (9) Old Army Lists, Almanacs, obsolete re
tions or reports -of antiquity which are
destroyed.. e .
- (10) Monthly hospital statistics may b
: gl 1) L § y be destroyed ey
ann}lal :;;Jtdtlstlcs_ every third yeary as the latter m')ay be‘ rauived 4
uring the compilation of the triennial report on ('rivil‘hospitals a?ld dispex(;:arriggergcnoe
A - ) C.

(11)* All* the miscellaneous and unimportant P

which, in the opinion of the Surgeon-Geng
: -Greneral
may be disposed of according to his discretioil.] et o

gulation book ” !
not likely to be ()fou:eand Siliot ublios

ery second year and the

2. Such correspondence and books, &
may be so disposed of and the rest burnt fn’ 1?18 e
the Secretary. RheiF .

(?i. (E'yery fifth ylear(ithe Su‘rgéon-Gen;n‘al
records (since accumulated) and order th ueti
AWould not be needed for fu)ture use. e destluctmn of thoso w

- 4. In this office records exist (though n i ;
B b qt o %
m;ilp{)opo%alsl asldetallgd above be appr%ved, a ggﬁ rfggiﬁfrlg’r) f_r01:1 1786. = Should
will be absolutely necessary to carry them out, espeoially ag thg ‘3‘0;‘;: es;tabhshment
. of separating

y be safély sold to a cont
1e presence of the Sqrgeon-'(jegeﬁcltg:

hich in his opinion

important from unimportant papers is very re ib v
establishment canno, very well Gopé with Y responsible and laborlous, and the present

1t in additi its. 6 oTe
5. I request theréfore that Governi o o s own legitimate work.

.Ii{:s; 1 115 anél tt}v;vo' attendders oans. 8 each P i o Pl'-e a.s](-‘,r(i: Onf anth d
it is hoped the records can be fully separated. The onths during which
period will only be Re, 83, - . < y ' eparated. . The total 0xpeud1ture for th% whole

L
—

From E. TURNER, Esq.,'.Acting Protector .of Emi

to Government, dated Madras, 22nd Septembe grants, to the (!

: r'1894, No, Tig6. s heorstary
As called for in G.0., No. 624, Public, dated the 291,

to submit a list showing in detail what records should in m ultito, I have the honour

destroyed in this department. ¥ opinion be perigdi cally

portant communications from this -

gain for use may be.

hereafter may be

apers, returns, reports, &c.,-
required for future reference

should examine both old and new

X i i

|
\

- .+ No. 22).
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. ENCLOSURE.

- = TS

Last showing in detail what records should be periodically destroyet.i‘ in this depart'ment.

B —— =

The period
: : after which .
. Nature of records. - thé records - Remaiks

: : may be ; ; <
destroyed.

Return of sickness in depbt (Form No. 13) .. «o| 3years. | :

Certificate of medical examination of emigrants (Form|  Do. ngﬁaltqigr.z 21311‘;2 thE" 9“2&
Surgeon Superintendent’s journal (Form No. 47) ~ Do. % § lexelggr Act XXI  of
Return of cholera cases (Form No. 51) i b 1 20 J "

,  depot arrival report (Form No. l5)' i sl yO0E, 1 1]

,  xeport of removalof sick emigrants (Form| - Do.
No. 16). : rige "
,  report of emigrants in outside hospital (Form Do.
i No. 17). .

; roport of casualties in depdt (Form: No. 18). Deo. . p
Master’s appll)ication for first inspection (Form No. 26)./ Do. the_a gz;ﬁliu (izsthferafes
Certificate of Surgeoh Stgerintrendent’s " examjnation of| .Do. > ‘g;; der “Aot! XXT of
* stores shipped (Form No.-27). ' A 1883 :
Certificate of supply of drinking water (Form No. 30). |  Do. ;

,, of shipment of stores for native crew (Form| = Do.

- No. 33). . A

- of medteal inspection of crew (Form No. 45).] Do,
Final certificate (Form No. 42) .. i 5 SRR D
Copies of agreements .. b, e o o GRS TR
Stationery indents v vy Aellg o+ | 3 years.
Unimportant routine eorrespondence . . Vi . +| b years.
Periodical returns and statements Yo's LRk . .| 8 years.
Potitions from parties for permission to search for their| 1 year.

relatives. _ k4

Manuseript copy of the administration report and state-
ments—After they have been printed and communi-| .
_ cated. '

6.0, Mis. No. 1911 L, dated 27th Soptember 1894,

Ansriact.—Forwarding, with reference to G.0., No. 624, Public, dated 29th August 1894,
copy of the rules of the'Local and Municipal Department for the destruction of records with the
remark that they have been found in practice to work well. o pIAM HSTCR

ENCLOSURE,

RuLes for the destruction of records in the Local and Munioipal Dcpu;'tment of the Chief
i : Lo Secrotariat, :

1. Papers regarding allotments and transfers of funds will be destroyed a8 soon as the

- reports of the years to which the allotments and transfers relate have been disposed of.

9. Papers regarding the appointment, by nomipation or election, of members of Ioeal

after three years from the date of their appointment. 4

3. Papers. rogarding the resignation of the menibers of Local Boards and Municipal Councils
will be destroyed after two years from the date of the ordérs aocepting the resignation.

4. The originals of all letters, reports and statements, rinted in the Government orders
reviewing the budgets or annual reports, will be destroyed after the budgets or reports of the
following two years have been disposed of. .

Boards and Municipal Councils will be destroyed after the expiry of .the term of their office, i.e.,

« 5. The prigihals of all andit reports, sanitary inspection reports and geueral subject letters,

which are printed in the (Gtovernment orders disponing of them will be . destroyed after one year

~ from the date of the Government orders.

6. Only six spare eopids of thoe Government orders reviewing the budgets, annual reports

and the inspoction reports of the Accountant-General and the Sapitary Commissioner need be.

retained in the office after the next budget or report has been reviewed.

L ~
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7. Only 12 spare copies of other Government orders nged be retained in the office after two

years from the date of the Government orders.

8. Only two spare ¢opies of the Government orders of other départments need be retained in
the office after one year from the date of the Government orders.

9. All “lodged””’ papers will be destroyed after one year from the date of lodging.

10. The monthly statements of receipts and charges furnished by the Accountant-General,
except the supplemental account for March, will be destroyed after receipt of his final statements

- for the year to which' they relate, and the supplemental accounts for March will be retained for
"the next two years. - ; : . ‘

11. In the months of April, May and June of every year, the Referencers will collect all the
papers which may be destroyed under the above rules and. submit them for the approval of
the Head Clerk. If any 'of the papers referred to in rules 1—5 contain valuable remarks or
vemarks of general application or seem for any other reason worthy of preservation, the Head
Clerk will send them back to the records for preservation, and in cases where he may have any
doubt, he will take the orders of the First Assistant. _ e

12. Papers totally destroyed will be so m&rktzd in the disposal lists by the Head Clerk and

initialled by him. : ,
. J. F. PRICE,
" 29th May 1892. ' Chief Secretary. .

From J. D. REE& Esq., c.1.E., Persian and* Hindustani Translator to Govern-
ment, to the Chief Secretary to Government, dated Chepauk, 3rd October -

1894, No. 60.

With reference to paragraph 3 of G.0., No. 624, Public, dated 29th August 1894
I have the honour to state that in my opinion all newspapers received in this office

may be destroyed in April every year after the submission of the annual report to -

. Government thereon.

From M.R.Ry. M. KRISHNAN, Avargal, na., Acting Malayalam Translator

to Government, to the Chief Secretary to Government, dated “Egmore, 3rd .

October 1894, No. 104.

P In reference to G.O., No. 624, Public, dated 29th August 1894, I have the
* honour to report that the following records, one year old, may be disposed of as stated
below : — . £ Vs A

o To be destroyed.
(1) Malayalam newspapers.
(2) -Manuscript copies of both the fortnightly and annual reports o
newspapers. . :
- ’(3) Manuscript copies and proofs of Malayalam translations,
(4)-English translations of Malayalam petitions.

To be sold as waste paper.
(5) The Malabar District Gazette.

n Malayalam

From A. G. CARDEW, Esq., m.a., C8., Inspector-General of Prigons lto th
Chief Secretary to Government, dated Ootacamund, 18th October 1894a
No.-6001. ok bk |

In reply to G.0., No. 624, Public, dated 29th August 1894, I have the hopoyr

“to report that complete rules regulating the preservation and destruction of records

in jails were sanctioned in G.O., No. 1174, dated 4th June 1887, and have been

brought up to date and embodied in Chapter LXXIV of the Jail Code. A circular

has beén issued to Superintendents of Jails calling on them to report whether the

provisions of these rules have béen duly complied with, and it is proposed to instruct
them to notice this matter specially in their annual reports. ;

" 9. As regards this office, there is no doubt a considerable quantity of records
which could be periodically destroyed with advantage. In order, however, to enable
this to be done, it is, in my opinion, essential that the rules shall be-as simple ag possible
and that there ghall be no necessity for any pretence of scrutiny beforp destruction, In’

¢this office, where work has increased a good dedl of late years, there is no establishment
o ailable. for carrying on a continual process of destruction, and the only practicable

"

l.
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plan is to mark out clearly certain classes of bulky records which become useless after
a certain period and destroy them at fixed intervals. The adoption of more elaborate
rules will be likely to result in no regular destruction being carried out'at all.

3. It is, therefore, undesirable to attempt to lay down any complicated or subtle
distinctions between correspondence on different topics, or to divide papers for destrue-
tion into those to be retained for ten, five, three, two and one year. Such rules look
well on paper and ‘may be carried out in offices where the establishment is liberal, but
elsewhere are impracticable. Appended to this letter is a list of records which may
with advantage be destroyed at the end of three years. It is believed that if this plan
is adopted, the bulk of records in this office will be reduced 50 per cent., while the
labour of selecting papers will be reduced to a minimum. Correspondence not included
in this list should be retained without limit of time. If it appear that the system
proposed is too limited and simple, T would submit that simplicity is the best gnarantee
that the rules will be carried out. Some of the papers included in the list for destrue-
tion after three years might be destroyed much earlier without danger, but it appears
better to retain them a little longer and have only one category in which papers to be
destroyed should be placed.

ENCLOSURE.
Records to be destroyed at the expiry of three years.

(1) All monthly, quarterly, and annual statistical returns for central, district and subsi-
diary jails (pages CXXIV—CLVIII, snges CLX—CLXI and pages CLXVI—CLXXII,
Agxpendix ITI to Jail Codg) and correspondence connected therewith, except annual lists of estab-
lis 1m(int and civil stores (page CLIV, Appendix I1I to Jail Code) and returns of sickness and
mortality. ‘

. (2) All copies of minor abstracts, batta statements, diet and stock statements, statements of
moneys remitted to treasury, progress reports of manufactures, quarterly statements of sub-jail
charges, cancelled vouchers, objection statements, and correspondence connected therewith (pages
CIV—CV, CIX—0X1V, OX1X—OXXII, of Appendix II1 to Jail Code).

(3) All correspondence connected with transfers of budget allotment, statements of charges
and receipts from the Accountant-General, budget estimates from jails.

(4) All correspondence and returns connected with the supply of statienery, of books and
forms, and of arms and ammunition, except the office copies of consolidated annual indents.

(6) All extracts from inspection reports of sub-jails and correspondence connected
therewith. .

(6) All returns of Port Blair releases and casualties, orders sanctioning releases under
remission rules and orders confirming sentences of death.

(7) Call memoranda, reminders, covering letters, forwarding bills, vouchers, &e.

(8) Notices of meetings of Reformatory School Committee, Surgeon-General’s correction
memoranda on sick returns, reports of despateh and arrival of conviets transferred, vaccination
returns. '

Referred to the Judicial Department, for favour of remarks.

Forr St. GEORGE, (Signed) J. F. PRICE,
16¢h November 1894. . Chief Secrelary.

No. 2408.

Returned, with the remark that, from the point of view of the Judicial Depart-
ment, the Inspector-General’s proposals appear unobjectionable,

(Signed) A BUTTERWORTH,

3rd December 1894. Under Secy. to Govt.

From the Hon’ble 8. SRINIVASA RAGHAVAIYANGAR, c.a.x, Diwan
Bahadur, Inspector-Gieneral of Registration, Madras, to the Chief Secretary
to Goyernment, dated Courtallam, 19th October 1894, T. No. 5744.

With reference to .0., No. 624, Public, dated 29th August 1894, I have the
honour to report as follows. :

.3
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2. Inthe offices of Registrars and Sub -Registrars,
permanently are destroyed periodically under the ins
of the Registration Act, in rule 55 of the Registratio
in Circular Order No: 11 of 1874 printed at page 11
in Circular No. 25 of 1892 (copy enclosed).

3. In my office the records specified below are destr
the period noted against them :—

1) Copies of A, B and C returns * recei :
o II),istrict R,egistrars. e from]l
(2) Returnst M, N, O, P, Q and R received
District Registrars.
(3) Applications for appointments.
(g § l(iopies of list of papers sent to the tofir office. .
( nswer papers given by probationary Sub-Reo i
the departmental exa.mill)xations heg fromltiengltasecroaﬁmlél J>1 e

4. I propose to include the followine 5
Soiially s owing also among the papers to be destroyed
(1) Reti%rns of wills and appeals disposed of by registering
officers.
(2) All papers which are simply « lodged » i At the end of
formal orders are passed.y $iihr 4 ol which 1 3 years.
(3) Returns showing the arrears of wor
office and the monthl
collections.

records not worth being preserved
tructions contained in section 85
n Rules framed under section 69,
9 of the Registration Manual, and

monthly from 'ﬁ3 years.

k in each registration
y statements of registrations and\ At the end of
f 6 years,
Excrosurg.
Circular No, 25,

There is reason to believe that in the seleetio .
ciple is at present observed in several registration ogigefs,rteﬁzzd:egg:dg %s;ructxon ol o e i
are again recommended for destruction. The following supplement ce ordered to be preserved
ingly issued for the guidance of registering officers, Pplomentary instruotions are accord-
1. The following records shall be preserved
(a) Arinuul M-R returns.
(b) Salary and commission bills and leave sta
(¢) Lette'rs sent and received except those Whliccel?;?g& urel ine i :
(d) Applications for searches and copies, PUrely routine in their character
(¢) Acquittance roll. .
(f) All notices issued to parties.
(g) Petitions protestin
p the petitions.
(k) Commission orders and the papers conne i :
(7) Old lists of villages, of recor?lsp&nd furniteltl(x}vg i S koot
(7) Register of contingent charges. '
(k) File of applications for registration of land
(/) Copies of certificates of encumbrance,
(m) Old registers of sales of lands,
(n) Leave applications.
(0) Proceedings of the Inspector-

2. Two lists shall be
proposed for destruction.

3. The list of documents shall be prepared with reference to the ;

6 in

No. 1 of 1874 + structiong given in
i should invar;: bly bo gter o omn of remarks,

permanently for the present :—

g against registration of documents, &
» &c., and endorsbrents g}
given on

on thereof.

tra..nsfers.

General, printed and manuscript,

prepared, one showing the documents anq the other f q
© records

1 Page 119 of the Registration Manual.
¢ i complied with have been
_4. Tl’le h‘sts of records received from Sub-Registrarg shou?; nl(;t.
Registrar’s offico and a consolidated list propared and submitted g g, SeIUIY examined in the
o

guch records as, in the Registrar’s opinion, may be destroyed under the r‘:lﬂlpeotor-Geueml of only

The list of documents received from Sub-Registrars should glgo be simillﬂ'l;ﬂ dan;l i,
g o ea

; : — t with

* For specimen form, vide pages 258 to 268 of x - YN d

+ For specimen form, vide pages 270 to 28)1 :f &uf?:gnm‘iﬁhnlhn“*;l. e ——
anual,

-

oyed after the expiration of

?--‘ =

( §

o
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5. Such of the document or fees receipt books or other registers or files only as have been
completed should be entered in the list of records recommended to be destroyed.

6. Copies of A, B, C and M-R, monthly returns received from Sub-Registrars and filed in
the Registrars’ offices may be retained for three years and then proposed for destruction after the
triennial report has been submitted. . ;

7. District Gazettes should not be destroyed but sold by public auction and the sale-proceeds
credited to Government and entered in return B. i

8. The Presidency Administration Reports and the vernacular calendars supplied should be
bound and preserved for reference. .

9. The lists should be submitted to the Inspector-General not later than the 1st March each
year 5o as to admit of his orders being communicated to the Sub-Registrars in time,

(Signed) S. SRINIVASA RAGHAVAIYANGAR,
Inspector-General of Registration. .

OOTACAMUND,
29th September 1892.

To all Registering Officers.

From H. B, GRIG@A, Esq., c.r.e., Resident in Travancore and Cochin, to the
Chief Secretary to Government, dated Trivandrum, 24th October 1894,
Ref. on C. No, 2898,

In reply to G.O., No. 24, Public, dated 29th August 1894, I have the honour
to submit herewith lists of papers in my office which might in my opinion be
periodically destroyed. As will be seen from the lists they relate to papers in the
Account, Treasury and General Correspondence branches of the office. In regard to
the papers of the two former branches, I would suggest that the opinion of the
Accountant-Gieneral be invited before final orders are passed.

—_—

Excrosure.
Liasr of records in the Resident’s office.

Account Department.

Years,
1. Daily reports of the treasury (this is only a copy of the cash book).. 1
2. Challans .. v &% . 5! .h e o R
3. Accountant’s daily balance sheets e s o v s 16
4. Payment orders to treasury .. .o o' .o oo g
5. Daily ledger abstracts of receipts and charges 7% g ol
6. Copies of travelling bills ‘e b & X o Va0
7. Detail minor bills of S8aderward and contingencies .. .. PC
8 Deposit registers, Revenue, Civil Court and Criminal Court and re-
payment register * .. .. . ot oo . o 10
9, Stamp accounts (Postage, Telegraph, General and Court-fee monthly
accounts except annual accounts) oh v 4 - 5
10. Government promissory note registers . . o e s « 10
11. Government interest receipt, old files . .- oo i ** may be destroyed.

12. Stock note accounts of all sorts
13. Currency note returns . . oA e o o3 L o
14. Old Savings Bank accounts and pass books (except ledgers) .. may be destroyed.
* 15. Money order accounts .. Vi o W % 5 do.
16. Old advices of bills, &e. . . i o % b ks iv 230
17. Counterfoils of receipts .. . e i T . Laapi®0
18. Office copies of periodical accounts sent to the Accountant-General .. 15
19. Superseded Codes, circulars and spare copies of such .. «« not to be destroyed.
90. All unimportant correspondence such as letters from pensioners, requi-
sitions for hundies, &e. A oA o ¥ e i O

.. mot to be destroyed.
5

Treasury Department.

1. Treasurer’s daily balance sheet. . .o oy & 3 Y
2: Stamp accounts (store and sale)

3. Indents for stamps K I
4. Registers of examination fees ..
5. SBhrof’s rough chitta .. %

. ® %
R AL

R
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g, o
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- General Correspondence Department. Bk
1, Correspondence relating to the service of summonses = §ri 3
3 f yessels L opS 5 ey R g
3' %:.Egg:t(i)og returns and diaries of the Inspeotor of \_Taccmatwn e ?
4. Correspondence relating to the grant of opium permits .. b 7
5. Petitions of an ordinary nature which generally ends with a reply .. 2
6. Statements of pepper exported and tobacco imported ... .. 9
7. License granted to Europeans for importation of arms, &c., in small
. quantities by the British authorities for personal use and corre-
- spondence relating to the grant of licenses for importing arms and 4
ition for sale .. Ay s i . i Hi, koks
8 Oo:rréls];)lcl)lrlxléence relating to forwarding of books, &e., to the Diwan’s,
" &o., for perusal and retu;n D P — 3
dence relating to forwarding of rainia ce s
13' 'ggggp;gtieces and otl;ger correspondence relating to the Resident’s 5
11 Ap;)(ilil;:tio;n's for .c'ertific;,éion o.f. documents for examination certifi- »
ts,&GQ .. .. L 3 ..‘ .: .. ... ..
12. Abgzr:ct of lettors addressed by the Chief Engineer to the Diwan of :
Travancore .. g ais s e = e g
13. Civil Court returns from the Diwans .. A

ondence relating to the obtaining of the Besident’e permis-
= Coﬁﬁ?to Cochin Depaftment of Public Works estimates .. wariey
15. Correspondence relating to the publication of notices in Gazettes .. 2
16. Extradition cases of an ordinary nature 6% i e a0 Z;,;),:n,;?::‘?o;;
the caseé is com-
plel:ed. Y There
may be refer-
ences m extra-
. g dition cases.
17. Old Tinnevelly, Coimbatore and Malabar Gazettes .. ‘h " é
18. Old superseded Acts ... oo o o3 & S
19. And all other miscellaneous correspondence of a very unimportan

character which do not go into the disposal register and index .. 2

{ T W. RAWLINS, Esq., Accountant-General, to the Chief Secretary to
11mmGrovernmen’c, dated ,Fort S,t. George, 14th November 1894, No. 3453,

lv to Mr. Davidson’s reference No. _2090, da_te('l 29t}1 October 18Q4, on
1et‘;erhf]rol;101ptk):e Resident in Travancore and Cochin, submitting lists of papers in hig
office which might, in his opinion, be periodically destroyed, I have the honour to state
as follows. |

9. In the list headed * Account Department,” the number of years shown

against items 3, 6, 7, 8, 17 and 18 should be altered to 15, 5, 5, 15, 20 and 15 years .

ively, and in the list headed ¢ Treasury Department ” the number against
;fgg?tlw:ng’5 should be altered to 15 and 5 years respectively to corrgspond with the
eriods fixed for the retention of similar records in Collectors’ treasuries. As regards
gcems 14 and 15 in the former list, the Comptroller-General has intimated that there
is no necessity for keeping the records any longer. Items 12 and 19 should not be
destroyed.

3. The periods proposed for the retention of all the other returns in beth lists
gseem to be sufficient.

. THOMSON, Esq., Acting Collector and Government Agent of Tanjore
Fromtg thrfa (l‘vhilef Sec;etagv,to Gox?ernment, dated 30th October 1894, No, 126. ’

Wi : ce to G.0., No. 624, Public, dated 29th August last, 1 ha‘.'e the
hOHOlYZIttl(]) I:Iflil;fl?t herewith a list of records to be retained and destroyed in the
Government Agent’s office.

. ment Agent’s reports to Government, which are a_ubsequently

i 2(.'1 Th; ggniil;icuted tg him, will be only very few*in a year and it is not neces-

rmt:o :e:;)arate the originals from the bundles of correspondence for the purpose of
sary

being destroyed.

No. '1123, Pusric, 12ra OcToser 1896.
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Excrosure. * o
Last of Records to be retained and destroyed in the Government Agent’s Office, Tanjore.
Major Head. . To be retained. L To be destroyed,
’ -
| |
\ | e After
4 | | - years.
Books and Periodicals l I L. Fort 8t. George Gazettes 10
[ I 2. Tanjore District Gazettes o 25
Establishments 3 | Papers relating to revision. 1. Pay abstracts with leave statements and
l : | " April list RN ov B
| 2. List of appointments 54 5.
| 3. Buspensions and dismissals . 30
4. Landed property statements .. 10
5. Travelling allowance bills . e 5
Y 6. Routine correspondence o Ay 5 *
7. List of officers aged 55 years and upwards ., 2
Inams Paravanagis or orders relating to the | L
| grant of land by the late Rajas of .
l' Tanjore. i
Legal Opinions + | Papers containing legal opinions of the, vadd
. ; i Advocate-General. :

Pensions .. Orders and, correspondence relating to | Receipts, reports, vakalats and life certificates.. 10
the grant of pensions to the descen- | Routine correspondence regarding disbursement. b
dants of the late Raju of Tanjore. | Bpecimen receipt ferms containing signatures of

Pension abstracts, | Gosha pensioners obtained by Birkele from their
| Applieations for pension or gratuity | agents to ascertain the pensioner's existence in
i and orders thereon. Tanjore at the time of pension payment 10
| Papers connected with the grant of :
‘ rmmion. &o., to the Kandiyan fumi-
‘ 108, [
Political .8 +« | All papers of importance, tee
Public Works I Puapors connected with the annual repairs to the
. ‘anjore Paluce buffldings % i 15
Records Record indexes. 1. General registors e - e T
Rules rvelating to custody and] presers | 2. Orders and correspondence about the produc-
vation, . tion of records ve oA 5
8. Registel of search fees .. o b
g .

Stationery and Btores .. | 1. Orders regarding the procuring of | 1. Indents and accounts ., s o ¢ Sira K 5
stores by local purchase and the | 2, Routine corcespondence o o IATSS
submission of returns of stores.

2. Orders velating to distribution of
stationery.
Suite " . «v | 1. Judgments and final orders of | 1. Papers other than judgments ,, . b
. © oourts. -
Tronsyry .. Register of P, P.0s. i e A 95
Budget statement and correspondence ¥ b
’ Aoccount, particulars of contingent charges ¢ 3
Duily cash account. .
Permanent advanoce nccotnts.
Registers of contingent charges |, 5 " 6
Acknowledgment of Permanent Advance Fanod, 1
| ‘ ' : .
|
Misosllanecns 1. Offioo copies of Sirkele's notes to Government
Agent. ., (S A =8 v oy 2
.| 2. Bervice rogisters of dismissed officers after
g dismissal order is passed and then if no ap-
peal has been filed .. vt s B 3
3. Report on. verification of servied registers 2
1. Miscellaneous petitions suvh as applications
for ebpies, appointments, &c. e o 1
” b. Statement of persons thrown out of Goverme
meont employ i A s 1
6, Btatemont of unserviceable farniture = 1
4 T hlld?'ln“' for office furnituve, peons’ belts and
. adges .. - Vs ol k- A
8. l“.atimgut.oa for, binding books . - - :
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iy ments sanctioned in G.0., No. 614, dated 16th J uly 1889, have worked satisfactoril

4 no modification. P : ? T G "
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k B G.0., No. 614, Public, dated 16th July 1889,

’ et Asstracr.— Approving the Presidency Port Officer’s lists of- the records in his and in the
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From T. W. RAWLINS, Esq., Accountant-General, to the Chief Seortary to
Government, dated Fort St. George, 29th November 1894, No. 3596.

In reply to. Mr. Francis’ endorsement; No, 2292, dated 20th
forwarding for remarks in regard to the items under “ Treasury’
Acting Collector and Government Agent, Tanjore, submitting a list
retained and destroyed in his office, I have the honour
similar registers in Collectors’ treasuries, there appears to be no reason for retaining
the register of permanent pay orders of the Agent’s office longer than 25 years,

2 The period for the retention of the ,other' treasury returns is sufficient,

-
.

November 1894,
’ letter from the
of records to be

——

4

r Letters from the Presidency Port Oﬂi'per, dated 13th Se
ber 1894, Nos. 1092—350-G. and 1092—411-G.

AsstrAcT.—Btating, in reply to G.O., No. 624, dated 29th August 1894, that the arrange-

Port offices to be retained and to be periodically destroyed subject to the proviso. i t
the latter, that any papers discovered in the examination pz,'ior to des gyt

3 truction that i
of interest or will be required for future reference shall be preserved. ajs, lxkgly a8

mxi\
ﬂ-é:g
X
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)
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From C. F. MocCARTIE, Esq., I.C.8., Private Secretary to the Right Honorable

! the Governor, to _the Chief Secretary to ‘Government, dated Guing
December 1894, No. 86. - uin ?’, 22nd

tant, I have the honour to
9th August 1894, because
ords of a permanent nature

In reply to your official memorandum, dated 19th ing
state that I did not reply to G.O., No. 624, Public, dated 2
it did not Appear to apply to this office where very few rec
are preserved, all official representations, petitions and me
the departments concerned.

Copies of demi-official correspondence carried on by His Excellen.
and by the Private Secretary so far as relates to titles, patronage, appointments trans-
fers, &c., are removed or destroyed with each change of Governor and diaries reéordjng
more ephemeral matter are destroyed from time to time, no fixed rule being observed.

I append lists of records which are.permanently retained and periodically d trdved
and as regards the account portion of them I shall be quite pgepared toy atf:pi ):J):
~modifications or improvements which may result from the Government Order in
question.

. ¢
——

Encrosurgs,
- g . : 1 OA. ¥
; List of Records periodically destroyed.

Rough despatch and receipt registers.
. Copies of travelling allowance bills.

. Attendance registers, .

. Copies of telegrams.

. Demi-official correspondence.

WY U O

to state that, as in the case of.

ptember and 29th Novem-

morials being passed on to

oy the Governor
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<3 " List of Récords fprmanently retained.

' 4: X 1. Receipt and expenditure of service stamps.

i 2. Aects in force.

oy, 3. Orders of Government relating to offices of the Private and Military Seéretaries,'
Py : Government houses, furniture, the contract allowance, &e. ¥
o N‘ + ~ 4. Cash accounts, vouchers and receipts. :
B 5. Pay abstracts and acquittance rolls of office establishment of the Private Secretary. -
}, 6. Circulars from the Accountant-General. " .
3 7. Circulars from the Controller of Military Accounts ?
P 8. Government Orders, &o., rolatiu.g to His Excellency the Governor’s Band.
: 9.. Government Orders, &o., regarding His Excellency the Governor’s Body Giard.
« R, EN _,;;'- . .
" J From J. ANDREW, lsq., Political Agent for Pudukkéttai, to the Chief Secretary
Sl to Government, dated Trichinopoly, 10th January 1895, No. 186-0.—35.
e With reference to G.0., No. 624, Public, dated 29th August 1894, T have the
B honour to enclose lists A and B showing the different periods for which I think records
|f<l’_ - should be retained. ' . : :
4 il 2. T have recpmmended very few sub-d’iVisik_ms in point of time, 7.e., I recommend
5: : that papers that need not be permanently retained should be destroyedafter either
? fifteen or three years. I have thought it as well to recommend only two periods and
5 A not a large number such as is to be found in the Revenue Department, viz., 1, 2, 8, 5,
gt - S 6, 10, 11, 12, 15, 20, 25 and 50, as I think the less complicated the rules are the
¥ e better. For most of them I havefixed a pretty long period, viz., fifteen years, and it
Ll will do no harm if papers of no great importance are retained for that peried. This
' classifying of all destroyable records into only two periods has the merit of simplicity,
in that the papers to be retained fifteen years can be kept in one place in the record-
room and those to be retained’for three years in another-place. . A% the énd of each all
‘ j-:; g * ~ that will have’ to be done is to have the. papers .ﬁfteon years .an'd three years old
. i removed (under proper sanction of course), and their place_s.su])phod by the records of
3 the coming year. There is plenty of spaces in the Political office to hold all the
‘: . papers for the periods now recommended without inconvenience. :
- }'!} > > m—
: g G ExcLosuRes,
g i3 A. 3
: 5;: ' Records fo be permanently retained. « _
,/ B\ ) Whether
> “:_%”3 ! Subjoot. permanent or
S . £ destroyable.
: ﬂ A 1. Acts and regulations , , : * MY foegd i - Permanent,
s 2. Administration reports, annual budgets and correspondence .
I connected therewith, including reviews = . : . +5i' v Do
A ~* 3."Books and periodicals (provided that old editions superseded
o ' by new editions may be destroyed when no longer required). Do.
: I‘ » 4. Correspondenco with Government, the Dewan, and members
e of the Tondiman family relating to matters of Political
& : interest or which are of permanent importance . . - Do.
o . 5. Government Orders 6% 4 i B e Do.
6. Irrigation and Boundary disputes between Pudukkéttai and
¥ v British Territories .. ‘e o R AN L e 2 T,
3 7. Pudukkéttai Gazottes . . 3 > . i Do
i S 8. Registers of correspondence and other important registers ., Do,
e . Season reports " .
9. Btatistical .. { Price lists .. i a e Do.
) : Rainfall reports Sn e )
10. Registers and reburns of births, deaths and marringes 7% Do.
3 X o 0 A
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B.
Records to be periodically destroyed.
' : Number
Subject. °‘tg";"
: ’ retained.
‘. I. Correspondence, accounts, returns relating to the following
¢ subjects —. 1
' (a) Agriculture . . .. oo i 7 o o
(4) Census iy g . W
' (e) Ecclesiastical 2 A l
« : (d) «Education .. - "5 | 3
(e) Establishment :
(f) Excise & g
(9) Famine . R et X T ‘
(4) Jails " i G . A
(?) Judicial i <
(/) Legislation |, . .
(k) Medical g .
(/) Military ;

(m) Minerals .. } 1

(n) Police AL g s &
(0) Post s 53 b o : 5 Skl
(p) Public Works S INGY P o cx |
, (q) Regilsters other than those mentioned in item 10 of
ist .. .. - .. L I, .. . ..
(r) Registration oo e P~ L Rl R

(s) Religious endowments

(f) Stationery

(u) Stamps

(») Survey

(1) Treasury . 12 e
(z) Trigonometrical survey . o vie 5.5 i
() All other subjects of a miscellaneous nature e bl

Provided that any of the above papers which the Political Agent
e considers to be of permanent importance should be retained perma-
nently or for a pericd longer than fifteen years.

II. Fort 8t. George Gazettes = . . " O il k. & v 15
III. Correspondence connected with processes, extradition of eriminals,
and the like o . os F I - - 3

1V. Uﬁimportant papers and returns such as reminders, &e. . .

V. Spare copies of Government orders, the future retention of which .
is not considered necessary by the Politic'al'Agent AT e 3

Provided that any papers may be kept for a longer period than above
preseribed under the special order of the Political Agent, which order
should be entered in the register opposite the entries relating to such
papers,

From Miss -E. 181S POGSON, r. r. ier. soc., [Meteorological Reporter to the

Government of Madras, to the Chief Secretary to Government, dated 15th

January 1895, No. 23.

. With reference to G.0., No. 624, Public, dated 29th August 1894, and subsequent
reminder, I have the honour to state that it is absolutely necessary that the actual

records of all scientific observations should be most carefully preserved for future -

researches, or discussion as may be found requisite. Such papers should
':}?Zf:;g::,be' classed: as special works and ynot subject to the rules made for ordinary
office records. Ordinary correspondence and papers not required might be destroyed
three years after date, but even letters relating to meteorological data should be care-
fully scrutinized and those bearing upon observations likely to aid in future discussions

should be reserved for reference.

.
.
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From the Government Solicitor, to the Chief Secretary to Governmerit, dated
Madras, 4th February 1895, No. 53,

* With reference to the G.0., No. 624, Publie, dated 20th August 1894, 1 beg to
report that, so far as I am aware, there are no Government records in my office which

- should be destroyed, and it would be quite impossible for me to devote the time to go

through all the records of my office and select what, if any, might be destroyed. I
need hardly say that my office differs materially from other Government offices and it
is impossible to say that the records of a Solicifor’s office will never again be required,’
as a matter which has long been disposed of sometimes Crops up again, years after, in
connection with some other matter,

.(Signed)  E. BARCLAY, .
’ Government Solicitor.

From the €ommissioner for Government Examinations, to the Chief Secretary to
Government, dated Madras, 4th February 1895, No. 283.

With reference to paragraph 8 of G.0., No. 624, Public, dafed 29th August 1.894,
I have the honour to report that the records specified below may be destroyed after
the expiry of the period noted against them :— .

(1) Petitions .. A FlE 2y ++ Bix months after disposal.
g; %Ziﬁ?ggg:, tgﬂfiﬁgﬂ: o . s } Fifteen months after receipt.

(4) Statoments and returns from Primary
3 Examination Chairmen,
(6) Financial statements from treasury { Six months after submission of the, annual
: officers, report to Government.
(6) R%Forts and other statements from :
Hixaminers andChief Superintendents. J
(7) Contingent bills from Chief Superinten- "
dents ., o' 3 oo «+ Two years after final adjustment.
(8) Essays, plans and field books from candi-.
dates. s
(9) Lettors and other papers connected imme- | Three months after the publication of the
diately with one or other examination results of the examination concerned, |

when in progress and of no importance
after the examination is over.

" (Signed) . D. DUNCAN,

Commissioner.

From the Hon’ble Mr. D). DUNOAN, M.A., D.Se, Director of Public Instruction,
to the Chief Secretary to Government, dated Madras, 13th February 1895,
No. 1638. ' '

With reference to paragf'upll 3 of G.O., No. 624, Public, dated 29th August 1894,
I have the honour to submit a statement specifying the records in my office, in the

+ -offices of the inspecting officers and in Govornment colleges and schools which,

I consider, may be periodically destroyed.

3 EncrosuRE.
STATEMENT SHOWING RECORDS WHICH MAY BE PERIODICALLY DESTROYED,

(A) Ix TaE OFFIcE o¥ THE Direcror o PusLic InstrucTION.

After an interval of one year.

* Annual returns,

Quarterly returns of unanswered references from the inspecting officers.
Monthly statement of results grants from the inspecting officers,

Mark books connected with the Teachers’ Certificate examination,
Applications for employment. o

Correspondence corthected with leaving cortificates.
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After an interval of three years.

NP A ot W AR i A

After an interpal of two years,

Copies of grant-in-aid bills,

D and E lists of results schools. 5%’ _ Inspection reports, :
Diaries of inspecting officers, : arrants, orders of detention and reports from magistrates, &o., of -discharged pupils; received
Travelling allowance bills, - . ° . . in the Reformatory School. 3
District Gazettes excepting portions relating to Bq i 5 : :
Monthly statement of work done by the ing)egtingu:g:}g:: g g After an interval of five years.
Monthly return of leave, appointments, dismissals 3 Gane : el o Bond i
Half-yearly returns from ooﬁzgea and sohog;;.sa #nc fines from the nspecting officers, | s e ed by stodents wider oy -
After an intereal of thra years, . . Endorsement—dated 20th February 1895, No. 847-A. o
; 4 : . v
(Zonsolxdated reports on primary and lowfar secondary schools, < ks ; The following are forwarded to the Judicial Department for favour of remarks,
After an interpa) of five years, " ¥ (Signed) I RICE)
Inspection reports of colleges and schools. v Chief Secr elary.
(B) In tuE OrFrozs op THE INSPRCIING Oppicps, gt From Colonel H. W. H. COX, Commissioner of Police, Madras, to the Chief
e i . . ’ ' Secretary to Government, dated Madras, 22nd December 1894, No. 146,
: After an interpal of one year, 3 . : ? :
Annual returns. : | With reference to G.0., No. 624, Public, dated 29th August 1894, T haye the
Quarterly returns of unanswered references, - ' : honour to inform you that the instructions laid down in Appendix D of the orders of
%ﬂlﬁzﬂf‘gg‘tﬁ&fgﬁ;ﬁﬁ?&nﬁ . : the Madras Police published by the Inspector-General of Police are observed in the
oo . : A matter of records of the City Police. l 20
i After an interpay of two years, . ' 3 2. As regards the records of the License Department of my office, I consider that
D.aqd E lists of results schools, . E all registers of licenses issued under the Indian Arms and Explosives and the City
grl::l:l?igf lgﬁg::;:fc% ﬁglilm' : ’ : ‘ Police Acts may be treated as permanent records and that the counterfoils of licenses
bbb g oy O : ' g 18sued under the above Acts be destroyed at the end of the year following that in
District Gazettes excepting portions relating to Educationa] : : i -
Monthly statement of work done. i : 4 AR S Which they were issued.
Monthly return of leave, appointment dismi y
0 Form applications. . PP § dismissals and fines, - R T “ ; . ki
Didries and report sheets of inspecting schoolmasters, . From M. HAMMI CK, Esq., 1.C.8., Inspector-General of Police, to the Chief
Reg{ster of salary-grant schools with scale of grants. . Secretary to Government, dated Madras, 18th February 1895, No, 870.
Register of resnjts grants, . o ‘
Jlgmcgll:lneolllxs returns and accounts, ) With reference to G.0., No. 624, Public, dated 29th “August 1894, T have the-
ominal rolls and mark anq pass lists relating to grant examination. ' AT ' the honour to submit a statement showing the records of my office which may be
_ Periodically destroyed.
Aﬂe:' an intercal of three years,
: - ; ; . .
Consolidated reports on primary ‘and lower secondary schools, : 5% ; Excrosure,
: After an interpal of five years. : Last of records proposed to be periodically destroyed with rpference to G.0., No. 624, Publio,
Inspection reports on colleges and schools, : dated 29th August 1394- 3
(C) In CoLLEGEs Anp ScHoors, X o ' Name of rocord. ofl: :Eor'i:gg-. Remarks,
. -y & - on. !
After an interval of siy months, : g TR ’ e Fores SR
Applications from students or their parents or rdi . 3 i 4 " Printed papers. | YHARS,
acquittance certificate in other thanptraining iﬁgsltli:ut;g:xl:. s promotion, admission and . A :’."'x g i
; ’ Report on the Administration of Criminal J ustice, Madras Presi- b
" After an i y enay. : ;
. fter an interval of one'year., B . R?ortyon the Administration of Civil Justice, Madras Presi-| 5
Admission, attendance gymnastic, corporal punishment, scholarshj d 1 i 3 énoy. : -
Annual returns, ’ . P and Library registers. 4 Jail Atfminiatmﬁon report .. 3 .o g 5 5 ‘e 5
Monthly return of attendance of masters, : i Annual volume of the Sea-borne Trade and Navigation of the| 5
Time-table. . i Madras Presidency. .
Miscellaneous returns and accounts, g s = " port on the Administration of Abkéri Revenue e eo| 3
School-fee registers and half-yearly returns, : = 0. do. of Balt Revenue .. e . 5{3
Registers of criticism lessons and periods spent in practising schools by students under training, fr Report on Criminal Justice, H ydom}i)md Assigned distriots T 5)
Library registers. A ; Do, do. Central Provinees .. bid 2 -
Cvr:l,fﬁ({nt?a of health, age and conduct and acquittance certificates produced by students on rﬂ II)):. 30' g:;’l’:“ = 5
adamission. ‘ ) s 0. h .. I .
Applications for admission, leave, &e., in the caBe of training institutions, L Do. do. Punjab 2 B " ‘:’
o Do. do. + Coorg .. . e . 5
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E List of records propesed to be periodically destroyed with vef. P e e e ki £ i A A ~ ——
’ . S pdated 2951 Augusyt 1894—00743,“-61109 to @.0., No. 624, Public, s , .
i List of records proposed to be periodically destroyed with reference to @.0., No. 624, Publio,
\P——"T — dated 29th August 1894—cont.
. Name of record. of :;ltgn- ek
I .tion, Period
. . . Name of record. of reten- Remarks.
P Printed papers—cont. f YPARS. tion,
Judicial Statistics, England and Wales .. b i ik 5
Criminal and Judicial Statistics, Ireland .. 8 o i 5
Report on the Administration of Civil Justice in Coorg . . : :
g Do. do. of Centrdl Provinces . & ) g Manuseript papers—cont. YEARS.
- Do. do. of Punjab .. V=g 3% 9 ST it i Aol 15
b eci .o ‘o 9 s g ‘e
Bg. gg: g g:ﬁl}?a o o g Ignemry Ii’eport of Superintendents and Assistants and days 1
Do. police supply of clothing, Burma .. g 9 speut in camp by. Deputy Inspectors-Greneral. :
Do. working of the Thagi and Dacoity Department ..| 3 List of stations unvisited .. e . , :
Finance and Revenue Accounts of the Government of India . 3 Statement of prisoners escaped o .s e ’e .o s
: Statistics of British India for the Judicial and Administrative| 3 Return of warrants and summonses At o L 4 BBy
. Departments subordinate to the Home Department. Do. of murd'ers,‘culpabl'e homicides, &e. . ¥ :
Annual retuins of Civil hospitals and dispensaries b 2 Statement showing infanticide by women .. et oy oh i = =
Report on Vaccination, Madras Presidency kT, 2 Do. of fires and property lost o A Ik g 18 ui::;?; on
Annual Returns of Ordnance Stores iy oLt 2 . g " Return of depredators, &e. .. .. % s i - 1 15 Iiem A ed in
.Do.- Medical Report, Government Liying-in hospital |, 2 Statement of dacoities classified with reference to property lost .. 1 olice dminis-
Do. report on Lunatic Asylums o wrd ¥ 2 Do. of robberies ‘e ‘o .o o ‘e .o 1 tration reports.
Establishment list of the Chief Secretary to Government | 2 . Do. . of house-breakings . e . o ‘o 1
' . . Do. of cattle thefts .. B i 8, o ‘ 1
Manuscript papers: Do. of ordinary thefts 5 S . ‘o 1
= Do. of offences under the Arms Act , . it ‘e 1
Officers’ travelling bills ~ .. .o ety s .o s e 1 Do. of cognizable cases tried by High and Sessions Courts . 1
iatta r:gisterA o{ inspectors, head ¢onstables and constables L Do. of referred cuso? Pﬁ .t.b e s ale e ]i
SOCUREITOn i . . ‘. . -« | 10 Do. of attendance of officers at Sessions .. "3 g
Petitions from Police “officers against dismissal,-&o., and petitions | 10 Criminal statistios (statement A.) .. .. .o ‘e ‘e L )
from private individuals. Statement of grave crime .. 4 T g oo wo
i Indents for stationery b I R a S s Do. B. - F & ¥ beie b . .o 1
C OSLEE sty % Ay g ‘ Do.  of Police patients in hospital ... o e e 1
Objeation memoranda 2 $ % Do of offences on railway lines _ .. ‘e .o . 1
4 Annual return of arms N %4 o Do. of dacoities o e A >y P ‘e 1
Hospital contingent bills . . P b . Tnsncotion of Hoansed premises .. Y g & e 1
Sonrngeus bills 2 2R 2 S 2 CnnI: arative statement of house-breaking and theft . . 1
Judgments with summary of results of Sessions casés . o Rotulx,-n of murders : 4 .o . . 1
District Administration Beports .. o» .o e Re rts of grave orime B o & o4 R L. 5 1
Wlare L) Bt~ 5 vl o i sl ; Babrrds s v S AR e L B
Memorandum of sums drawn from the treasury : iy B s o oo .o 1
Railway bill Clothing statement .. .. ..
‘Stt g B A 4 ' b vl S . Statements of receipts and issues of clothing o 8 % 1
tement of receipts of sandals, boots and cumblies . Quarterly return of arms, &e. B o' be oo .e 1
Indents for forms . e b Dula_. orr yand receipt vouchers .o o Ve .o : 1
Report on state of huts ok . 3! o A Oe 1V9m)1'u1 indentsp ; i o .o .o .- 1
Department of Public Works budget schemes .. o .. I(;_m uifﬁ tion of habituals ! s E% 5 e . 1
Budget estimates for departmental works - Lo Km[l‘lmcgmomuda & Wb T .o .o ‘. 1
ﬁxst of incomplete works (departmental) .. TR $ List of buildings erected by private individuals .. <V 1
eport on the verificatign of service books * Return of publio buildings . . 1
1
1
1
1
1
L
1
1
1

Pt e el e GO COCO COCOCOCO C\?GOC@@O\CJ!OIO‘CJTDTUIO!C‘YC!C‘U\C‘OIO:

Reports of departure and return from leave granted to inspectors. e : ‘
Applications of rejected candidates . . S S = o
and 1st-grade head constables, &o. St?;[gements of escorts supplied Y o . .
Leave applications from inspectors and 1st-grade head constables Do of police officers convicted g o i L 3
ROOPvery l.lstﬂ : . L .. . . Xy . DO. Of oﬂeuces on rﬂil\vn,y lines e .s .e .. l TO be dGBtroyed
Estimate for requirements of sandals, boots and cumblies Desariptive roll of men wanted 5 Y X ) = after publication
Monthly statementajof pay and allowanoos ¥ s oy B g . Bo. of K. D’s. list of property, %o., for Police Gazette. in Police Gazette.
Compllatmn of the above i e Iy x . Notices published in Police Gazette iis s . i
SRR IPUE i FHave dria 2 - e O ] ¥ List of Government servants thrown out of employment , . o3 To be destroyed after
L eekly reports, Part II .. VAT o R 4 i submission of con-
Statement E. .. . " . S 0 V L This . intormation golidated statement
Do. ) g 2% o Srla s LR o' i ombodbat i to Accountant-
Do. of police officers convicted e s ve 5. Polite: AXaits: Greneral.
Do. of murders .. .. .. e i o tration reports,
Deo. of cattle poisoning .o .o e ’ . Statement of offences against coinage ey S At i 1 | To be destroyed after
. submission of con-

s .
e ——————— - e ———— —————

solidated statement
to Government.
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From D. W. G. COWIE, Esq., Acting Registrar of the High Court of J udicature,
Appellate Side, Madras, to the Chief Secretary to
March 1895, No. 688. Xiq
: in original.
: tment with notes in origina
Retransterred to the Public Del()gfgned) A. BUTTERWORTH,
1 .

Government, dated 1] th
Under Secretary.

ffice-n m R. HILL Ti0 ress, to the Chief
B 3 intendent, Government Press, h35404h
0 B 8th December 1894, No. A
| o s dated Madras, 2
e t Government, da
Secretary 10

li intendent
X 694] e datedA 239nth BAug?StthisgPi;::I ieiz%:. List A
In reply to G.O.’bm(i)is ; "st, marked ot Ud SﬁOgVS the records that sbor;ldt b:
G b tained, and Lis dersigned suggests tha

vaes thﬁ:1 records to 23 ';‘(Elss mm:rked against them.bt I‘i;l:dum%f}[x‘stzgard tog e ibets
flggtmyed after certain Eg;;nt-(?ienel‘al may also be obta W

ini f the Acco

the opinion 0O

From J. H. A. TREMENHEER

E, Bsq., Collector of Bellary
Sandur, to the Chief Secre

and Political Agent
tary to Government, dated 29th November l§95,,
Dis. No. 1558. " '
| Adverting to G.0., No, 624, Public, dated 29th August 1894, I have the honour
‘ to state that records pertaining to the Political Department are not generally depo-
1 to b in the B list. " stért | sited in the records apart from the Revenue and the J udicial papers and the rules in
ENCLOSURE. | force relative to the latter papers are applied to papers in the Political branch also.
List A. . 7 All papers except those of great importance, such as sunnads, correspondence
blishments. 1. ‘ regarding allowances paid to family méembers of the Native Chiefs, may be periodi-
1. Copies of Annua} R?tg:ngtgieﬁfzts ;urnished to the Accountant-Genera cally destroyed.
. > min ¢ .
2. Ooples O'f Annua. Guzett" FlleS- |
2 Wort Saint George Ui o England. : .
i' léz?ema;?ent Or%ei_)};‘xlllﬁ and Binding Materials imported from Eng \ g From C. M. MULLALY, Esq., Collector and Political Agent, Kurnool, to the Chief
5. Invoice B‘;"fcgm‘;nee 1ls. 5} ; Secretary to Government, dated 9th December 1895, C. No. 171, Political.
6. Permanent, Rolls. it B , ’ "
g tance List B. 2 %) In reply to Government memorandum, Nao. 2833, Publie, dated 25th No mber
7. Piece Acquit . 1 . | n Pty ) . ) 1¢, ve
” B S arioh it | 18f9e), {i }:av::hthe.honour to report that the (.0, No. 624, dated 29th August 1894,
1. Cash Boo . b S| ‘ referred to therein, was not registered in the Political branch, and hence the fact
3 2. Ledg@];r B};’; % . i | that a report was due was lost sight of,
: B Q. . z - . e s . .
c i 3) :grnﬂcl)s Bil Books .+ : J Aol |, ! 2. Records in the Political branch of this office are maintained from 1839 —the
" Advertisement B int Greorge Gazette .. | To be destroy “‘ year in which Kurnool came under British possession. They consist of two portions—
5. ‘Q are copies of Fort Saint Geo 8 ! i % 10 years. v one relating to the family of the Kurnool Nawab, and the other to the Bag anapalle
6. Sp spondence P } 8 y ) ganap
7. Copies Ofd CorrroﬁE ablications and Acts .. v A SR ol | State. These records are partly in Persian and Hindustani and partly in English
z;). %f;]kt Iﬁ‘;yg (i}ook ATETU U B DR et S : |>To5be c;:troyed o | Chey have hitherto been treated as permanent records and no destruction has taken
: k .s s ¥ ; e Pplace,
" Plant Ledger Boo Stores, &, 5 : : e
i(l) Stock Ledgerﬁfor Eﬁt Bzoks by bo dostroyed after 3. The records relating to the Kurnool Nawab’s family consist of official corre-
12. Stﬁi%lerisO co R i b 3 o } P°3 s ‘spondence between the Superintendent of Khandan
13. Bill Book 4 > %o sadl A, 40, el : c Nawab’s family and the
. Tender Files .- -Warehouseman for v e o) .
11§ Inden]t3 B?:;k on the Und_e_r Lo - .Notiﬁ.ca;tions “in the Gazette. | To be destroyed after "
16. Fine Boo nt. Orders for inserting
17. Al Governme

i ing 1 Gazette. 2 years,

dence from Departments for inserting 1n the. i 8 ¥
All Correspon o g 3 o
}g Line Account BOOkBkS
20 Bongh At Bk

' cceip o 3 ‘
35, Privato Postoge Acoount Books -1 g o Xt \ To bo destriyed 2
23. Service quta%e is of oActs, Indian ng R‘egorts, c. : # y“‘(‘]’i’; .mf:)v:r'
24. Foil R_ece,lpt ngks for Gazettes and G.0.C. TR Famise ©
Subsgrlpi“;lwm from U(mstituents]for 'Atc'ts;m t(? the’ Fort St. George
26. Receive 4 account of Subseriptl les
27. Let(;erse::;(i;sd[;giﬁn Law Reports, Madras Seri

10% T

98, Contingent Registers

8, the members of the Kurnool
Collector of the district,
rights and claims to the

These chiefly relate to Khandans’
pensions, &c.  As there seems to be n
these records permanently,
important documents,

0 necessity to retain
I would suggest their destruction periodically excepting
which must of course be retained. :
4. The records relating to Banganapalle State consist of correspondence between
the Nawab and the Political Agent. The rep '
‘communicated by Government should,

orts and returns which are printed and
I think, be destro
tions and correspondence connected ther

yed, as also unimportant peti-
ewith.
5. I have deputed two Hindustani-knowing clerks to help the Political munshi
in preparing a complete list of records, and I shall shortly
records I consider should be destroyed and w

report particulars of what
hat permanently maintained.

pp

99, Acts of Government of India

months after they
dras . .

S mrnellt Of Nlﬂ(

30. Acts of Gove

To be destroyed 6
g are repealed.

et

3 o the Chief Secretary
N .ountant-General, to the ° 701
2 (S, Esq., Accountal ! 1895, No. .
e b RA::T I;IIellz‘ed Forzl §t. George, 26th March )
to Government,

ary 1895, on

; , 10th January 1890,

our endorsement, No. 29, ()la.t;dl\%lol.t%“; dated 23th D‘%CSIT;;
With reference & Y0 rinfendent, Grovernment Irb;sktfxte that, as suggested by tltlle
office-note of the Sup? ), 1 have the honour to. g after a period of 15 years

tlelgf 1894 (herewith retbulllll; ();i)jection to his dgstroylllb

e sre seems to be 1O items 1 to 9.

Oﬁ’lcel(‘i’ t?gflocrri(d to in his List B as items

recoras

——

From C. M. MULLALY, Es

gent, to the Chief Secretary to
Government, dated Kurnool, 9th May 1896, . No. 76.R o
With reference to paragraph & of this office lotter Current No, 171, dated 9¢
December last, I have the honour to submit, herewith, two ] e Ry
to the Kurnool Nawab’

! . lists of the records relating
. 8 family—one showing the records to be destroyed and the other
to be retained.

q., Political A

7
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The letters recorded above are replies to G.0., No. 624, Public
August 1894, in which heads of departments under the Chief Set,zretary ;Vegz tz(}reisggg
to report what records they considered might be periodically destroyed without in
convenience, in view to prevent unnecessary accumulations which serve no useful
purpose and which take up space required for more important papers.

2. No orders are necessary on the replies received from t MR
Government Epigraphist ; the Chief Presidency Magistrate ; the Ghoevefr(ﬁll;l)x:%&sttrl:f
nomer ; the Local and Municipal Department ; the Private Secretary to His Excel-
lency the Governor; the Registrar of the High Court ; the Government Solicitoy and
the Presidency Fort Officer. The proposals submitted by the undermentioned officers
are approved with the intimation that files of gazettes, newspapers, and sych like
printed matter should be sold as waste paper instead of boing ’destroyed—the
Inspector-Greneral of Prisons; the Inspector-General of Registration : the Political
Agent for Pudukkéttai, with the exception that items IV and V need not be retained
longer than ‘two years; the Commissioner for Government Examinationg - the
Director of Publie Instruction ; the Superintendent, Government Press, with the remark
in reference to items 29 and 30, that a certain number of repeale(i Acts should be
retained for sale as they are occastonally required for reference ; and the Political
Agent, Sandur. ’

3. The amtswer papers of candidates and reports from Kxami
retained by the President, Board of Examiners, for longer tha:le;i en;e;ifnotﬂl::
recommendations of the Supermtendent, Aychaeological Survey, in regard to itf;ms (1)
and (2) are acceﬁ)ted, é 3) nee(} . ll(m]t be rela)tamed longer than one year, and (4) need not
be kept longer than they are likely to be of uge, The Superint
what period he would propose. perintendent should state

4. The Paymaster, Carnatic Stipends, will state wh the original

returns submitted to Government, which are subsequenﬂ))" printedg ands gmffnptgggaigg
to him, cannot be taken out of the file books and destroyed. The system of record-
keeping which obtains is out of date. Unimportant petitions should be destroyed
after one year. There is no reason why the Government should maintaip evideneg of
this kind for parties. The Special Agent, South Arcot, will be informed that routine
papers relating to extradition, process, &c., may be destroyed two years after the case
has been closed. There are occasionally later references in extradition cases.

5. It will be suggested to the Right Reverend the Bishop that some term might
be put to the preservation of the triennial returns of each chaplainey. The Superin-
tendent of Stationery will be requested to revise the list submitted with hig letter of
the 21st December 1894, as it does not seem to have been prepared with much care,
It is not apparent why items (2), (8), (4), (9), (10), (11), (12), (15), (16) and (17)
should be retained permanently, or why (21), (24), (25) and (26) should be required
for five years, or (29), (30), (31), (32) and (33) for three years. The first 15 items in
the list submitted by the Protector of Emigrants are provided for by the rules quoted.
In the absence of any special reason for their longer retention, stationery indents,
unimportant routine correspondence, ‘and periodical returns and statements should
be destroyed after ome year. The words may be sold as waste paper  should be
substituted for ¢ may be destroyed ” in the Persian and Hindustani Translator’s letter.

6. The recommendations of the Resident in Travancore and Cochin are accepted
subject to the alterations suggested by the Accountant-General in his lettor No. 3453,
dated 14th November 1894.  The list has been corrected accordingly. Ttem (16),
viz., extradition cases of an ordinary nature, may be destroyed two years after corre.
spondence in the case has been completed. There may be references in such cases.
Item (17)—old gazettes should be sold as waste paper.. Item (18)—all superseded
Acts should not be destroyed ; u complete file of Acts, whether superseded or not,
should be maintained for reference. The list submitted by the Government Agent,
Tanjore, has been corrected by Government and should be adopted by the Agent for
guidance. The Meteorological Reporter will be informed that the object of Govern-
ment in taking up this matter is to ensure that ordinary records should not be
cumbered with unnecessary papers which are more than three years old.

s DR L S R
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7. With reference to paragraph 2 of the letter from the Commissioner of Police,
that officer will be informed that registers of licenses need not be retained longer than
ten years. The Inspector-General of Police will be requested to revise the list sub.-
mitted with his No. 870, dated 18th February 1893, as it apparently provides for much
unnecessary retention of records. This is particularly the case in the items under
Munuscript Papers. Inregard to printed papers it is considered that complete sets of
the following reports should be maintained in the Inspector-General’s office ; they
should therefore not be destroyed as suggested—Criminal Justice, Jails, Abkdri, Salf,
Judicial Statisties of England and Wales, Thuggi and Dacoity. ;

8. It is impossible for any one not acquainted with the actual nature of the
papers entered in the lists submitted by the Political Agent, Kurnool, with his letter

of the 9th May last, or referred to in his letter of the 9th December 1895, to decide -

which of them should be retained and which destroyed. The Political Agent must
himself look into the matter and decide. :

9. The Government considers that the same system in regard to the destruction
of records should obtain in the offices of all Translators to Government. The
originals of newspaper reports and translations should be destroyed after one year ;
and newspapers, gazettes, and Legislative Bills sent for translation should be sold as
waste paper after a similar period. In cases in which it may be desirable these papers
should be torn up into small fragments before being sold.

18. The various items enumerated in the Surgeon-General’s letter of the 22nd
December 1894 will be disposed of as follows :—

" (1) Approved, but the selection of papers to be preserved must be made by the
Managcir of the office under the general supervision of the Secretary to the Surgeon-
General.

(2), (3), (5), (7), (8), (10) and (11) approved. '

(4) Demi-official file books need not be retained more than three years.

(6) Indices should not be destroyed.

(9) A complete set of Army Lists and Almanacs should always be retained
for reference.

The proposal in paragraphs 2 and 8 are sanctioned, but the words ¢ cause an
examination to be made of ”’ should be substituted, for the word ¢ examine ” in the
latter. With reference to paragraph 4, the Government desires to impress on the

which exist from 17886.
reference to the Surgeon-General or his Secretary. Sanction is accorded to the

establishment asked for in paragraph 5, viz., one clerk on Rs. 15, and two attenders
on Rs. 8 each, for three months, at a total cost of Rs. 93. The necessary proposition
statement should be submitted.

L1. The Government considers that there should be one uniform set-of rules for
the retention of documents connected with accounts in all public offices. That the
periods during which it is considered advisable by heads of departments that thege
should be retained vary considerably is well illustrated by the item « Contingent
registers.” The Superintendent of Stationery proposes to keep these for ever, and
the Government Agent, Tanjore, for five years, while the Superintendent, Govern-
ment Press, considers that two years is sufficient. Other items of a gimilar nature
which occur in the lists printed above are contingent bills and vouchers, acquittance
rolls, pay abstracts, travelling allowance bills, permanent advance accounts, &c. The
Accountant-General will be requested to furnish the Government with a statement
comprising all such account documents as are in use in the various'public offices in
the presidency with his recommendation in each case as to the period for which it

should be retained. .
l (; / ///‘7‘( I e

(True Extract.)

.77/J /{\

¢.)
JV’A . Chief Secretayy.
To all Heads of Departments under the Chief Secretary. i 4 i pd 4
y» the Accountant-General.
» the Financial Department (in original paragraph 10).

Exd. C. M. Thumbuswamy. Aancae @%(‘ Ve s
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