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G.0., No. 104, 4th February 1897.

Aooonnt Documents in use in Public Offices.

Approving the dEgposal of the Aceonntani—General in regard to the retention of the — for
all heads of doputmentq nn\ier the Chief Secretary for

~ certain penod’s an
guidance the list furnished by ﬂmt oﬁoer.
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Records to be retained for 35 years.
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ns of Establishment§ (55).
t Orders (60-1: 2: 3).

e, — >

Annual Retu
Jistablishment

ROVERNMINT. OF MADRAS Orprr—No. 104, Public, dated 4th February 1897.
The list is approved and will be communicated

the Chief Secretary for guidance.

o all heads of departments under
PUPLIC DERAR TS

(True Extract.)

Reap—the following paper :—

From F.C. HARRISON, Esq., Officiating Accountant.
Secretary to Government, dated Fort 8t. George, 20th

General, to the (p;

’ £
| January 1897, No. 1(13%
With reference to paragraph 11 of (.0., No. 1123, Pub A

October 1896, T have the honour to subjoin a list of all such aci&n%tsgug]eiémh of
as are

in use in the various public offices and as have any connection with thi
state that it will geperally be sufficient to retain them for the res;l)eetz?zg8 Oﬁi'ee’ and fo
against each. It will, however, be advisable to allow heads of d periods noted

epartments d; :
! . Y 8¢
to retain any document longer whenever special circumstances demand such reteleélc‘.):

Treasury records are not dealt with here as they are disposed of under Pro
ings of the Board of Revenue (Land Revenue), No. 428, dated 21st July 1893 eef};i-
number entered against each record herein indicates referemce to the Civil A.cc "

Pension Applications (63-2). : .
Acquittance Rolls (63). £
Travelling Allowance Bills (68). |
Permanent Advance Acknowledgments (78-1). )
Contingent Register of Disbursing Officer (80). / !
* Contingent Bills and Sub-vouchers (88 and 91). ]
Contingent Register of Countersigning Officer (91). 8 s

Invoices of Supplies to other Departments (95). ¥ i'
Applications for Remittance Transfer Receipts (143-1).
Budget Estimates (154).

Districtwar Distribution of Sanctioned Grants (156).
Application for Additional Allotments (158).
Chellons and Remittance Books (308-2).

Treasury Pass Books (314-5).

Applications for Cash Orders (363).

Objection Slips (967).

Civil Budget Estimates (1512).

Indent for Stores, Forms, &e.

Code:— A
Records to be retained for 3 years. To all Heads of Departmelllts under the Chief Secretary.

Receipts granted for money received (12). ' ”» t]]ie ﬁ&‘ﬁ;ﬁgﬁ%‘;ﬁ;ﬁﬁenﬁ

E;rtracts of Actuals from Accountant-General (22). 2 :hg Revenue Department, % o copyiof B0 No. 1123, Publie, ;

Sy Bews (). ; " :’, the Publio Works Department, Wldaaed ch October 1896, for information. “‘ -‘

Transfer of Charge Certificates (4\4). = ’ the Marine Department, e |

g | " o L o Sl Doputmnt

Last-pay Certificates (63-1).
?
I

i S S e e e e
e

Records to be retained for 25 years. !

Cheque Counterfoils (17), (18).

Establishment Pay Bills (58).

Leave Statements (60).

Lists of Securities in Trust (165).

Receipts for Repayment of Deposits (250).

Btock Book (G.0., No: 843, Financial, dated 23rd July 1887).
Cash Book.

Leave Registers.

s A R P Ly

E’-d' o, M‘ Tlmmbulm'

* Buch as have not been destroyed as required in article 88,
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| 1896. : - g
Regd. " Spare copies

6.0., No. 1123, 12th October 1896.

Destruction of Records.
 _ Passing orders on replie;s from heads of departments under the Chief Secretary to Gov-

- ernment Order calling for report as to what records might be periodically destroyed without

- jpnconvenience.

e




- Reap—the following papers Saf |

- the final proof is passed for printing. The remaini

. I have the honour to report that the following records mig

2 ' No. 1123, PusLic, 1218 OcroBER 1'89'6; '

GOVERNMENT OF MADRAS,

PUBLIC.DEPARTMENT.

From Dr. E. HULTZSCH, Government
Hoyernment, dated Bangalore, 10th September 1894, No. 322.

Wth refererice to G.O , No 624; Public, dated " 29t
: o 0. b th-August 1894, I have the
honour to report that of the numerons lmpre’ssions of inscrip%i‘(l)ns '~pfesérveda‘irn my

office, T am'in the habit of destroying all those which are printed immediately after.

: . : : ng-
preServed without inconvenience because they are not b%l ]I:'g(fords o.f my office can be

From the Hoﬁ’ble.‘Mrr C. 8. CROLE, President, Board of Examiner. t | i
' , to th
Secretary to Government, dated Madras, 10th September 1894,S Ng. 4%;‘2}11“

“With reference to paragraph 3'of G.0., No. 624, Public, dated 29th August 1894, -

I have the honour to report that the followi d s :
destroyed after two yo axl-)s.:— s SRR T belongirig to this office may be

* (1) Answer papers of chndidates.
(2) Reports from Examiners. : :
(3) Rouh.ne correspondence connected. with éxaminations.

From'O. R. JONES, Esq., Chief Presidency Magistrate; to the Chi -
i ; ' ' y Magistrate, to the C ry
to. Government, dated Egmore, 12th Septembegr 1894, No. 545%]181! Soge.

. With reference to G.0., No. 624, Public, dated 29th ulti our to
report that the judicial records of P,residen'e’y 'Magistratesflmo, ot Wibicosod T

accordance with the rules framed und 2 : :
and cause no inconvehience. e .er e 18797 Oth?r S ey fev_v

- From A. REA, Esq., Superintendent, Archaeologiqal. Suryey; Maﬁras, to the

No. 187, -
With referenct to paragraph 3 of G.O., No. 624', Public,

Chief Secretary to ‘Government, dated Ban

peﬁods named :(— ht b? destroyed after the

(1) Over ten years.—#ccounts.

; (2) Over tl.lree. years.—Received qﬁd despatched l'e\tte X
- required for future reference, Stationery indé;:;.exce
(3) All the manuseript or proofs of programmes, progre;
‘other reports and volumes' or despatched letter,
published. Jisk

Epigraphist; to the Chief Secretary to °

Courts are destroyed in"

galore, 12th September 1894,

dated 29th August 1894,

pt Bﬁch as may be-

gress, adu'linistration, and
8; after being printed and

et

!
4
b

#

.

. - T have the honour to state that sevén calls
*  « months for the pro

o e o

L e odan Aot e

o " No. 1123, PusLic, 1215 QcrosER 1896. - ¢ 3
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(4) Fort St; George Gazettes when. accumulated for yéars take up soxhe .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 Chief Sécretary to
Government, dated Fort Sf. George, 23rd November.1894, No. 3562. - -

: " In reply. to Mr. Francis’ reference, No. 2257, dated 16th November 1894, on
letter from -the Superintendent, Aroheeological Survey, Madras, submitting a list of

" papers in his office which might be destroyed after the perfod named, I have the

honour* to state that the period proposed for the retention of accounts appears to be
sufficient. ;

Ffom OMICHIE SMITH, Esq., B.Sc.; Officiating Government Astronomer, to the
Chief Secretary to Government, dated Madras, 13th September 1894; No.-156.

_ With reference to G.O., No. 624, Public, dated 29th August 1894, I have the
honour to state that in this office, as a general rule; the mranuscripts of all papers that
have been printed are destroyed as soon as it seems probable that no question inyolving
o reference 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. . : SRI T 57 :
9. The question of records, apart from those of observations and reductions, is in
‘this office a very simple one and mo gpecial regulations seem to be necessary. -

From M.R.Ry. S. MAN GESHA ROW, Avai'gal,-(}?,na.pese Translator to Govern-
ment, to the*Chief Secretary to Government, dated Madras, 13th September

1894, No. 61.

With reference to patagraph 8 of G.0., No. 624, Public, dated 29th Aagust 1894,
T have the honour to report that the following records in this office may be disposed
of as shown opposite each item :— « - % ' by

Originals of newspaper reports in manuscript
‘Mysore Government orders above one year old
Originals of translations in manuseript
Newspapers, one year old : T e
Mysore Government Gazettes, one year old

South Canara District Gazettes,.one yearold * - .

. } To be destroyed.
** | To be sold as waste
s paper.

——

trom Lieut-Colonel, 7. G. PROUDFOOT, ‘Offciating Paymaster, Carnatic
Stipends, to the Chief Secretary to Government, dated Chepauk, 13th
- September 1894, No. 491, " - : 3] 4

With reference. to paragraph 3 of G.O., No. 624, Public, dated 29th August -
1894, I have the honour to state that the original reports and returns submitted
to Government by this office and which are subsequéntly printed and communi-
cated to this office could not be destrpyed, as the originals are-not filed in bundles but

*sted in file books.® But many unimportant petitions Which are finally disposed of
. oould be easily destroyed after a presc'nbed-lnterval of, say, six months. In some

. cases even . these documents may be ‘required by the civil and criminal courts for

“reference. o A

.

feut.-Col lv 3. .- PROUDFOOT, Officiating Paymaster, Carnatic
.Fromstilrjéz\az : t(:) O?;ﬁe. Chief Secretary to Government, dated Chepaunk, 22nd
November 1894, No. 593. : 55 P g 4
. 9277, Public, dated 19th November 1894,
have been received during the past twelve
duetion of petitions, &c., in-Courts of law. .

-In reply to your memorandum No.
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From A. E..CASTLESTUART STUA

Arcot, to the Chief Secr.
1894, No. 532. :

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

honour to re
routine miscellaneous papers may,

v No. 1123, PUBLm, 12rH OcroBer 1896.

port that records relating to ser

‘dated tﬁe 29th ultimo,' I have the
vice of process, extradition and other

I think, be periodically destroyed.

Note in Judicial Department.

Thqre is no heces:iity to retain the i)apers referred to for an indefinite period.

* From M.R‘.Ry. S. RUNGIAH CHETTY., A‘vargal, B.A., Telugu Translator to.

(Signed) A. BUTTERWORTH,

* Under Secy. to Govt.

* Government, to the Chief Secretary to Government, dated Madras, 17th

September 1894, No. 82.

 With reference to G.0., No. 624, Public, dated 29th August 1894; F have the

honour to report that—

(i) the Telugu newspapers of more than two years’ standing; .,
(1) the originals in MS. of fortnightly reports on néwspapers (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, &e.,

may with, great advantage be destroyed.

-

From Rao Bahadur S. S‘ESHAYYA; Avargal, B.A., Tamil Translator to Govern-
ment, to the Chief Secretary to Government, dated Madras, 17th September

1894, No. 214. -

‘With reference to (.0., No. 624, Public, dated 29th August 1894, T have the

honour to state that I allow in this office«no
Government ordet under reply, and that I allow

beskept in this office as they ar
the half-yearly examinations at
service appear. ‘

papers of the kind referred to in the
some of. the old Tamil newspapers to

e likely to be of use to me in preparing arzis, &c., for
which officers from various departments of ‘the public

o

From the Rev. 8. MORLEY, wm.a., .Bishop’s Chaplain, to the Chief Secreta

: ry
to ‘Government, dated Ootacamund, 20th September 1894, No. 1343, % -

. In reply te G.O., No. 624, Public, dated 29tH August 1894, I have the hon
. by desire of the Right Reverend the Bishop, to say that the half-
returns of sacred offices which are properly records of personal
after twenty years, the usual term of-a Chaplain’s service.
The Bishop does- not propose to destro
personal, but refer to the state of each chaplaincy.

our,
yearly Chaplaing’
work may be destroyed

-

y the triennial returns which are not

From Lieut.-General H. McLEOD, R.A., Her Britannic Majesty’s Consular
- Agent, Pondicherry and Karikal, to the Chief Secretary to Government
dated Pondicherry, 20th September 1894, No. 141. : &

With reference to paragraiph’ 3 of G.O.,, No. 624, Public, dated 29th August
1894, I'have the honour fo report that the originals of reports ;

‘ ‘and returns which are .
subsequently printed and communicated by Government n :

Unimportant petitions could be destroyed after an interval

Correspondence regarding.the serviceé of processes - and applica.
tions for countersignature of shooting licenses and other si Pp -

their final disposal.

eed mot be preserved,
of one year succeeding

milar papers of routine * ’

e S PR

RT, Esq., Acting Special Agent, South
etary to Government, dated Cuddalore, 14th September

: ' & ‘ ] . . . .
| | , : > ; . ‘
i ‘ = S . . .
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: * Poli Kly Circulars for'the last three years.
et likems:e;ll)e d%s;:é) ySe"c(.i. Gg)ggge (;Zsst_teg, except those portions of t{1emf
St s Ii{resg ;s a‘ érfnanent record, may be periodically destrqyed‘ and the ﬁf eo
orderqd t? b%{ epttes a.IiIc)l « Journal Officiel ” may be destrpyed'after an.1pterva}. ob one .
5 DlStnCth ﬁ'z'(a)ublication the general and important notifications and eu*:ulaas e:::)% .
Zelggna?f: ;ng pi’eserved ¢or reference. The spare copies of Government orders

: quuired for use may ‘also be destroyed. :

*
. L * g 2 Sl

: i i t of Stationery, Madras, to..the
RNER, Esq., Acting Superintenden Statl :
Fror-nCt]E:i'efT gecretar}: to (%r(,)vernment, dated 21stSeptembex'1894,-No. 1631.

T ' ' rd hi i i he records of the Stationery
' to forward herewith a list of t atio
¥ Jiil eIsl?:ﬁnth?vlizn%Z;erz are to be retained and what to be ggzirtgﬁdﬁ%inlog;zally
. '«:s girected ilig paragraph 3 of the G.0O., No, 624, Public, Qated } .g 4.

. x i —_
- .

ENCLOSURE.
' . : in > be retained and what to be
; i ffice showing what papers to be re : :
- Last of records of the Sta,thne?y o oA p%riodically. | |
: S To be To be
Desoription of records. s 34 mo; ey
* All Nil.
1. Almanacs Qe .. .- - % = "
2. Army lists \ el RS e o e g "
: tt f . . . .e " I s
i g&zfdizsg Orders of His Excellency.the Com e %
. der-in-Chief Ty NS s N
5. G::l?;afl(.)rders of His Excellency the Governor :
- b in Colinci}-‘ d . recei.v-ed . wia 118 :.:. :: g .;’ -

ernment orders g :
Y ‘? gggeipt registers (correspondenoe). a3 :: :,

'8 Despatch registers ( ~ do- ) .- TP mid? 11 " g5
9. File of despatch letters .. .. <4 ; o
10. Office copies_of contingent bills % e ¥ o
11. Contingent vouchers: 5 * :: o
12. Contingent registers .. .- - - - »
=13 Acqui’ctan:;:it rolls s s e & ’ "

' bstraets .. % et o 2 2 ,‘

ig %2?1’#2 :tatements sent to Accountant-General. el A ::

4 . 16. Ledgers .. e IR s :: "L
T e ey *7 For 5'yoars Tho'rest -
19. Bank receipts .. t i o R R B |

h account current .. - .o oo als s L

%2 g’tiasteraxfents of service books sold by Collectors. s, :

992. Stock books ..o .. i £ .e :: &

23. Receipt regitters (stores) . = .- - . . o

24. Tssue registers (stores) .. s ¥ w . ,,’ 2

25. Indents .. e o . e - g r

96. Indents for rubber stamps o et .- :: ”

27. Invoices .. S YT 5 e »

28. Ordinary letters received ¢ & i i st

29. Tonnage statements .. i's - ; - 5

32. gonll;a%?;:):gll:: b e " . For 8 years The rest

o ato er - . " M . .’

32. Tnvoice registers kept by packers e s ,: ,: ;
y joe letters .. T v e T3 ok - :

gi 'ﬁggrlliwledgment Yor printed forms = Forﬂ]}izear ;

35. Bstimates from officers® = .. e .
. 86. Duplicate copies of mdet:t .o » + :, ;

37. Stock-taking statements * R A :

f/ : : » Discontinued. A
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. From Surgeon-Maj ‘
- v jor-General:(, SIB
_ 32; dGé)vemment of Madras ﬁoBtjl}g%R?E
Sl nd September 1894, No, Tour 2~11h .
With re -

efere .
the honour to mllltc:gitto G.0, No. 624, Publie,

of recor dS 5 ! the fO].lOWin >
: in this office :—— & Proposals Pegardmg the periodical destruction

» BR.C.P.I, Surgeon-General with

(1) ALl opg, i
1880 may he q mary routine P.M.Gs
old should be ergoes but important Qociaton. her _correspondence dated prior to

carefully preserved.

(2)

office pri afts of all : :
. PROT 30 1880 may be destrg;zame and unimportant eemmunicati ' from this -
. oyed., - . ons from T

(6)

0 ;
destroyed flice registers and indices

twenty. years and the <. O-0-6

o IR nd ‘the 1d » *U.Gs,, G-O.C j s

im Sad cthe old. 0.C.Cs.

portant uetificationg o Or‘(’f:iz destroyed, s gmge:f &., may be preserved for
(8) India Gazettes gp are published, oourse those in which any

A (9) Old Ar y Li 8, obsole & re ay
: m‘ :L.IStS, Almana
tions or .rep.orts Qf anthpity which a,l‘e n(}t tlik ly
: ! ely to be of use h A
A ereafter I

fs ks, &e, S
* Secy Ot*and the regt hyppt in’ta}? may bé safely spld to'a contractor
recorg.s ?Y?ry fifth year the 8 | ' N S ; fhe Sm‘geop-Géneral_or
would nostui)c: Soonmulated) ang ur%eon-‘Geneml should eare ' \
4. ‘In th'l'lee-d ed for future uzz er the destruction of eﬁlamme 1? oth old and X%,
, s 18 office r R ose which in his opinion
my pr 8 .eCOI‘ds e . o L p
ol Qg g, (g ot gt -
important fror; ely necessary t, € approved, a smal] tgulaﬂY)' from 1786. Should
GStablishme;:m lnimportant pap‘;any them out, espeeia]?mpomry extra_establishmen®
5.1 A0t Very well cope wirr: 3, ooPONsible {las the work of separating
: - Tequest therefor, Pe with it ..-.¢ and laborious, 4nd the present

period wi can b S
wxll‘ ouly be Bs. 93. efull Y separated, The tfor three months during which-

i
-

From E, TURNER . Fpie
. - B, B R : ' :
to VQOVernm em:’ g:%e:iAetmg' Protector of Emi

 As called for iy Madras, 97nd Beptember 1894 o,y oLief Seoretary

to.submit a ligt O’ No.

showing in ge 034, B ublic, dated th
1l $ e

-destroyed in this dare s i : - -
siroyed i this department What Tecords Shoﬂ(fiigt; ;11_21;1_102 I h}!:ve the honour-
: Wik i - : o opinion be periodically -

.
e R »
.
:

Secretary to Government, dated

dated the 29th August 1894, T have .

gulation books gud gther pubUC®”

0 his discretio, .a ok required for future reference

.
P - S e o e a e e

‘No. 1128, Pusric, 1218 OCTOBER 1896. s
ENCLOSURE.

cords should be periodically destroyed in this department.

- List shdwing'in detail what re

The period
i after .which
Nature of records. the records Remarks.
may be .
destroyed. )
Return of sickness in dep6t (Form No. 13). .. .o| 8 years.. |) e .
Certificate of medical éxamination of emigrants (Form| - Do. | V‘;iatNigil 21121& i;'ﬂ}g:mnz&
No. 22). - ’ . b ‘
* Surgeon Superintendent’s journal (Form No. 47) ..| Do %gggr Act XXI of
- Return of cholera cases (Form No. 51) ; el L5: ) ’
> depdt arrival report (Form No. 15) sl Y AT - )
£ report of removal of sick emigrants (Form| “Do.
No. 16). ,
5 report of emigrants in outside hospital (Form|  Do.
No. 17).

> report-of casualties in dep6t (Form No. 18), Do. 4 vt
Master’s dpplication for first inspecItion( (Form No. 26).] Do. . st Eo. Qliu(ii thf -
Certificate of Surgeon Superintendent’s .examination of|  Do. . »gra(.llon Act esXXramed
stores shipped (Form No. 27): : % 1113831‘ = T of
Qertificate of supply of drinking water (Form No. 30). e I Lt
; of shipment of stores for native crew (Formi}  Do.

No. 33). .

”

- of medical inspection of cfew (Korm No. 45).] Do. , P
Final certificate (Form No. 42) .. 44 Bk SEl L ) "
Copies of agreeménts” .. .o .o R s R Y J
Stationery indents bt S . .| 8 years.
Unimportant routine correspondence b .| & years.
Periodical returns and statements o s .. .| 8 years. _ : .
Petitions from parties for permission to search for their| 1 year.
relatives.” : '

Manuseript copy of the administration report and state-
ments—After they have been grinted and communi-

ca_ted.

.07, Mis. No. 1911 L., dated 27th Sepfember 1894,

o to G.0., No. 624, Public, dated 20th August.1894,
al Department. for the destruction of records with the

_Asstract.—Forwarding, with reference
copy of the rules of the Local and Munieip
remark that they have been found i practice to work well.
' * ENCLOSURE. -
the Local and Municipal Department of the Chief *
Secretariat. A o e

Rurs for-the destruction of records in

1. Papers regarding allotments and transfers of funds will be destroyed as soon as the
reports of the years to which the allotments and transfers relate have been disposed of.

9. Papers regarding the app :
Boards ang Munifipal Councils will be destroyed after the expiry .of-the term of their office, i.e.,

after three years from the date of their appointment. ST o ;
" 3. Papers regarding the resignation of the members of Liocal Boards and Municipal Councils

mu be destroyed after two years from. the date of the orders accepting the r_esignatio?. '
ts and statements, printed in the Goverrment orders

.+ 44 The originals of all letters, Teports,
reviewing the bgdgets or annual reports, will be destroyed after the budgets or reports of the

following two years have been disposed of.
5. The originals of all audit reports, sanita
which are printed in *the Governmenit orders disp

from the date of the Government orders, 7= Han
- 6. Only six spare copies of thp «Government orders reviewing the budgets, annual reports

* and the inspection reports of t
retained in the office after the ne

ary inspection reports and general subject letters,
osing of them will be destroyed after one year

xt budget or report has been revi9w9d, .

i R

ointment, by nomination or election, of members of Local .

he Aocomtant-(}eneral and the Sanitary Commissioner need be
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- available for, carrying on a continual process of destruction,
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" 7. Only 12 spare copies of t.' AT *
years from th_e date of thI; G Ooye:nlx;f:n(t},z:gzl::_mnt orders nee

8. Only two spare copi y
pies of the Gov ' AR
the office after one year from the date ofe:ﬁ;n ax;tvg:ggesnzfoﬁﬁx;departments L

9. All “lodged ”” papors wi

il odged *’ papers will e destroyed after one year from the date of lodei
PR it ¢ monthly statements of receipts and charges f . o

% e stpplemental acconnt for March, will be de

for the year to which
e ey s yearb.e' ﬁhey relate, and th.e 8

stroyed after receipt of his final stat ts
upplemental accounts for March will be r:ta.izgtlierflor

12. Papers totall Pekee ;
intiallod by b 3 destroyed will be so marked in the disposal lists by the Head Clerk and

J. F. PRICE,
Chief Secretary.

29th May 1892. . -

.From J. D. REES, qu.,
ment, to the Chief
1894, No. 60.

 With ref o :
I ha orence to paragraph 8 of @.0., No, 624, Public, dated 29th August 1894,

ve the honour to state that i int
may be destroyed in April evzryu;el:z ZF gt o e e
Government thereon. . : \

C.LE., Persian and Hindustani Translator to Govern-

From M.E.Ry. ) il e
y- M. KRISHNAN, Avargal, p.a., Acting Malayalam Translator

to Government :
October 1 89?11: N t(: _ltSZ.Chlef Secretary to Government, dated -E:gfnore, 3rd

In rof It ' ‘
honour i:r: r(::;;lr(?ﬂ::t gu? ' }lvo' 624, Public, dated 29th August 1894, T have the
below:— SHOVING gRpox ds, one year old, may be disposed of as stated
: R %o be disiroyed. - e
((%)) %alayala:m newspapers, . - :

o R anuseript copies of : g SN
5 neWSpgpgl?g‘I,nes of both the fortnightly and annual reports on Malayalam

(3) Manuscript copies and 2 o

(4) Epglis,h translations ofPrOOfs of Malayalam translations.

: ¥ = 6Malayalam pefitions.
. . 0 e ld i . '
(5) The Malabar District Gz sgtteas s A

From A. G. CARDEW, Es
Chief Secretary to Gooy?
“No. goo1. Y o 9¢

ﬁ.A’, CS8., Inspector-General of Pri , .
sons, to the
ernment, dated Qotacamund, 18th "October 1894,

i .

. 2. As regards this office, there is no doub ons
Sy . e : t > o 4 . T &
which coukd be_poriodicaly dostroyed with advanfago. ~Tn aner e o, oC0rS
§ to be done, 1t 1s, in my opinion, essential that the rules shall ber’ however, to enable
-and that there shall be no necessity for any prefence of scrutiny h:fz: simple as possibley

this office, where work has increased a good deal of late years, there i: ‘ifﬂt;tggion. e
: 0 establishment

and the only practicable

ges furnished by ther Accountant-General,

Secré‘tary to” Government, ‘dated Chepauk, 3rd- October 2

ter the submission of the annual report to -

d be retained in the office after two

s By

-charges, cancelled vouchers, objection statements,
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lan is to mark out ciearly certain elasses of bulky records which become useless after
a certain period and déstroy 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. Tt is, therefore, undesirable to attempt to lay down any complicated or subtle
distinctions between correspondence on differenttopics, or to divide papers for destruc-
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, I would submit that simplicity is the best guarantee
that the rules will be carried out. Some of the papers included in the list for destruc-
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—CLVILL pages CLX—CLXI and pages CLXVI—CLXXIJ,
Appendix III to Jail Code) and correspondence connected therewith, except annual lists of estab-
lishment and civil stores (page CLIV, Appendix I1I to Jail Code) and returns of sickness and
mortality- -

(2) All copies of minor abstrac
moneys remitted to treasury, progr

ts, batta statements, diet and stock statements, statements of
ess reports of manufactures, quarterly statements of sub-jail
and correspondence connected therewith (pages
CIV——CV, CIX—CXIV, CXIX—OXXII, of Appendix III to Jail Code). .

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

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

(5) 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 despatch and arrival of convicts transferred, vaccination

returns.

Referred to the Judicial Department, for favour of remarks.

(Signed) J. F. PRICE,

Forr S1. GEORGE,
Chaef Secretary.

162k November 1894,

No. 2408.

Returned, with the remark that, from the point of view of the J udicialFDepa.rt-
ment, the In§pector- General’s proposals appear unobjectionable.

(Signed) A. BUTTERWORTH,

8rd December 1894. Under Secy. to Govt.

e .

From the Hon’ble 8. SRINIVASA RAGHAVAIYANGAR, c.k, Diwan
Bahadur, Tnspector-General of Registration, Madras, to the Chief Secretary
to Government, dated Courtallam, 19th October 1894, T. No. 5744.

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

honour to report as follows. ‘
3
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2. In the officed of Registrars and Sub-Registrars, records nof worth being preserved
permanently are destroyed neriodically under the instructions contained in section 85
of the Registration Act, in rule 55 of the Registration Rules framed under section 69,

in Circular Order No. 11 of 1874 printed at page 119 of the Registration Manual, and
in Circular No. 25 of 1892 (copy enclosed).

3. In my office the records specified below are destroyed after the expiration of
the period noted against them :—

(1) Copies of A, B and C returns*® received monthly from")
District Registrars. :

(2) Returns + M, N, O, P, Q-and R received monthly from Fg viate
District Registrars. :

(3) Applications for appointments. J

(4) Copies of list of papers sent to the tour office. : A

(5) Answer papers given by probationary Sub-Registrars in »1 year.

the departmental examinations held from time to time. J

4. T propose to include the following also among the papers to be des;troyed
periodically :-— j
(1) Returns of wills and appeals disposed of by registering’)
officers. At the end of
(2) All papers which are simply ¢ lodged ” and on which no 3 years.
formal orders are passed.
3) Returns showing the arrears of work in each registration
; office and the monthly statements of registragions and\ i I
collections. f A

ENCLOSURE.
Circular No. 25,

There is reason to believe that in the selection of records for destruction no uniform prin-
ciple is at present observed in several registration offices, that records once ordered to be preserved
are again recommended for destruction. The following supplementary instructions are ‘accord-
ingly issued for the guidance of registering officers.

1. The following records shall be preserved permanently for the present :—

{a) Annual M-R returns.

(b) Salary and commission bills and leave statements.

(¢) Letters sent and received except those which are purely routine in their character

(d) Applications for searches and copies. j e

(e) Acquittance roll. 3

(f) All notices issued to parties.

(9) Petitions protesting against registration of documents, &e., and endorsements given
the petitions. o

(#) Commission orders and the papers connected with the execution thereof.

(¢) Old lists of villages, of records and furniture.

(7) Register of contingent charges. '

(k) File of applications for registration of land transfers.

(7) Copies of certificates of encumbrance.

(m) O1d registers of sales of lands.

(n) Leave applications. .

(0) Proceedings of the Inspector-Greneral, printed and manuscript.

2. Two lists shall be prepared,' one showing the document .
proposed for destruction. % nts and the other the records

3. The list of documents shall be prepared with reference to the instructions given in

C. No. 11 of 1874.f In the column of remarks
>

1 Page 119 of the Registration Manual. it should invariably be stated whether all* the

complied with or not.

4. The lists of records received from Sub-Registrars shoul eh g s
Registrar’s office and a consolidated list prepared aﬁmﬁ1 submi:te(:i t% tll)li %f:fﬂzreéammed in the
such records as, in the Registrar’s opinion, may be destroyed under the rules and. :; ity
The list of documents received from Sub-Registrars should also be similarly dealt :vitfs R

* For specimen form, vide pages 258 to 268 of the Registration M
: .
+ For specimen form, vide pages 270 to 281 of the Registmti:: Mai::ﬁ?.

requirements of registration rule 19 have been :

e A oINS S P NSNS O

No. 1123, Pusuic, 12ra Octoser 1896. 3

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. 3

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

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-Greneral not lat_er than the 1st March each-
year so as to admit of his orders being communicated to the Sub-Registrars in time.

S. SRINIVASA RAGHAVAIYANGAR,

(OOTACAMUND, Signed)
R 4 (Sig Inspector-General of Registration.

29¢h September 1892.
To all Registering Officers.

—e

From H. B. GRIGG, Esq., c.LE., 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
Periodieally destroyed. As will be seen from the lists they relate to papers in the
‘Account, Treasury and Greneral Correspondence branches of the office. In regard to
the ‘papers of the two formier branches, I would suggest that the opinion of the
Accountant-General be invited before final orders are passed. .

ENCLOSURE.
List 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 .. o i 54 i .e e s s
3. Accountant’s daily balance sheets oo - &y s a1ty
4. Payment orders to treasury .. o ole S o R L |
5. Daily ledger abstracts of receipts and charges N % i,
6. Copies of travelling bills o s, 3 e s b0 : 5
7. Detail minor bills of Saderward and contingencies .. ik Fs. 2
8 Deposit registers, Revenue, Civil Court and Criminal Court and re-

payment register 15

9. Stamp accounts (Postage, Telegraph, General and Court-fee monthly
accounts except annual accounts) : b e X

10. Government promissory note registers . . it - R e e

11. Government interest receipt, old files .. may be destroyed.

12. Stock note accounts of all sorts . . not to be destroyed.

13. Currency note returns . s s Sai Al 352 cirhhh

14. 01d Savings Bank accounts and pass books (except ledgers) .. may be destroyed.

15. Money order accounts .. o 44 e e <5 do.

16. 01d advices of bills, &e. . . i3 e s fi E By |12

17. Counterfoils of receipts .. s i 1 A v 3500

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.

20. All unimportant correspondence such as letters from pensioners, requi-

sitions for hundies, &e. 4 A e 1 3
Treasury Department.

1. Treasurer’s daily balance sheet. . 3% e b 29 R

9. Stamp accounts (store and sale) A% v Lt 4 5

3. Indents for stamps e . ve e ey

4. Registers of examination fees .. .o & e by o

5. Shroff’s rough chitta .. AL .o ¥d A 5 * ks
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General Correspondence Department.

Years.
1. Correspondence relating to the service of summonses & 2
2. Repqrts of vessels e e 5 o o4 ' 2 2
3. Vaccination returns and diaries of the Inspector of Vaccination . . 2
4. Corg'qspondence relating to the grant of opium permits oL 5 2
5. Petitions of an ordinary nature which generally ends with g reply it
6. Statements of pepper exported and tobacco imported e 2
7. License granted to Europeans for importation of arms, &e., in small
quantities by the British authorities for personal use and corre-
spondence relating to the grant of licenses for importing arms and
ammunition for sale . , .o i .o N s # 2
8. Correspondence relating to forwarding of * books, &e., to the Diwan’t;
&e., for perusal and return . . i3 A s i . ’ 2
9. Correspondence relating to forwarding of rainfall returns . . e 2
10. Postal notices and other correspondence relating to the Resident’s
tours ., o vie .o V% oo oo o i
11. Applitcati?&ns for certification of documents for examination certifi-
cates, &e. o o e i o o ‘3 b
12. Abstract of letters addressed by the Chief Engineer to the Diwan of y
Travancore ., o i s i .. ots e e D
13. Civil Court returns from the Diwans . . 0 e o AR
14. Correspondence relating to the obtaining of the Resident’s permis-
sion to Cochin Department of Public Works estimates | . Ve
15. Correspondence relating to the publication of notices in Gazettes .. 2

16. Extradition cases of an ordinary nature - o #

» + 2 years after cor-
respondence in
the case is com-
pleted. There
may be refer-
ences in extra-
dition cases.

17. Old Tinnevelly, Coimbatore and Malabar Gazettes .. .o I

18. Old superseded Acts . o ¥4 ik

19. And all other miscellaneous correspondence of a vér.y unimportant
character which do not go into the disposal register and index ..

(o]

From T. W. RAWLINS, Esq., Accountant-General, to the Chief Secretary to
Government, dated Fort St. George, 14th November 1894, No. 3453, :

In reply to Mr. Davidson’s reference No. 2090, dated 29th October 1894, on
letter from the Resident in Travancore and Cochin, submitting lists of papers in his
Oﬂii?el IWhlch might, in his opinion, be periodically destroyed, I have the honour to state
as follows.

2. 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
respectively, and in the list headed “Treasury Department’ the number against
items 1 and 5 should be altered to 15 and 5 years respectively to correspond with the
periods fixed for the retention of similar records in Collectors’ treasuries. As regards
items 14 and 15 in the former list, the Comptroller-General has intimated that there
1s no necessity for keeping the records any longer. Ttems 12 and 19 should not be
destroyed.

3. The periods

proposed for the retention of all the other returns in both lists
seem to be sufficient

From J. THOMSON, Esq.,

Acting Collector and Government Agent of Tanjore;
to the Chief Secretary

to Government, dated 30th October 1894, No, 126.
* With reference to G.()

: -y No. 624, Public, dated 29th August last, I have the
honour to submit herewith a list of records to be retained and destroyed in the
Government Agent’s office,

2. The Government Agent’s
printed and communicated t

sary to separate the origina
being destroyed.

reports to Government, which are
0 him, will be only very few in a year and it
Is from the bundles of cor

subsequently

1s not neces-
respondence for the purpose of

£

]
¢
v
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ENCLOSURE.

8

e | i : _
B : ed. |
Major Head. ! To be retain ! ;

: ol Vo B st A SantiEy

To be destroyed.
Ry CEE L S

e e

‘ " . After
| years.
‘ ST
| 1. Fort Bt. George Gazettes gk
Sl vl BosioRemls i 2. Tanjore District Gazettos' ¥ .

i and
“« 1. Pay abstracts with leave statemcjt.m! A

e :‘ Papers relating to revision. F ; April lish

i e .. 5
Establishments 9. List of appointments i
: . | 3. Suspensions and dismissals oo g
| 4. Landed property statem'enta - i5e : 5
| | 5, Travelling allowagce bills o 5
‘ | 6. i ondence - o .
‘( ‘ (-i, ﬁtz?eogg:}:\ged 55 years and upwaxds .. 2
| i ing to the . Fosris o
| is or orders relating
Inams e A .| P;x;i:tn:i: land by the late Rajas of \‘
Tanjore.
ini ini f the
ini ‘ re containing legal opinions o .
Legal Oplimons ‘ P;%evocam-Ganeral- ; : Salats and Life cartifioites. .= ; 10
ales dence relating. to | Receipts, report, ;9' :e S gy
2 .. | Orders and correspon Qlil:o the descen- | Routine corresponden cogta'ming signam e
Pensions .. e the grant of pensions e Specimen feceipt forms g s fromm s
dants of the late Raja of Tanjore. . | Blo penmon:s 'Obtt:‘:pO na?onm"s ot 1 F
i ] § " in
. | Pension abstracts. jon or gratoity  ® its to nso}t: tq ks yA YAt iy |
| Applications for pensio | Tanjore at A
and orders thereon. s ;
| ected with the grant of | A
.P;ggﬁo,f?ﬁ_, to the Kandiyan fami- . : :
{‘ lies. ) ? & ; - :
- | ,
| Al of importance. ‘ : b
= apandi 3 W 13505, | Papers connected with the annual repairs to th 15
1 ks | ; : Tanjore Palace buildings s kx <2
?qmw o ! 1. General registers - W B 1y 50
' Racord indexhs, d preser- |.2. Orders and correspondence about the produc ¢
gom Rales relating to custody and P tion of records s is e A :
b 3. Register of search fees .. &¥ o
. 4 :
g . i t | 1. Indents and accounts ., Py > . :
Stationery and Btores .. | 1. Orders Eegnlr d(;ig pﬁ‘,‘:,hﬁ:gc‘;;‘ﬁgtﬁe 2. Routine correspondenoe. ve by d
o o8 0
:?‘r:.missi?m of returns of stores. o |
2. Orders relating to distribution
stationery. ! . : ;
I] 1. Judgments and final orders of | 1. Papers other than judgments .. .. Ee
i o | 1o du
asts = T l courts. X h -
{ Register of P. P.Os. WY s
Budget statement and correspondence 4
. e o Account particulars of contingent charges
Daily cash account.
: ‘ 3 ' ’ Permanent advanoce aot;ouﬁmta. %
Registers of contingent charges .. o RyE YT
l Azlgmowledgment o%ePermnent Advance Fund. 1
l
‘ 1. Office copies of Birkele’s notes to Government %
Aperiog. S0 = 5 e i ds
e 9 2. 'Sergioe' registers of dismissed officers after
- dismissal order is passed and then if no ap- 3
has been filed .. . .. RS
3. Repsglrt on verification of service registers .. 2
. 4. Miscellaneous petitions “‘?,‘ as applications !
¥ for copies, appointments, &c. - B
§ v 5. St:temé)nt of persons thrown out of Govern- !
ment employ ., .. 5 s :
6. Statement of unserviceable fnrmt:nr'e 4
2 : | 7. Indents, for office furniture, peons’ belts an :
badges .. ore 5 oo
8. Eatimgates for binding books .. 3 1

4

e
~

L T

g etiha o =it ey,
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From T. W. RAWLINS, Esq., Accountant-General, to the Chief Secretary to
Government, dated Fort- St. George, 29th November 1894, No. 3596.

In reply to Mr. Francis’ endorsement, No. 2292, dated 20th- November 1894,
forwarding for remarks in regard to the items under ¢ Treasury” letter from the
Acting Collector and Government Agent, Tanjore, submitting a list of records to be
retained and destroyed ‘in his office, I have the honour to state that, as in the case of
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..

-

ber 1894, Nos. 1092—350-G. and.'1092—411-6‘r.

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

ments sanctioned in 6.0., No. 614, dated 16th July 1889; have worked satisfactorily and require
no modification. , :

b . ——ee

G.0., No. 614, Piblic, dated 16th July 1889.
" . AssTRACT.—Approving the Presidency Port Officer’s lists of the records in his and in the

Port offices to be retained and to be periodically destroyed, subject to the proviso, in the case of
- the latter, that any papers discovered in the examination prior to destruction that are likely to be.

_ of interest or will be required for future reference shall be preserved.

—

From C.' F. MacCARTIE, ‘Esq., 1.C.8., Private Secretary to the Right Honorable
the Governor, to the Chief Secretary to Government, dated Guindy, 22nd

December 1894, No. 86.

In reply to your official memorandum, dated 19th instant, I have the honour to
state that 1 did not réply to G.O., No. 624, Public, dated 29th August 1894, because
it did not appear to apply to this office where very few records of a permanent nature
are preserved, all official representations, petitions and memorials being passed on to
the departments concerned. ' '

Copies of demi-official correspondence carried on by His Excellency the Governor

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 recording
more ephemeral matter are destroyed from time to time, no fixed rule being observed.

1 append lists of records which are permanently retained and periodically destroyed,
and as regards the account portion of them I shall be quite prepared to adopt any
modifications or improvements which may result from the Government Order in

question.

: ENCLOSURES.
. X 3 A.

. List of Records periodically destroyed.
Rough despatch and receipt registers. ' ’
Copies of travelling allowance bills. -
Attendance registers. :

Copies. of telégrams.
Demi-official correspondence.

el ol R

Letters from the Presidency Port-Officer, dated 13th September and 29th Novem-

Ry TR

SRR
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e

B.

List of Records permanently retained.

1. Receipt and expenditure of service stamps.
Acts in force. . ; '

Orders of Government relating to offices of the Private and Military Secretaries,
Government houses, furniture, the eontract allowance, &e.

. Cash accounts, vouchers and receipts.

Pay abstracts and acquittance rolls of office establishment of the Private Secretary:
Circulars from the Accountant-General.

Cireulars from the Controller of Military Accounts. _

G‘rovernmen't Orders, &c., relating to His Excellency the Governor’s Band.
Government Orders,-&e., regarding His-Excellency the Governor’s Body Guard.

oR. 0

o

R

From J. ANDREW, Esq., Political Agent for Pudukkéttai, to the Chief Secretary
to Government, dated Trichinopoly, 10th January 1895, No. 186-0.—35.

With reference to G.0., No. 624, Public, dated 29th August 1894, I have the

« honour to enclose lists A and B showing the different periods for which I think records

should be retained. -

‘9. T have recommended very few sub-divisions in point of time, z.e., I recommend
that papers that need not be permanently retained should be destroyed after either
fifteen or three years. I have thought it as well to recommend only two periods and
not a large number such as is to be.found in the Revenue Department, viz,, 1, 2, 8, 5,
6, 10, 11, 12, 15, 20, 256 and 50, as I think the less complicated the rules are the
botter. For most of them I have fixed a pretty long period, viz., fifteen years, and it
will do no harm if papers of no great importance are retained for that period. 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. At the énd of each all
that will have to be done is to have the papers fifteen years and three years old

~ removed (under proper sanction of course), and their places supplied by the records of

the coming year. There is plenty of .spaces “in ‘the Political. office to hold all the
papers for the periods now recommended without inconvenience.

ENCLOSURES.

A.
Records to be permanently retained. by
. ; Whether g
Subject. permanent or
: destroyable.
1. Acts and regulations b T .l Permanent.
9. Administration reports, annual budgets and correspondence
~ " connected therewith, including reviews s a4 % Do.
3. Books and periodicals (provided that old editions superseded ,
"by new editions may be destroyed when no longer required). Do.
. 4. Correspondence with Government, the Dewan, and members .
of the Tondiman family relating to matters of Political
interest or which are of permanent importénce ISP Do.
5. Government Orders .. S = e g S Do.
6. Irrigation and Boundary disputes between Pudukkdttai and
British Territories tenhats e s s b Do.
7. Pudukkéttai Gazettes Al e i e e e Do.
8. Registers of correspondence and other important registers .. Do.
Season reports .,
9. Statistical ...} Price lists e > 5o o A
Rainfall reports <0l DA ;
10. Registers and returns of births, deaths and marriages = Do.
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should be reserved for reference.
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y _ ' P 4
Records t o2
o be periodically destroyed.
Subject. N
S : Number
Osl'lll'quondence, accounts, ret : Of‘g?en
joots — : ) 111'[.18 relating to the follow; retained.
(@) Agriculture . . inds 4
) Census ’
{0} Ee‘{lesiastic'al { i’
ducation ., 3 I
(¢) Bstablishment o e i ]
(/) Excise T e .o S
‘ (g) Fa'xnine' .. s pyr .'., L ..
Ty () Jails ot y
(1) Judicial N
(/) Legislation . s o 5 ;
') Medical ¥ . &5 pEtale 35 iy
il AR A AT SR S e
(m) Minefals " % 2 i '
(n) Police GEs
(0) Post e i } 15
. gp) gllb!ic Wor};s' ety
7) Registers other than thoss mentioned i item ‘10 of f
iR e 3 e mentioned in item 10 of
o Re' _trahon e A i B b
olibioe e S P =
(£) Stuti%)lne:yendowments ~ b o 3
(“) Stamps v e e .. s =) .‘. ol
(l’)' Sur'vey L 3
E“‘)) %reasury ki
& l'igonometric'al o,
() AlLs cal survey .. ols rr vig
B ) 11 other subjects of a miscellaneous nature . - e
Provided that : : e
R 18 bzno}; of the above papers which the Political Agent
nently or for permanent importance should be retained perma-
T a pericd longer than-fifteen years. -
III- Fort 8t. George Gasettes _ . » 15
. Correspond: g et o e < s
Yat Eﬁ: Hel?:e conne.)cted with processes, extradition of criminals, .
Ry . o i ‘e
2 i nimportant papers and returns such as reminders, &e. . . ;
& - Spare copies of Government orders, the future stenti -
: ) i retent i
_ 15 not considered necessary by the Political Age'e?i 0 .o f e r 3

Provided that i
“ p any papers ma be kept £ 1 )
: g . y ep or a longer perl d t
Ehm‘igtﬁg el:;g::dﬂ']e sEeclal order of the P 01itie§1 Apgen?:, w?l!il::i ‘:)tx)'(()i::i
APEES: g in the-register opposite the entries relating to such

..

From Miss E. ISIS -
. POGSON i
Government of Madras, to F. R. MET. soC., [Meteorological Report .
YI4 \ e
- January 1895, No. 23‘8’ ko Fhe Chief Secfetary to Governmentl,) Od:ttacfolglt:;f

relﬁinder, I have the honour to state tha absolute

. ‘the to state that it i Y necessary that the g ]

records of all scientific observations shouldl btas -mosstl ca1 f otk 2 |
re

reférenc : : \
e, researches, or discussion as may be found Pequis;]ély Iéresgrved for future
S duch papers should

therefore b i

office recorgs.dag)sft(ilizs,r sp:(:nal S 1ot subject to the rul

§ife pintn bbb b}x’t rrespondence and papers not requi ‘:‘iﬂ Ir}ade for ordina

iy sertifints qftee s, it even letters relating to meteorol quired might be destroyed
b6 Bearingitnon Mrrebioas erlyoglqa.l data should be care-

t - - . -
0 aid n f]}ture discussions -

e s w1198, P

pric, 12TH

P

From thé Government
Madras, 4th February 1895, No. 83.

With reference to th
report that, so far as I am aware,
should be destroyed, and it would be q
through all the records of my office an
need hardly say that my office differs ma

ig impossible to say
as a matter which has
c_onne_ct-ion with some other matter.

there are no

i

o G.0., No. 624, Public,

nite impossible
d select what, if any,
terially from other G

that the records of a Solicitor’
long been disposed of sometimes crop

Ocroser 1896, 17

Solicitor, to the Chief Secretary to. Government, dated

dated 20th August 1894, I beg to
Government records in my office which
for me to devote the time to go
might be destroyed. I
overnment offices and 1t
s office will never again be required,
s up again, years after, in

E. BARCLAY,

(Signed)
Government Solicttor.

—r—

From the Commissioner for Gove
Government, dated Madras,

hat the recor

1 have the honour to report t
nst them

" the expiry of the period noted agal

«* (1) Petitions .. .

(2) Candidates’ applications .. s oo ]
(3) Examiners’ mark books .. .o = ;
4) Statements and returns from Primary\
Examination Chairmen.

rnment Examinatioﬁs,
4th February 1895, No.
With reference to paragraph 3 of G.0., No. 624, Public, dated 29th August 1894,

ds speeified below may

|Six months after submission 0

to the Chief Secretary to
283.

be destroyed after
Bix mc;nths after disposal.

Fifteen months after receipt.

f the annual

(5) Financial statements from treasury y '
( report to Government.

officers. :
(6) Reports and other statements from |

Fxaminers and Chief Superintendents. )
* (7) Contingent bills from Chief Superinten-
dents : oo 3
(8) Essays,
dates. ;
(9) Letters and other papers connected imme-
diately with one or other examination
when in progress and of no importance

after the examination s over.

plans and field books from eandi-")

Two years after final ad] ustment.

Three months after the publication of the
results of the examination concerned. |

(Signed) - - D. DUNCAN,

Commissioner.

pum——

From the Hon’ble Mr. D. D
to the Chief Secretary
No. 1638.

With reference to paragraph
1 have the honour to submit a st
offices of the inspecting officers
1 consider, may be periodically destroyed

: ENELOSURE.
OWING RECORDS WHICH MAY BE PERIODICALL
Ix THE OFFICE OF. THE Dirgcror 0F PuBLic INSTRUCTION.

STATEMENT SH

(4)

UNCAN, m.a., D.Sc,
to Government, dated Madras,

3of G.0., No. &
atement specifying t
and in Government

Director of Public Instruction,
13th February 1895,

24, Public, dated 29th August 1894,
he records in my office, in the
colleges and schools which,

.
.
e

.Y DESTROYED,

After an interval of one year.
- -

Annual returs. -
Quarterly returns of unan

swered references from the inspecting officers.
ants from the inspecting officers.

Monthly statement of results gr ]
:th the Teachers’ Certificate examination.

Mark books connected Wi

Avpplications for employment.
.22 th leaving certificates.

Correspondence conneeted wi
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. After an interval of two years.
Copies of grant-in-aid bills.

D and E lists of results schools.

Diaries of inspecting officers.

‘Travelling allowance bills.

District Gazettes excepting portions relating to Educational matters.
Monthly statement of work done by the inspecting officers.
- Monthly return of leave, appointments, dismissals and fines from the inspecting officers.
Half-yearly returns from colleges and schools. )

After an interval of three years.

Consolidated reports on primary and lower secondary schools.

After an interval of five _z/ea.rs.

Tnspection reports of colleges and schools.

(B) Ix THE OFFICES OF THE InsprcTING OFFICERS.

: After an interval of one year.

Annual returns. 20

Quarterly returns of unanswered references.

Monthly statement of results grants. 2
Time-table of training institutions.

After an interval of two years.
D and E lists of results schools.
Diaries of inspecting officers. :
Travelling allowance bills. p

District Gazettes excepting portions relating to Educational matt
Monthly statement of work done. g nal matters.

Monthly return of leave, appointments, dismissals and fines.
C Form applications.
Diaries and report sheets of inspecting schoolmasfers.

Register of salary-grant sch i
S ,tsg;ﬁ. ¥ t:e ools with scale of grants.

Miscellaneous returns and
o accounts. R
ominal rolls and mark and pass lists relating to grant examination.

After an interval of three years.

& . : - -
nsohéated reports on primary and lower secondary schools.

; : After an interval o
Inspection reports on colleges and schools f five years.

-

(C) Ix CorLrcEs aND ScmooLs.

G L After an interval of si. -
Applications from students or their f siz months,

,a.oquittanoe‘ certificate in other thax}) g:?ntien;r ifsmﬁzﬁs o 'lea.ve, promotion; admission and
: Fiee ns.

After an interval of or v

s L e year.

Admission, attendan . ;

Annual returns, o g}.'mnaatm’ corporal punishment, scholarship and .libral'y registers.
L]

Monthly return of attendance of masters

Time-table.
Miscellaneous returns and acconnts

School-fee registers and half-
Bisistets ot ia o

Library registers. periods spent i practising schools : ot
Cartiﬁcatesg]f)f health, ng schools by students under training-
admission.

) N
|, i : ag and conduct gnd acquittance certificates produced by students on
pplications for admission, leave, &c., in' the case of training instituti
3 : 1tutions.

Py S L FE S B Gt A S BRI P

-
4
}
4

Inspection reports.
Watrants, orders 0

Bonds executed by students under training.

3¢
Mwmwwwww“ e
MW‘NM“"
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After an interval of three years.

£ detention and reports from magistrates, &e., of discharged pupils, received
in the Reformatory Sehool. ‘
B Lt After an interval of five years.

R

Endorsement—dated 20th February 1895, No. 847-A.
The following are. forwarded to the Judicial Department for favour of remarks.

{Signed) J. F. PRICE,
Chief Secretary.

——— —

; 1 H. W. H. COX Commissioner of Police, Madras, to the Clrief
Fromse%iz;lrey to Government, d‘thed Madras, 22nd December 1894, No. 146.

i 90th August 1894, I have the
1 sorence to 6.0., No. 624, Public, dated ° gu ;
hono?z'l&l ;lffs:;nyou that tixe instruc’tions laid down 1m Appendix D of the orders of

the Madras Police published by the Inspector-General of Police are observed in the
atter of records of the City Police., | .
& 2. As regards the records of the License _'Department of my office, 1 co(rils:ﬁer g}at
all re .isters of licenses, jssued under th: Indlag Anéli, }?&dﬂ];]:g})ﬁz::f o?ﬁ £ ]?cen;tez
i be treated as permanen records an foils of . :
il;:}llgg \llxlf;.:rn;?; agove Acts be destroyed at the end of the o following that 1n

which they were issued.

r——

From M HAMMICK, Ksq., 1.C.8. Inspector-General of Police, to the Chief

Qecretary to Geovernment, dated Madras, 18th February 1895, No. 870.
- L ;
g i t 1894, I have the

ith 1 to G.0., No. 624 Public, dated 29th August 3
the hﬁlggrriiersil{)c;itoa stat,emer_lt sh;wing the recqrds of my office which may be

periodica]ly destroyed.

et

ENCLOSURE.

S (&] t be e[i()dicall deStIO ed Wlhh Iefel‘ence '30 G.O-, NO. 024, Pu y

_,/:—"’—’J:—'—f’

Remarks.

-

Printed papers- :
Madras Presi-

= " 5
Report on the A dministration of Criminal Justice, :
Bg;;iy'on fhe Administration of Civil Justice, Madras Presi-|

BBOT. & L et sl A o e Napigation . 5

ia;lnfﬁm;gisgglgfn thI; Qea-borne Trade and Navigation 'of 't Il

Modras Presidency- . o yyiri Revenue : )

Repogcon the Admx‘xilzftmtlon gf o Rezrex}ue d d trieté ‘ 0 %

on Orimi . » Flyderabad Assigned Q8

Replt_))r: v Cummaldg.u Stlce’-antral Provinces e %

Do. " do. 'Burma )

Do. i e o T 5

Do do. Punjab P S 3
Do. do. Coorg - N e
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‘ ]‘e(}(}r(ls (9] t() e 0 y destloyed wli,h |'e|ere"(}e un ‘
Sy NO. 624, 'y - 4 | | | |
]] i [ = 0 Bcord dated

gtaailway_bﬂls v
tement of ipts- of " e P on
S e fol:n(;?,Pts .o.t sandals, boots and cumblies
II\)'.eport on state of huts | .
- Department of Public Works b dget 6
ﬁ_udget_estlmates for departmeztaigle:vziﬁm%
B:It;o(:-: Zrl;e(t)lx]npl'et;eiﬁworka (departmental)
the verification of service book
]S;:;ﬁnr;:%g (:lfegl;?sge}:;ger:zt heldfrby un:ovenant;a& officers ..
L;I;g :st-lg.rage hea.fd constablg?&o?m lgave granted to inspectors.
icatio om i
Ié.efldve rgrplists ns r(.)l;ll inspectors p,nd 1st-grade head constables
stimate for requirements of sandals, ' 6 g
Monthly statements of pay axfﬁcllfg:;éz%zts S
Compilation of the above ., ;

Delivery and receipt vouchers

Occasional indents .. e
Tdentification of habituals .. i = ot = o

L. memorauda .. 4 et
II%isth of buildings erected by private individuals
Return of public buildings .. o s
Memoranda from the Accountant-General calling
ons of rejected candidates . .
of escorts supplied
of police officers convicted
of offences on railway lines

NS for detail bills .

Applicati
Statements 3

L8 To be destroyed

after publication
in Police Gazette.

T

Do.
of men wanted

11 e 1 SPLE A
Desom%téve o of K. D’s. list of property, %e., for Police Gazette.

Name of record. i of"’f‘;d ’ o 3 ///’_},T_//
reten- . 3
A * tion, , Remarks. : ] Name of record. of:{tejgm- Remarks.
E Printed papers—cont. . ; . e el ] )
Tudicial Statiat: . YEARS. | ~. '
Crisitinl g T g oy and et S 5
5 enal agd Judicial Statistios, Treland - .., -, ° 70 y
b el Adml.gmtratlon of Civil Justioo'in Coorg .. - *| & A Manuscript papers—cont. Ry
Do, " dg. .of gentm}} Provinces 9 e g A b Ty
Do. : of Punjab - .. .. ial ¢ on dacoities 2 e ies At g 1
Do go. of Burma .. % 9 - . %E’i?fggar;epr%; og: of Superintemlents and Assistants and days 1
Ps i)olice (S){l 3 f'ofl Ouflh 3 Ax g 3 * " gpeut in camp by Deputy Inspectors-Greneml.
._ Do. working }(1? ytl(: 'i‘}(;:,hl’n & Burma,' A . ‘ 2 : List of stations unvisited 2% b L e .y i \'
sz}nqq e vieveen Acanun:s s 1 aGnd Dacoity Department 5 Statement of prisoners escape 4 e 5 .o e
- Statistics of British India for the 3 a(;VPmment of India ! 3 Return of warrants and summonses S -
Departments subordinate to the Ho u I‘;lal. and Adminigtrative 3 Do. of murd.ers,‘cu'lpﬂ»‘_ﬂ? homicides, &ec. .
ﬁnnu:l returns of Civil hospitals and g}:pe:;{l’:rritment' : Btatement showing mtantlmdte k;y Zvomen 5! 1 This 1ntormation
. = e . .
Beprt on Vaiation, Mo Fresonty .11 " 71| 3 oy DL
Do. Medicr:ls fle ()cjl;%ng]ce g G e 1Y, % g S:atl:arrgezt o?pdl.‘acoities’clas‘siﬁ.e.d with reference to property lost . . L7 Police Adminis-
E Do. report on Lgnat’io z‘;;xl'nu:;:nt Lying-in hospital ,, 2 Do. of robberies o > e .o sls % } \ bration, FEROTES:
stablishment 1i e a 3 .- 5 . f house-breakings ‘
ent list of the Chief Secretary to Government . 3 o il %g' gf c:(x)t‘ﬁg t';efts o i
. g y ) 1 th ft LR L
N Homisoriot sapere. , | | Do ST o e the Ams Bt . oo
](;fﬁcers’ travelling bills : s Do. of cognizable cases tried by High and Sessions Courts . %
atta recist : L8 .. .. bk o : Do. of referred cases . . e R s o .
A oot sg-‘:m::egi mspe?tors, head constables and constables. . ig j D?). of attendance of oﬂil(;ers at Sessions { )‘
Petitions from Police ‘0 R S X . e A : o Orimmal statistics (statement A.) .- =t M i3 e
I from private iiéciiié’fi‘i:“ against dismissal, &., and petitions | 10 <+ Statement of grave erime - - TR b ub it i
ndents for stationer " Do. ; AR, Tl i SRS LY U o
T, ¢ y -~ 4 =4 ANk f Police patients 1n hospital oy
Bt?%gnlﬁ‘:? 1 : o iy sef L0 ' ' Bg: gf ogf)elzseg on railway lines 1[
randa’ . . iti :
Annu ' e . e = D s Of dacoltles 4 2
Hos}?iilalrziu;;iln(geiﬁill s ; a% L ¥ : InSPZCtiOD of Hsetised procyss - Yinp 5 d th it }
(}Ogtingent bille 8 K L %oinparai}iﬁ uslifggi;nent of house-breaking an e. : & & .
u et = = . - ." a eurno .-. .. . .. "
Distriot i&ﬁ.ﬁi&‘;’éﬂ“ﬁeﬁﬁﬁmlts of Sessions cases i Reports of grave crme SRS R
Forms L (i) Audit R 3 Reowards . . 1 $3 R Gty
M . AT L s ing statement .. . B &3 ;
emorandum of sums drawn from the treasury . gé:ég;;gn& of receipts and issues of clothing s . . 1
Quarterly return of arms, &e. .= - w3 i : i
. .. . 1
1
1
1
1
1
1
1
L
1
1
1
1

servants thrown out of émplo.y;nent A o be Qesjcroyed after
g submission of con-
solidated statement

= —

Notices p.ublished in Police Gazette

List of Government

%ecial reports of grave crime % .o X - .
eekly re%)rts, Pade Tl -0 2 ’ «
StaggmentF. pekiildel e : % 1 .. o to Accountant-
Do. . of polide officers convicted 5 g . ¥ 1 This  information To be destroyed af
Qtatement of offences against coinage .o 1 Tgub‘:xxi:siggy?)f a'oggf
golidated statement

Do. of murders A

Do. of cattle poisoning Police Adminis-

tration reports.
. to Government. -

=t ek el peed pd 05 CO GO ¢ o w D Ov Ot Ot Ot Ot O O Tt Or Ot ¢
oo oo Ot Or O
(=x]

=
.. » @ . L)

j is embodied in

—
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S
o,

Endorsem
sement—dated
Retransfer ed 5th March
red to th 4 ch 1895 N
e Public Department ;i t’h 0-t469-A.
notes in origi
ginal.

(Signed
gued) A, BUTTERWORTH
Under Secr’etary.

A —ea—

Office-note
from R
Secr - HILL, Esq., Superi
etary to Governm:;ntsqd, tbupermtendent G
, dated Madras. géps ororament Press, to the Chief
ecember 1894 ,N 0
, No. 35644.

In repl
GOVernmeg y tO G'O. NO
56 y V0. 624, Publi
shows the re:(?sS’ SRSy iistubhe’ dated 29th Ay
SISStroyed after ce:t to be reta marked A and B gfu 8511894’ the Superintendent
2 °PiDion aim Period ¢ e Press I% ent,
ltobin th: i;31;1111(ZtA‘3(3<)un15 $ marked against the records. List A

ant-General m. T
1ha - The undersi
Y also be obtained Wi:ﬁ'sll‘ggll:(hsyggests g
rd to the items

—

Ex
. Copies of CLOSURE,
1es of Annual Returns of EstablisthM 4.
ents.

Copies of
4 Ann i
oy ual min
Saint George Ga(z);ttsetﬁments furnished to th
es. e Account
untant-General

. Government Order Files

Invoice Bo
oks of Print;
Permanent Acquittragf;n fg{oaﬁlsd Binding Mate ials
) rials im
ported from
England

« Piece Acquittance Rolls,

SO 0o A0

. Cash Books 2

: %z(;’gﬁrogskZOks 33 5 . .L”t -
Journals . it .. g §e

é‘};la‘;:rzlsez.nent B;ll. Books. 3 4F . .. . ]

COpies g}f)lgsoof Fort Saint Geol'. : oe o oy : : g >To be deﬂtl‘oyed after

Stock Ledgerrr?s%md?nce ge Gazetto Paiigt dat o {15 years,

g iant Day Bo(:)k ublications and L & i . J

'St::l:i‘sggerBo()k % s:. bk .: 4 .. ) To be destroved

- Stationery gﬁifgg Plant, Stores & . ¥ ; } 10 y ears.oy e

; ok Indent Books O b - W5 ”

=
SOX 2D Or s o

-

-
et

. end N
Il%de;: ]:g::)]:; > ah T05be destro)ved after
AT on the Unde years.
ovel'mnem;- .Order.s > in;'rﬁn To be destroyed after
e
8 years,

All Co ¥
U Correspond, fo
. Line Account ﬁggﬁsﬁom Diétortn,

CI[,‘,'I‘_):Sh Abstract Books
B ::}:eryf (:)E::ceipt Files "

; a L R
%‘moil ﬁa Postagg: Accogz;t Blooks
-k eceipt B :

. Subscripti ooks of S TOL
scription Books forAG?;Z’J;;dm'n Law Regar‘t oS
) cttes and G O.C s, &o, o o
0.C.C. 5

r-Ware .. o
arehouseman for Acts, &
’ .

Bain . W g fral
M\_,_y___}

g. .N‘Otlﬁ(.!a-'tlo W . 5
ents for inserting, L he Gasette,
.. Nk g in -the G’azette |>T0 be destr ed aft

L) 2 oy er
e .. 2 Years,

O 20 A b 1 i
i i i i
-9°@VQPIHH

SR

To be destroyed 2
years after the

of 8 ipti
ubseriptions to the Fort g} }
, i e 1 Georé:a ' audit is over.
J

Ll o)

o 0
S o &5’
Q
(<)
=]
15
=]
[¢}]
@
B
(-
=)
@
o2
5'
g
&

=
e :tt: :%f G(Z‘rovemment of Indi
overnment of Mad:as -

To be 4
o estroyed 6
{ months afte{-’ they

From T. W
- W. RAWL
INS’ Esg_,, Ac e :
countant-Generg) oy
a’

nt, dated
) Fort St, George, 26t to th )
» 46th March 1 8959N0h1$f Secretary
y No. 701.

With referen
ce to you
r endorsement, No, 29 dated
; ed the 10th
Janua
ry 1895, on

the office-not
- f th :
L B g T AN
officer tliléxl} erewith retumedgenldeﬁlt’ Gov,emment Y
) € Seems tO be no Oi)ject?ve the honour t;‘esi, No. 3544 dat d
lon to hi N e e
» @8 suggested becem-
y that

records referred to in hi s d roying after a pe
in his List B ag j feiroy od
as 1tems 1 to 5, - Period of 15 ¥
: ears the

ined, and [,
1st B
shows the records that should b
e,

ST
No. 1128, PUBLIC
From D. W. G. COWIE, Esd- Acting Registrar of the High Court of Judicature,
Appellate Side, Madras, to the Chief Secretary to Government, dated
March 1895, No. g
In reply to G.0., No. 24, Public, dated 29th August 1894, I am directed to
jnform you that, after reference to the District Judges, the High Court is of opinion
that the present rules for the destruction of useless records contained in GO No.
18th June 1889, are sufficient and that no changes need be
cerned.

1041, J adicial, dated

Judicial Department is con

§ 4 made so far as the
; From J. H. A. TREMENHEERE, Esq., Collector of Bellary and Political Agent,
Chief Secretary 0 Government, date 99th November 1895,

Sandur, to the
Dis. No. 1558.
' v Adverting to G.0., No. 624, Public, dated 99th August 1894, 1 have the honour
' to state that records pertaining to the Political Department are not generally depo-
sited in the records apart from the Revenue and the Judicial papers and the rules in
force relative to the latter papers are applied to papers in-the Political branch also.
All papers except those of great jmportance, such as sunnads, correspondence
regarding allowances paid to family members of the Nafive (Chiefs, may be periodi-

cally destroyed.

! : :

X From C. M. MULLALY, Esq., Collector and Political Agent, Kurnool, to the Chief

Secretary to Government, dated 9th December 1899, C. No. 171, Political.
No. 2833, Public, dated 95th November

In reply to Government m
1895, I have the honour to report that the G.0., No. 624, dated 99th August 1894,
tical branch, and hence the fact

referred to not registered in the Poli
t was due wWas lost sl _
this office ar
i They consist of two portions—

that a repor t sight of.
s in the Political branch of
ich Kurnool came Ul or British possession.
Jy of the Kurnool Nawab, and the other to the Banganapalle
tly in Persian and Hindustani and partly 1o English.
ormanent records and no destruction has taken

emorandum,

therein, Was
e maintained from 1839—the

one relating

State. These records are par

been treated as P

They have hitherto
place. - ;
3. The records relating to the Kurnool Nawab’s family consist of official corre-
dent of Khandans, the members of the Kurnool
These chiefly relate to Khandans’

spondence between the Superinten
Nawab’s family and the Collector of the district.
rights and claims to the pensions, &o. As there seems to be no ne
these records permanently, I would suggest their destruction period
documents, which must of course be retained.

4. The records relating 0 Banganapalle State consist of corr
the Nawab and the Political Agent. The reports and returns W
communicated by Government should, T think, be destroyed, as al

correspondence connected therewith.
5. T have deputed two 'Hindustani-knowing clerks to help the Political munshi

reparing 2 complete list of records, and I shall shortly report particulars of what
ds T consider should be destroyed and what permanently maintained.

(;essity to retain
ically excepting

espondence between
hich are printed and
so unimportant peti-

in p
recor
LA

Political Agent, to the Chief Secretary to

 MULLALY, Esq., t

ent, dated Kurnool, 9th May 1896, C. No. 76-R.

n 5 of this office letter, warrent No. 171, dated 9th
he records relating

submit, herewith, two lists of t
g the records to be destroyed and the other

From C. M
Governm

’
With reference o paragrap
December last, I have the honour to
o the Kurnool Nawab's family—one ghowin,

to be retained.

L4
‘
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OrpEr—No. 1123, Public, dated 12th October 1896.

The letters recorded above are replies to G.O., No, 624, Public, dated 29th
August 1894, in which heads of departments under the Chief Secretary were directed
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 the following—the
Government Epigraphist ; the Chief Presidency Magistrate ; the Government Astro-
nomer ; the Local and Municipal Department ; the Private Secretary to His Excel-
lency the Governor; the Registrar of the High Court ; the Government Solicitor and
the Presidency Port Officer. The proposals submitted by the undermentioned officers
are approved with the intimation that files of gazettes, newspapers, and such like
printed matter should be sold as waste ‘paper instead of being destroyed—the
Inspector-General of Prisons; the Inspector-General of Registration; the Political
Agent for Pudukkéttai, with the exception that items IV and V need l,mt be retained
longer than two years; the Commissioner for Government Kxaminations; the
Director of Public Instruction ; the Superintendent, Government Press, with the retilark,
in reference to items 29 and 30, that a certain number of repealed Acts should be

retained for sale as they are occasionally required for reference; and the Political
Agent, Sandur.

3. The answer papers of candidates and reports from Kxaminers need not be
retained by the President, Board of.Examiners, for longer than one year. The
recommendations of the Superintendent, Archeological Survey, in regard to items (1)
and (2) are accepted, (3) need not be retained longer than one year, and (4) need not

be kept longer than they are likely to be of use. The Superintendent should state
what period he would propose. :

4. The Paymaster, Carnatic Stipends, will state why the originals of reports and
returns submitted to Government, which are subsequently printed and communicated
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 maintain evidence 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. Tt will be suggested to the Right Reverend the Bishop'that some term might
be put to the preservation of the triennial returns of each chaplaincy. The Superin-
tendent of Stationery will be requested to revise the list submitted with his 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), (3), (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 o_f any special reason for their longer retention, stationery indents,
unimportant routine correspondence, and periodical returns and statements should
be degtroyed after one 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 i d
subject to the alterations suggested by the Accountant-General in ggsc Ill:tltg eNt:,)ccggges’
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 ; a*complete file of Acts, wh
should be maintained for refexzenee. ’%he list submitted 1? ether superseded or no%

: the G t
Tanjore, has been corrected by Government and should bz ado‘;!te dolv;n:lxlr;ezt ggxgte?o ?

guidance. The Meteorological Repo

ment in taking up this matter is to ensure that ordi be-
cumbered with unnecessary papers which are more thanm.?:::fi lsflould not

rter will be informed that the object of Govern-—

s PSSR
s it
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188l f Police

. With reference to paragraph 2 of the letter from the Commissioner 0 ;

that Zf’ﬁzzr will be informelt)i thit riagifst%rsl.of hcieﬁ]s;;a: ?gzﬁeréggdbioria;gii kllgnlgizz 21111%?

7 P of Police w . ;

tept }3211‘3_-th %?SGBIES%%CgOIdS:gT&h February 1895, as it apparentl.y provu_ies for much
g W;r retenti.on o’f records. This is particpla:rly thc_a case in the items unde11~E
3?]1:;552 tv Papers. In regard to printed papers it 18 cons1derecé that (i?mplf?ite s-eﬁl 0
th“ follo{;rin reports should be maintained in the Inspector- enJer.ai BAObkc'e" : (lgty
shiuld there;'gore not be destroyed as suggested——Cnmmal Justice, Jails, 4ri, Salt,

Judicial Statistics of England and Wales, Thuggi and Dacoity.

8. Tt is impossible for any one not acquainted with the actual nature of the

' : i . the Political Agent Kurnool, with his letter

ol ente}rgd l?asih?nl‘l f‘zsfei":'gclim ge?nbgis letter of the 9th I,)ecembe;' 1895, to decide
of htihi 9§ht'he?1’ shm,lld be retained and which destroyed. The Pohtlca'l Agent must
which o .

& : ter and decide. :
himself look into the mjtt considers that the same system in regard to the destruction
g e in the offices of all Translators to Government. The
o OV ts and translations should be destroyed after one year;
g (81 Legislative Bills sent for translation should be sold as

el which it may be desirable these papers

of records sh
originals of newspapezt;'ep(; i
and newspapers, gazeties, . !
waste pap%rpafte;r a, similar period. In cases 10

i1l be disposed of a8 follows :— b

December 1894 W1 4 Vak tphe selection of papers t0 be preserved’ must :)etll?adg byethe_)'

M (l)fAt%Prggce; under the general supervision of the Secretary to the Surgeon
anager of the

General.

- v d(ll)a prove_d.
(Z)é g’), (E:))f,ﬁ((n‘;zl’ t(‘f];g’b(ol(?k)s t::(laed‘ no)t b% rotained more than three years.
( emi1-0f

() Indices Sihgeuls‘itngf l:rg?tgz&d'and Almanacs should always be retained
(9) A comple

i ds ¢ cause an
for reference. : and 3 are sanctioned, but the words = cat

The proposal 12 Par?g’fz%%ilz be substituted, for the word ¢ ex_ammzs ;:11 :lﬁ:
examination fo be e (; aragraph 4, the Government desires tof ltx}.llpreld o i
latter. With reference Oss}i)t for the very careful exammatmndo 'thi) 1(1)t i

Surgeon-Gienera) ity Ny single paper should be destroyed w1 . dpt o
which. exist from 180 o his Secretary. Sanction is accorded to the
' ne clerk on Rs. 15, and two attenders

the Surgeon- : d
lc;zfz{ﬁ!ilsffnfgnt asked for inparagraph , Y1z, © *'Re. 93. The necessary proposition

st 0
on Rs. 8 each, for three months, at a total €0

itted. i : ules for
statement should be submittec. that there should be one uniform set of rules fo
11. The Govemmenttcoéﬁgz‘c'ied with accounts 1 all I;ughc Otﬁ;ncngs tigg‘tt htal;z
the retention of documents o idored advisable by headsg tﬁgaritem e gy
periads during 'thh it nsiderably is well e t yk these for ever, and
should be retained vm:yt c1;)dent of Stationery proPosesh 0S eeg‘intendent Govern-
registers.” &0 SupermTe :ore, for five Y ey i _tups of a simiiar nature
the Government f&gent, al}c] 0 ’years is sufficten s gm uchers, acquittance
ment Press, considers that, ;d above are contingent bills ;n czoaccoun,t 3 :Slzc e
which occur in the list8 PTID 5, o ) ce bills, permanent advan e
rolls, pay abstracts, travelling h the Government with a statemen
’

furnis . ; A
will be requested of : in the various public offices in
Accountant-General s are 10 W88 1 o the period for which it

ts a
isi h account documents “=. h case s
zﬁ?ggﬁigen%)l’ sgv(;th his recommendatlon in eac

should be retained: (True Extract.),

Ag. Chief Secretary.

;ef Secretary-
To all Heads of Departments under the Chief 5¢

) - igi h 10).
G :ﬁ: %g::;lit:ln{)g:sﬁzent (in original paragraph 10)

Exd. O M. Thumbuswamy:



S Goternment 118971 of Fladras,

PUBLIC.

i
Recd. Enclosures
1897.
Regd. Spare copies

G.0., No. 104, 4th February 1897,

FEBRUARY.

Account Documents in use in Public Offices.

Approving the proposal of the Accountant-General in regard to the retention of the — for
gertain periods, and communicating to all heads of departments under the Chief Secretary for

guidance the list furnished by that officer.
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Reap—the following paper :—

From F.C. HARRISON, Esq., Officiating Accountant-General, to the Chief
Secretary to Government, dated Fort 8t. George, 20th January 1897, No, 166.

With reference to paragraph 11 of G.0., No. 1123, Public, dated the 12th of
October 1896, I have the honour to subjoin a list of all such account documents as are
in use in the various public offices and as have any connection with this office, and to
state that it will generally be sufficient to retain them for the respective periods noted
against each. It will, however, be advisable to allow heads of departments discretion
to retain any document longer whenever special circumstances demand such retention.

Treasury records are not dealt with here as they are disposed of under Proceed-
ings of the Board of Revenue (Land Revenue), No. 428, dated 21st July 1893. The
number entered against each record herein indicates reference to the Civil Account
Code:—

Records to be retained for 3 years,

Receipts granted for money received (12).

Extracts of Actuals from Accountant-General (22).
Fine Returns (23).

Transfer of Charge Certificates (47).

Proposition Statements (57), (158).

Register of Inerements (62).

Last-pay Certificates (63-1).

Pension Applications (63-2).

Acquittance Rolls (63).

Travelling Allowance Bills (68).

Permanent Advance Acknowledgments (78-1).
Contingent Register of Disbursing Officer (80).

* Contingent Bills and Sub-vouchers (88 and 91).
Contingent Register of Countersigning Officer (91).
Invoices of Supplies to other Departments (95).
Applications for Remittance Transfer Receipts (143-1).
Budget Estimates (154).

Districtwar Distribution of Sanctioned Grants (156).
Application for Additional Allotments (158).
Chellons and Remittance Books (308-2).

Treasury Pass Books (314-5).

Applications for Cash Orders (363).

Objection Slips (967).

Civil Budget Estimates (1512).

Indent for Stores, Forms, &e.

Records to be retained for 25 years.

Cheque Counterfoils (17), (18).

Es:;lblishment Pay Bills (58).

Leave Statements (60).

Lists of Securities in Trust (165).

Receipts for Repayment of Deposits (250).

Stock Book (6.0., No, 843, Financial, dated 23rd July 1887)
Cash Book. :
Leave Registers.

* Buch as have not been destroyed as required in article 83, -

tV"““‘]

No. 104, Pusric, 4t Fesruary 1897.

Records to be retained for 35 years.

Annual Returns of Establishments (55).
Establishment Orders (60-1: 2: 3).

OrpEr—No. 104, Public, dated 4th February 1897.
The list is approved and will be communicated to all heads of departments under

. the Chief Secretary for guidance.
(True Extract.)

To all Heads of Departments under the Chief Secretary.
,, the Accountant-General.

,, the Educational Department.

,, the Revenue Department,

,, the Public Works Department,

,, the Marine Department,

,» the Local and Municipal Department,

Exd, C. M, Thumbuswamys

with a copy of G.0., No. 1123, Publie,
dated 12th October 1896, for information.

3

e P A NPy

J. F. PRICE,
Chief Secretary.
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