B— - : A M

— =
s

ITRYT.T(
L U D L 1\

G.0., No. 1316, 6th October 1897.

OCTOBER

B ACHY a
necoras

nmunicating | lepartments of the Decretarial rules Ior the receip!




.

No. 1316, PusLIC,

2 : ok g At e R AL R A
ANNEXURE.
| ‘ i | Rules for the receipt of records in the General Record
] ,,,' 1 Department of the Secretariat,
/,l/ GOVERNMENT OF MADRAS. . 1. No records shall be received that are not seven years old.
/ Qe 2. The period during which records are received shall be from June to Sep-
// PUBLIC DEPARTMENT. . - { tember in each year.

o ' 4 ' i 1 3. Before transfer, records shall be examined in accordance with the rules in

4 f force in each department and every paper not worthy of preservation shall be
removed. The remainder shall, before transfer, be arranged in accordance with
the instructions in G.0O., No. 899, Public, dated 27th November 1894,

4. Departments of the Secretariat shall give the Superintendent, General

Orprz—No. 1316, Public; dated 6th October 1897. M
The rules for the receipt of records in the Gengral Record departﬁxeulgaotfe(f}zg i L Records, a clear month’s notice of the proposed transfer of records,
Secretariat contained in the annexure to these proceedings will be comr ) § N 5. Records shall be forwarded in chm‘ge of a competent attender, with instruc-
t? departments of the Secretariat for information and guidance. ' tions to deliver them over to the Superintendent, They shall invariably be -
the dep 7 i accompanied f}f)iy a complet}e hs}t, the correctness of which shall be certified to by a
True Extract.) [ oalffiiog 8 Y 2 responsible officer, and also by a declaration by the latter that all pa
{ ( Py ~1 /4 L f s 1‘ | worthy of preservation have been excluded. Lo
wind f v Pl 6. Five sets of volumes of sedines 7
o’ sy S 15 . set es of proceedings, five copies of the Indexes and four se
3 L for Chief Secretary. : of tables of contents relating thereto shall be sent to the General Records ; olxi:; 3;3::

i being in.tended for reference and the remainder for stock. Two sets of volumes of
proceedings of the Board of Revenue together with the Indexes will be received—
one from the Public and one from the Revenue department. Receipt registers

should be sent properly bound. 5
7. The following registers and papers shall not be received in the General

Record department :—
Circulation Registers of departments otlier than the Revenue department
(Those of the Revenue department will be retained for twenty years.)

To the Educational Department.
Legislative Department.
T,ocal and Municipal Department.

Marine Department.

Despatch Registers.
Post Books.

, Public WIO)rkB gmﬁment. Telegrams.
» %evepue])ee};,?-tment-. Official Memoranda,
ension Uep Demi-officials.

Buperintendent, General Records.

Office Orders.

Any papers of the above descriptions, which ought to be reserved, shall
placed in the original of the Government Order with :;Dvhich theypare conm’ec:eg.l 5

8. Not more than 12 spare copies of ordinary and 18 copies of important
proceedings shall be maintained in the General Record department. This limitation
aupplies also to Legislative bills and papers.

9. Maps, plavs, &c., connected with Government Orders transferred to the
General Record department shall be properly labelled with the numbers and dates
of the orders to which they appertain and shall, where possible, be stitched with
thgm, one copy or set with the original order, and the others with the copies of the
order.

10. Spare copies of proceedings of one department will not be received from
another department, nor will those of a subordinate office. Spare copies of Govern-
ment of India proceedings and letters will not be received in separate bundles if
not embodied in the printed proceedings of this Government, three copies’ of each
B‘fla'ilzl be placed prior to transfer with the original of the Government Order disposing
of it.
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11. Besides the volumes referred to in rule 6, the publications mentioned in

the appendix to these rules wi ecel The
o rules will be received. They shall be properly bound before

12. Bound volumes of the news i
: , spapers entered in the appendix shall be retainec
for ten years in the case of the first six papers, and for popne year lian ti)l(; rs::;n(;(;

13. In the case of all but the firs

: : ] t four gazettes ent 1 1
cop.le(si sﬁlall be retained in the General I{ecor%rls for 01(13;1 ;z?m(g (l)lrlxltheftapper'll?'lx’
period they shall be transferred to the Connemara, Library ‘ i

14. Title-deeds and other documents of importance for deposit in the stron

room sh 3 i
all be fOI arded mn sealed covers to the address of the u‘uperintendent
W S S nt,

General Records, who will, b i i
gyt » before placing them in the records, open them and verify

15. The Superintendent, General Records,

return records for re-arrangement and to reject ko oy

records the preservation of which

18 not authorised or specially directed by a Secretary to Government

APPENDIX to Rules for the receipt of Records in the General Record Department.

Number of

Publication. COVI:S‘IS lﬁ:jm From what department.
received. x

Almanacs, &e.
Madras Asylum Press va o o A . ) 3 ‘]
Thacker’s Indian Directory i ot o v . 1
‘Whitaker's Almanac vio o 3 . 7 % ‘
Travancore Almanac i . Socretafint ‘Li
Pondicherry Almanac o 3 0 o i 1 pSecretariat Library.
Statesman’s Year Book i b % b L I
Hazell’s Annual <8 34 i e 0 & 1
Kelly’s Hand-book to the Titled Landed and Official classes 1 J

Calendars.
Madras University .. FE A O oo 2 Educational Depart-

ment.
London University .. s oo 4 ot . . 1
Civil Engineering College .. . . oo . i Secretariat Library.
Medical College e e 2 oo wie 1
Tmperial Forest School, Dehra Din s b3 1 1 Educational Depart-
Commissioner for Government Examinations .. s 1 ment.
History of Services of Gazetted Officers.
Madras Presidency, Civil .. 2 e o o ek 3 §
Government of India, Home, Foreign, Revenur, Agricultural
and Legislative Departments T . P & 2

Government of India, Finance and Commerce 1
Bengal ' 1
Bombay ' - 1 ! ; y
Central Provinces .. A o 1 L Secretariat Library.
North-Western Provinces and Oudh 1
Punjab o S ve 2 1
Assam i L . 1
Burms, X o e e et s b 1
Hyderabad .. s . . . o i 1 )

Army Lists.
Indian Army List ., S oo oo A o o 2
Hart’s Army List .. vo .o oo 5 o . 1 } Do

Civil Lists.
Madras (Monthly) .. s s Ve . A 3 3
Madras (Quarterly) .. oo o oo e . 3
Bengal (Quarterly) .. ‘e oo e s o 1
Bombay (Quarterly).. s o o 1
Central Provinces (Quarterly) s Pt 54 . 1 S Do,
North-Western Provinces (Quarterly) .. . s 1
Punjab (Quarterly) .. 3l e 5% : Ve 1
Assam (Quarterly) .. . . e s i's .e 1
Burma (Quarterly) .. A s aly e . s 1 J

Fstablishment Lists.

Chief Secretariat .. o N5 b 3] e 3 1
Judicial Department 5 o T8 pr 2 3
Registration Department .. oe g 5 - ¥
Police Department .. %5 o S o . 3
Prisons Department e .o “s o s 3 } Do.
Civil Medical Establishment o a5 5 9 3
Educational Department .. %) S % it 3
Government Press ., P 3 )
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