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Destruction of Records.

Passing orders on replies from hoads of departments under the Chief Secretary to Gov-
ernment Order calling for report asto what rocords might be periodically destroyed without

_incounvenience.
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Reav—the following papers :—

From Dr. E. HULTZSCH |
. y Government Epigraphist ; ry
Government, dated Bangalore, 10th Segtlgmll))e; 81’8‘;2 tlltﬁ) %l‘f’.lgf Secrotary fo

With refer
honour to repor:n:fazo 0?'3" No. 624, Public, dated 29th August 1894, I have the
office, T am n the hapis o< Lumerous impressions of inscriptions presarved in my
estroying all those which are printed immediately after

o !
proof is passed for printing -
preserved without inconvenienge because 'fl?:y ;erl:zl;l%%ﬂlieoords of my offce can be
| . Y

——

From the Hon’ble Mr. C | ¥ )
Secretary to G . C. 8. CROLE, President, Board of Examiners, to the Chief

overnment, dated Madras, 10th September 1894, No. 405.

- 'With reference t
I have the honourc:o g%zr;g:}:f? tigff%o"- No. 624, Public, dated 29th August 1894,
destroyed after two years :— ollowing records belonging to this office may be
(1) Answer papers of :
(2) Reports from Exax(}n?‘il:l?:r(sifl tes

From O. R. JONES | -
' Esq., Chi -
to y 148q., Chief Presid . )
Government, dated Egmore, 12tlh (gle?;exfl:eg; s{lt;%t:’ g;oth&(ghlet Seeretary
Y . .

Publi . .
records of P,reslilde::; dated 29th ultimo, I have the honour to

With reference to G
report that the judicial Xo: 624

~ accordance with : !
" and cause no inc:ﬁ:_:n‘;l:" framéd under Aot I{I ?fé%mtmtes’ Courts are destroyed in

879. Other records are very fow

St——

. From A. REA Es S .
Chief Secr 9:y Superintendent, A .

No. 187‘.3(”9';"37 to Government, ’date‘;)hg:?g:l(}:l}o S‘i%?ly’SMtdml?’ t"2)18?)}:19

' ’ ) eptember )

With reference to paragraph 3 of G.Q_.

T have th ’ .
bave the honour to report that the foll, y No. 624, Public, dated 29th August 1894,

periods named 1 Wi0g records might be destroyed after the

(1) Over ten years.—Accounts

(2) Over three years.—Received

: required for future refere and despatohed letter ‘
nce, : . 8, except such
(3) All the manusoript or proofs Z; ps,tatlonery lndent’,. pt such as may be

other reports rogrammes, : - .
publishg, ™ *"4 "°lumes or dospatohod lottors, attsr baims printed and

o e e e ~ -
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(4) Fox:t‘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, Eeq., Accountant-General, to the Chief Secretary to
Government, dated Fort 8t. George, 23rd November 1894, No. 3562,

In reply to Mr. Francis’ reference, No. 2257, dated 16th November 1894, on
Jetter from the Superintendent, Archeeological 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., Officiating Government Astronomer, to the
Chief Secretary to Government, dated Madras, 13th September 1894, No. 156.

With reference to G.0., No. 624, Public, dated 29th August 1894, I have the
honour to state that in this office, as a general rule, the manuscripts of all papers that
have been printed are'destroyed as soon as it seems probable that no question involving

a reference to the original manuseript 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.
2. The question of records,
this office a very simple one and n

apart from those of observations and reductions, is in
o special regulations seem to be necessary.

From M.R.Ry. S. MANGESHA ROW, Avargal, Canarese Translator to Govern-
ment, to the Chief Secretary to Government, dated Madras, 13th September

1894, No, 61.

With reference to paragraph 3 -
I have the honour to report that the followin,

of as shown opposite each item :—

Originals of newspaper reports in manuseript .- .. ‘
Mysore Government orders above one yearold .. .. 1 To be destroyed.

Originals of translations in manuseript
Newspapers, one year old .. .o
Mysore Government Gazettes, one year old
South Canara District Gagettes, one year old

of G.0., No. 624, Public, dated 20th August 1894,
g records in this office may be disposed

** { To be sold as waste
ot paper.

——

From Lieut.-Colonel J. G. PROUDFOOT, Officiating Paymaster, Carnatic
Stipends, to the Chief Secretary to Government, dated Chepauk, 13th
September 1894, No. 491. -

With reference to paragraph 3 of G.O,, _No. 624, Public, dated 29th August
1894, 1 have the honour to state that the original reports and returns submitted
to Government by this office and which are subsequently printed and communi-
cated to this office could not 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 casily destroyed after a prescribed interval of, say, six months. In some
cases even these documents may be required by the civil and criminal courts for

reference.

From Lieut.-Colonel J. G. PROUDFOOT, Officiating Paymaster, Carnatic
Stipends, to the Chief Sceretary to Government, dated Chepauk, 22nd
November 1844, No. 593. v =

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

I have the honour to state that seven calls have been received during the past twe'lm
months for the production of petitions, &c., in Courts of law. e
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From A. E. CASTLESTUART STUART, Isq., Acting Special Ageﬁt, South
Arcot, to the Chief Secretary to Government, dated Cuddalore, 14th September
1894, No. 532.

With reference to G.0., No. 624, Public, dated the 29th ultimo, 1 have the
honour to report that records relating to service of process, extradition and other
routine miscellaneous papers may, 1 think, be periodically destroyed.

Note in Judicial Department.

There is no necessity to retain the papers referred to for an indefinite period.

(Signed) A. BUTTERWORTH,
Under Secy. to Govt.

o ———

From M.R.Ry. 8. RUNGIAH CHETITY, Avargal, B.a., Telugu Translator to

Government, to the Chief 8ecretary to Government, dated Madras, 17th
September 1894, No, 82.

With reference to G.0., No. 624. Publi 18¢ th
honour to report that— » NO » Public, dated 29th August 1894, I have the

(1) the Telugu newspapers of more than two years' standing ;

(i) the originals in MS, of fortnigh '
) . ghtly reports on newspapers (subsequently
printed) of more than 6 months’ystalfding ; bapert (

(iii) the Legislative Bills Passed into Acts, and

(iv) other miscellaneous papers, such as spare copies of (fovernment orders, &c.,
may with great advantage be destroyed.

From Rao Bahadur 8. SESHA

YYA . 1 i 3 -
ment, to the Chief Secret » Avargal, .., Tamil Translator to Govern

1894, No. 214. ary.to Government, dated Madras, ‘i7th September
With reference to GO, N .
honour to state that I allow ’in 21,? 24, Public, dated 29th August 1894, I bave the

8 office no papers of the kind referred to in the

g:tz;ﬂinzﬁzdgﬁ‘igg i(:rtll‘fep ly, aul‘,lkﬁllat’f[ allow sgmc of the old Tamil newspapers to
a . . .

the half-yearly examinationg atr %ﬁif y to be of use to me in preparing arzis, &c., for

service appear.

From the Rev. § MORLEY, u i . i
Cre S » M.A., Bishop’s Chaplain, to the Chief Secretary
to Government, dated Ootacamund, 20th Septomber 1894 No. 1343,

In reply to G.0., No. 624, Public, duted 29th August 1894, 1 have the honour,

by desire of the Right R . ¢ houour,
returns of sacred oﬁigees wi\ifg;e:d the Bishop, to say that the half-yearly Chaplains

A re properly record. be destroyed
after twenty years, the usual term }:)f g Cgap(;z?;,: s(;fn}’)izgs-onal work may be destroy
The Bishop does not pro

pose to destroy the triennial retur hich not
personal, but refer to the state of iy chaplai)l'l cy'e riennial returns which are

——————

From Lieut.-General H. McLEOD, R.A., Her Bri

Agent, Pondicherry and Karikal, to the Chief Secr
. he etary to (Government
dated Pondicherry, 20th Septeml;er 1894, No. 141. d ,

189 4With reference to paragraph 3 of (0. No. 624, Public, dated 29th August

, L have the honour to report that the originals of reports and returns which arc
subsequently printed and communicated by Government need not be preserved.
Un}mportam.; Petitions could be destroyed after an interval of one year succeeding
their final d1sposa1: Correspondence regarding the service of processcs and applica-
tions for countersignature of shooting licenses and other similar papers of routine

tannic Majesty’s Consular
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'nature could likewise be destroyed. Police "W'eekly Circulars for the last three years

only may be preserved. Fort St. George Gazettes,.ex.cept those portions gf therp
ordered to be kept as a permanent record, may be genodlc_ally destroyed and the file*of
the District Gazettes and** Journal Officiel ””- may*e destroyed after an interval of one
year after their publication, the Fegeral and important notifications.and circu]zgss being
taken out and preserved .for reference. The spare copies of Government orders not
required for use may also bg destroyed. o :
A — ST B .- * T .

.« .-
L

From E. TURNER, Esq., Acting Superintendent of Stationery, Madras, to the
Chief Secretary to Government, dated 21st September 1894, No. 1631. -

. I have the honour to forward herewith % list of the records of the Slaatiqnery
office showing what papers are to be rétained and .wl.lat to be destroyed periodically
as directed in paragraph 3 of the G.0O., No. 624, Public, dated 29th August 1894.

» * . N

- Y

e

ENcLosuRrE. ‘
- R . : . . .- - -
List of records of the Stationery office showing what papers to be retained and what to be
’ . destroyed periodically. - - . .
* Beacrinti ’ Tobe  Tobe
Dagoription of records. retained. * destroyed.
. Almansos . e All - Nil,
. Army lists R .. .e o » »
30. G&Zettﬁs o . W L X . L) [T ”
4, Standing Orders of His Excellency the Com- .
mander-in-Chief .oa .. < .. » »
5. General Orders of His Excellency the Governor .
in Counoil . .. R » Lo
6. Government orders geceived , . . .. .. » vy -
7. Receipt registers (correspondence} .. e w ”
8 Despatch registers ( do. ) .- .o - »
9. File of despatch letterss. . .. .. .. e v .
10. Office copies of contingent bills ° .. e e
11. Contingent vouchers™ ... .." .. ° .. - . ”
. 12. Oontingent xegistgrs « .. ce e .. " ”
13. Acquittance rolls .. . e » ”
- 14. Pay abstracts .. . o ea se "
15. Leave statements sent to Accountant-General. ’ S
16. ’ x

17. Office copies of Europe invoices
18. Treasury receipts

. L 2 L] 3
. -
‘e

‘e

3 ”
.« For5 years The rest

19. Bank receipts t e e s w . i
. Cash account current .. .. .. .o ” . s
2?. Statements of service books gold by Collectors. ” o
. 32.Stockbooks . . - e e ' "
23. Receipt registers (stores) .. .o .. . "
24. Issue registers (stores) .. . o e »w . » ‘
25. Indents .. .o .. . . . » »
26. Inderts for ribber stamps . el e " ”
27. Invoices . .. P - » . .

28. Ordinary letters received . .e " "
29. Tonnage statements .. e e .+ For 3 years “
» . bOOkB ‘e *+ o L) . .. 1) -
g(l) gzg}r‘xg? books .. .. .. .. For 3 years The rest
32. Invoice registers kept by packer . . " . »
33. Advice letters .. e .e - . »

34. Acknowledgment for printed forms '».. .. For 1l year

”

35. Estimates from officers * . Nl 4 -
36. Duplicate copies of indent* .. .. .e "y ”
R 37. Stock-taking statemapts * .o ve e T .
T ) * Disoontinued,
2
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'~ From Susgeon-Major-Gonorl SR
Ryt Jor-General C. 8IBTHORPE, r.r.c.p.1., Surgeon-General with
. W the ‘igavemment of Madras, to the Chief,tSeoretary’ to Government, dated

- 22nd Septembior 1894, No.*Tour 2—11.

. s Nf . i ) hd . ' .
the m t:r::?mi'tb g.;)., No. 624, Public, dated the 20th Augyst 1394,T bave

. - of records in this offige :-— f(t{lf)ving Proposals rigdrding the periodical destrdetion .

oo 1) A i : . e -
1380‘41!&{ be dmd;"w. routine P.M.Gs. and other correspondence - dated> glior to

»  oldshould Be M?g’plmgimnt decisions, rulings and eorrespondence however

- offica Pf.(.im' to ‘1880(1:::';81,:{‘1:18;:;‘;};“ and unimportant communicatidns from this
e (8) spare oopi ) . ‘ .
v M@YG", but a oompgleesﬁfef iﬂigm‘f hkbzl{ to be required agsin for use may be
_w (4) Demi-oficial g) books 8 be kept for five ycars. -
R IR i le-books may be kept for g s destroyed.
' (8) Posting 4] . P ve yeurs and the rest destroy
dostroyed, ., - ' 80l indices may " be kept for 95'y2u, And the rest

7) Mydzan- Gage \ - g
Years and the omng.?lg:;’ G'O'C'C'"-:. files, &o., may be preserved for

exoepting of course those fn which sy
a8’ g]l § .o I8 mey be ke nl for three -ears snd
onborant notiioations. are invaciably ropubliskod in the

ation books and other P“bu";;
Yy to be of use hereafter may

(1) AU the migggligpeqn. m.l?"’" 8 eivil hospitals and disponsaric® ?c;
' , 1€ opinion of thy unimportapt roports, &0
. "oy bo dpoeh o accoing S50 ST may a1 soquired o utar Pl

may.i gu?}} correspondence gnq b .
0
the S tar;:posed of and the res o

' rooor s EVery ith v .
woud ince angl:::aﬂlds:ﬁeon-eenew should” examine both old :aod 8%
. tls.needed for tature yge er the destruction of those which in his opimion
il 18 qffice re e S
my pro records exist (¢

¥ y‘ : p:f'aas{)slu?;f;k;m"u above be(al;)ogsog,oiumall ‘tem
::gggant fro . Ec“ﬂary to Garry &em' out, “Pecblly E:r:g work of ,epamting
o - Viablshment ganpy, very welﬁaperg 13 Yory respousible and laborious, and the present

5. 1 request therefore ) ¢ope With it in addition to its own legitimate work.

satsGovemment will be plessed to sadotion a olerk 0B
© records can be fy)] °acl per mengom for throe months during Which
y separated. Tho total expenditure for the whole

- . -

., as mﬂyfb@.ss;idy sold to @ contractor

quite regularly) from 1786. Should
regularly) f&!{!ﬁ ! tablishment

AB caued f' 3 . .
to submit g Jig :{1 In G.0., No. 624, Publie dated the ! PRI :
- oy : . the 29 have the honour
© Qostroged in thiy gepur, 1B detail what records shouls 1 g o mcton b periodically

»

Y

[ S0

t bt}mt In the presence of the Snrgeon-'Genoral or .

T et

N
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P i e e st R
- s

EncLosURE. : . . .

v -

List showing in detail what records sHould be periodieall’f destroyed in this department,

" - . . -
The period

- after which

* the records Remarks
may be .

destroyed.

Nature of records,

-
. L. R .

.

Return of sickness in depdt (Fosn No. I3) ..  ..[8years. |} pooinc )
Certuil{'inoate of medical examination of emigrants (Form|  Do. Vgﬁggn 211211?5 the en:d

No. 22). . . - . >
Burg(:aon b)‘uperintendent’s’journal (Form No. 47) ..} Do. ‘l"gg‘gr ’A"t XXI of
Return of cholera cases (Forln No. 51) . ..} Do. )
,,  depdt arrival report (Form No. 15) .| 1 year. Y.
.,, o teport of removalof sick emigrants (Form) . Do. -
No. 16). °* . . 1
,,. - report of emigrants in outside hospital (Form|  Do.
NO. 17) : - .

" roport of casualties in depét (Form No. 18). Deo. . .
Master’s app{)ication for first inspection (Form No. 26)./ Do. - V'gﬁaﬁg;ml of th:mf;:leld'
Certificate of Surgeon Buperintendent’s examination off  Deo. > ander Acltule“XXI o

stores shipped (Form Na. 27). + |- 1883, .
Certificate of supply of drinking water (Form No. 30). Do.
~ . of shipment of stores for native crew (Form|  Deo.
" No. 33): _ S

., of medical inspection of crew (Fomn No. 45)./* Do. -
Final certificate (Form NB. 42) .. .. .o «of Do. . .
Copies of agreements .. oo _ .. e ..{ Do. J _

Stationery indents . .s .. e, +sn ee|8years
Unimportant routine correspondence . . S “es| 5 years. b
Perio<£ioal retards and statements .. - ++| 8 years
Petitions from parties for permission to search for their 1" year.
relatives. ' L .
Manuseript copy of the administration report and state- .. )
ments—After they liave been pritited and communi- . o .
: : _

G.0.,-Mis. No. 1911 L, dated 27th September 1894., *

\c1.— Forwarding, with reference to G.0., No. 624, Public, dated 29th Augunst 1894,
Aynguaxc: rulesOOf the Ignocal,and Municipal Depa;'tment for the destruction of records with the

r.:mark that they have been found in practioe to work well.
. * . E~crosuffle, . e
an;m for the destruction’of reO(;rds in the Local and Municipal Department of the Chief
' Secretariat. . ‘ DR

. arding allotments and transfers of funds will be destroyed_as soon as th
(eporlbs (];’faz);;s yerzgs to wiioh the allotments’and transfers relate have been dispded of. °

. P rding the appointment, by nomination or election, of members of Local
Boar?ls a:é Murgé‘i;al O%unoils will be destfoyed after the expiry of the termn%f their office, i.c.,
uJter three years from the date of their appointment. *  «

‘3. Papers regarding the resignation of $he femMers of Local Boards and Municipal Couneils -
will be destroyed after two years from the date of the orders accepting the resignation. )

4. The originals of all letters, reports and statements, printed irrthe Government orders
reviewing the bgfllléefs or annual reparts; will be ﬁ_estroyed a})ter the budgets or reports of the
tollowing two years have been disposed of. _

« 5. The originals of all audit reports, sanitary inspection reports and géneral subject letters,
vhich are printed in the Government ordefs disposing of them will be destroyed after one yoar
‘rom the date of the Govermment orders. -~~~ | .

6. Only six spare dbpies of the Government orders reviewing thb budgets, annual reports
«d the inspection reports of the Accountant-General and the Sanitary Commissioner need be-
etained in the office after the next budget or repor} has boen reviewed, .
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L Onl{t:%.:&re«oopwl of other Government orders need be retained in the office sfter two

years from of the Government orders.

-8, Dnlé'etwp spare copiesof e Government ord;re of other departmenﬁs noed- be retained in
T one year frgm the date of thoe Government orders. ) A

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

~#10. The monthly statements of receipts and*bharges furnished by the. Acoountsnt-General, _

?m the stipplemental acconnt for Maroh, will be destroyed after receipt of his final statemente

"ti;nex{ ?:ot;;l‘:fh- they relate, and the supplemental aocounts for Marph. will-be_ retained for |

o 11-'In the months of April, May and J une of overy yoar, the Referoncers will collect all the

i.:‘m" !H.ead‘"m{i{myib& destroyed under the above rales and .submit them for the approval of
Yomarks bf e If any of the ,papers referred to in rules, 1—5 contain valuable remarks or

; f ge application or seém f oth tion, the Head
Olerk will sond them back $o th o e Beto o D e mey h
doubt he will take the orders of :hm ﬁimf"hm' gnd in $ues whero ho may have 82y

*

iniﬁknedll’:;pfi'm, ally destruyed wilk-be so marked in the disposal listg by the Head Glerk snd
K w 189 E . " 'J.F. PRICE,
992k May 1892, . .t 3 Fowwdw

- Frqm J. D. REES, ﬁpq., ‘0.1.8., Persian and ‘Hizfdﬁstani Trapslator to’ Govern-
‘ ?8632, ?{ ﬂ:;ed Chief Becrefgry to Government, dated Chepauk, 3rd October
y No. 60, PR

¢ 3o Fith reforence to paragraph B of G.0., No, 624, Public, datéd 29th August 1894,
ave the honour to state that insmy opiniom all newspapers received in this office

may ber'destroyed in- April spa in this of
Governiment thoreo, 71 0100 I ter the submigelon o tho anual repert 12

..

*Frn . - | —— - ' .
_ i M.R.By.-M.sKRISHNAN, Avargal, 5.s., Acting Malayalam Trfanslator

to Government, to the Chief Becretary to Government, dated "Egmofe, 8rd
" Ootober 1894, No. 104, 7 rment, caer: SOt

. I reference to G.0., No. 624, Pnbllic;.dated,,ﬁgth August 1894, I have the

W to report that the following records, one year old, may he dispased of asstated
,* * hd i i IS o

' ‘5- LT o 7o be dexWéd;" S
* +(1) dfalayalam newspapers. ERR

‘ - (2) Maﬂscript“copiaq of both,_the'f fortni'ghﬂy and aniual geports on Malayalam

e (8) Mm“g;ge copies and prodis of Malayalam trapslatiops.
~(4) English translations of Malayalam petitions,. .
+ ' To be sold as waste paper. . .
" {5) The Malaber District Gazetfo. ' > e

. . ————

_From A. G. CARDEW, Esq., X.i., 0.8., Inspector-General of Prisons, to the

-»

. this to be dome, itis, jn | irffon, esserftial that the rules

Chig Befretary to Government, dated Ootacamund, 18th -October 1894,
No. R ‘ e

* * -

. In reply 4460, No. 824, Public, dated 29th August 1894, T have the h

to report that o'omple’te rules ,»’,gﬂgtih’g the preservation ahd destraction of re(::)ﬁ
in jails were ssmotioned in G.0., Ne 1174, gdated 4th. June 1887, and have been
bmughtﬁnp to date and embodied in Chapter LXXIV of the Jail Code. ' A circular
hag been issued to Superintendents of Jails calling on them to report whether the
provieions of these rules have been duly complied with, and it is proposed to instruet
them tg notice this mstter specially in their annual reporis. . ’

which periodically destroyed with edvantege. er; however, to enable
and that there mm for any preténce of serutiny before destyuation. * In.

this office, Where work has fncreased » good dedl] of late years, thete is no establishmé
#vailable for oarrying'bn & continual " process of destruction, dhd ' the o(x’:fy pnatioaﬁ:

*

Gmgﬁ‘gﬁ,’m office, there is 10 doubt & oonsidyrable qﬁantity of records

ag simple as posible, -

i
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plan is to mark out clearly certain classes of bulky records which become useless after

a certain period and dostroy 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
distinetions between correspondence on different topics, 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 fecords which may
with advantage be destroyed at the end of three ygars. It is belicved 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 affer 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. :

oot

Excrosuzre.
Records to be destroyed af the expiry of three years.

(1) All monthly, quarterly, and annual statistical returns for central, district and subsi-
diary jails (pages CXXIV—CLVIIL, pages CLX—CLXI and pages CLXVI—CLXXII,
Appendix 111 to Jail Code) and correspondence conneeted therewith, except annual lists of estab-
lishment and civil stores (page CLIV, Appendix ILI to Jail Code) and returns of sickness and

rtality.
e (2))A11 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
CTV—CV, CIX—CX1V, CXIX—CXXII, of Appendix III to Jail Code).

(3) All correspondence connected with transfers of budget al}otment, statements of charges
and receipts {rom the Accountant-General, budget estimates from jails. i

(4) All correspondence and returns connceted with the supply of stationery, of books and
forms, and of arms and ammunition, except the office co%ies of consolidated annual indents.

(6) All extracts from inspection reports of sub-jails and correspondence conneoted

1
theng)ﬂAll retburns of Port Blair releases and casualties, orders sanctioning re'aleases 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, §urgeon-G&1eral’s correction
memoranda on sick returns, reports of despateh and arrival of conviets transferred, vaccination

returns.

Referred to the Jddicial Department, for favour of remarks.

J. F. PRICE.

(Signed)
° Chief Secretary.

Fort S1. GEORGE,
16¢h November 1894,

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,

8rd December 1894. Under Secy. to Govt.

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

With reference to G.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 Regis(rz;rs and Sub-Regis
ars ¢ -Registrars, records not worth bei G d
gfl;:]l;anlgnﬂ.y are destroyed periodically under the in;structions contained ]il:xgsI;::;isg;véJS
- Ci:cuﬁ;grls(t)r;:ltelgnNAci,llnfrixlse 1‘35 of the Registration Rules framed under section 69,
In C1 0. 11 of 1874 printed at . ' 1) 1 l
in Circular No. 25 of 1892 (copy Iénelosed%. puge 119 of the Registration Manual, and

. 3. In my office the record ified be ‘ ) ot
the period notyed against themr:s‘_Bpeclnui below are destroyed after the expiration of

(1) Copies of A, B and C returns* recei
District Re gistrars.  # urns * received monthly from‘)'

(2) Returns+ M, N, O, P d R i ;
Distrey R e,gisémm , Q an received monthly from F% years.
(3) Applications for appointments. J
(g) Copies of list of papers sent to the tour office. A
(5) Answer papers given by probationary Sub-Registrars in $1 year..
1 the departmental examinations held from time to time. |
penodl can}}ir?.;‘)fse to mclude'the following also among the papers to be destroyed
1) Ritfx&:;ns of wills and appeals disposed of by registering
ers
. ‘ . nd of
(2) All papers which are simply « lodged ”” and on which no At‘i ﬂ}gu:;l ’
formal orders are passed. A
(3) Returns showing the arrears of work in each registration

office and the monthly state ; : At the end of
collections. y ments of registrations andj 6 yoars.
Excrosugrr. "

Ciroular No. 25,

There is reason to believe that i i
1 n the selection of records for d i i i

- . . t T
o i ent obsrved in sevoral regitratan ofos, that rocrds onie i o
ingly issued for the guidance of registex:ing o?ﬁoeors.o ving eupplementary instructions are eccord-

1. The following records shall be
prescrved perm .
ézg éhgmal ey permanently for the present :
Balary and commission bills and leave stat
(¢) 1mtters sent and i tomente. ’
(@) Applicationsaz)r ;goaigﬁ g&e&t);il:;?e Which sre purely routino in their character
(e) Acquittance roll.
Ef% %lti;xotices issued to parties.
g) Petitions protesti i i i ‘
" e oo 8:1(; n:.mg against registration of documents, &o., and endorsements given on
_ {#) Commission orders and the papers o i i
(1) Old lists of villages, of reeor}c)lspand fm?fﬁ:i Mth'the exeaution thereof.
%Ig %ﬁglatfer of 1;3011tingent chavges.
e of applications for regstration of 1
Y Coines of cortificates of engglambmnce. nd transfers.
m). Old registors of sales of lards.
(n) II)AGMe applications. \
(0) roceedings of the Inspeotor-General, printed and manuscript

2. Two lists shall .
proposed. for destm::ti?)n_ be prepared, one showing the doouments and the other tho records

3. The ki

, ® list of documents shall be prepared with referenco to the instructions given in
't. go- 11 9f 18?4..‘; In the column of remarks,
it should invariably be stated whether a/l the
o 2%“;;?$enigmf registration rule 19 have been
.~The list . with or not.

Begiltrar’n oﬂ‘:o; ;;fdl:""rd“ ]rc(aicegded] from Sub-Registrars should be carefully examined in the
such records as, in th ﬁgn-’“ ated list prepared and submitted to the InaPeotoy General of onl
The list of Jou, ot : gistrar’s opinion, may be destroyed under the rules ans r;em’ . fon 4
" % Gocnments received from Sub-Registrars should also be similarly dealt :igs a fore:

* For specimen form, vide 8 to 0
' Pages 368 to 268 of th i
t For specimen form, vide pages 270 to 281 oof mnnwkemtn&x: Muu.nulw'

*
3 Page 119 of the Begistration Manual.
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5. Such of the document or fees receipt books or other registérs or fil
completed should be entered in the list of records recommendedgto be destroe_;?e?il.11y 28 have been

6. Copies of A, B, C and M-R, monthly returns received from Sub-Regist

; ,or N - d filed i
the Registrars’ oftices may be retained for three years and then proposed f %s trnotn =
triennial report has been submitted. proposec for _estructmn after the

7. District Gazettes should not be destroyed but sold by public aucti

credited to Government and entered in return B. yP uction and tho sale-proceeds
8. The Presidency Administration Reports and the vernacular calend i

bound and preserved for reference. endars supplied should be

0. Tho lists should be submitted to the Inspector-General not later than the 1st M
year so as to admit of his orders being communicated to the Sub-Registrars in time. axch each

OTACAMUSD, (Signed)  S. SRINIVASA RAGHAVAIYANGAR
29¢k September 1892, Inspector-General of Registration.

To all Registering Officers.

From IL B. GRIGG, Esq., c.LE,, Rcsident in Travancore and Cochin, to the
Chief Secretary to Government, dated Trivandrum, 24th October 1894,

Tef. on C. No. 2898.

In reply to G.O,, No. 024, 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
General be invited before final orders are passed.

Accountant-
ENcLOSURE,
Laist 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 .. e . D
3. Accountant’s daily balance sheets .o .. .. 15
4. Payment orders to treasury .. . . .o .. .. 10
5. Daily ledger abstracts of receipts and charges .. - .. 10
6. Copies of travelling bills .. .. .. .. .. .. 5
7 Detail minor bills of Saderward and contingencies . . .. .. b
8 Deposit registers, Revenue, Civil Court and Criminal Court and re- s

avment register .. ..
9. Stamp accounts (Postage, Telegraph,

Genersl ‘and Court-feo monthly
accounts except annual accounts) .- .- .. ..

i i . . 10
10. Governmeut promissory note registers . . .. - .- .
11. Government Fnterest receipt, old files .. .- .. ntwéy 1};2 gestmyed_
12. Stock note accounts of all sorts .. . . . . mot to 5estroyed_

13. C v note returns . . . . .- ‘e .. oo
14. Oilm:gn;s Bank accounts and pass books (except ledgers) . . may beddestroyed.
15. Money order accounts .. .. cer e .o l(:;

16. Old advices of bills, e. .. . - . .. .o - 10
17. Counterfoils of receipts .. . thc.Accountant-Geneml 2

18. Office copies of periodical accounts sent to
19. b‘,nl Lrse(d%d CodIc:s, cireulars and spare copies of such . . not to be destroyed.

20. All unimportant correspondence such as letters from pensioners, requi- ]
sitions for hundies, &e. . . .- .. .. ..
Treasury Depariment.

1. Treasurer’s daily balance sheet. . . . . lg
2. Stamp accounts (store and sale) . .. . >
3. Indents for stamps . .. - . :
4. Registers of examination fees .. .o . 3
5 .

. Shroft’s rough chitta .. .
'Y -
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General Correspondence Department.

Years.
1. Correspondence relating to the service of summonses - o 2
2. Reports of vessels .. .. .. . ‘e - .
3. Vacoination returns and diarics of the Inspoector of Vaceination .. 2
4. Correspondence relating to the grant of opium permits .. .o 2
5. Petitions of an ordinary nature which generally onds with & reply .. 2
8. Statements of pepper exported and tobacco imported . e 2
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 {
ammunition for sale .. - .. .. .. .. e ) 3
8. Correspondence relating to forwarding of books, &e., to the Diwan’s,
&c., for perusal and return .. .. . .. .o .. \ 2
9. Correspondence relating to forwarding of rainfall returns .. .o 12
10. Postal notices and other correspondence relating to the Resident’s } 2'
tours .. .. . .. .. . .- . O
11. Applications for certification of documents for examination certifi-
oates,&o, .o .. e . . . .o .o 12
12. Abstract of letters uddressed by the Chief Engincor to the Diwam of
Travancore e .o .. .o .- .. v 2
13. Givil Court returns from the Diwans .. .. .. o .o 2
14. Correspondence relating to the obta.ini:%,of the Resident’s permis-
gion to Cochin Department of Publio Works estimates . . e 2

_ 15. Correspondence relating to the publication of notices in Gazettes .. 2

16. Extradition cases of an ordinarg nature .. .o .. + + 2 years after cor-

respondence in
. the case is com-
pleted. There
'may he refer-
ces in oxtra-
ition oases.
17. Old Tinnevelly, Coimbatore and Malabar Gazettes .. .. .. 2 ’
18. Old superseded Acts .. .o - . e .o . 2

19. And all other miscellaneous correspondence of a vc.ax:y unimportant
charaoter which do not go into the disposal rogister and index .. 2

From T. W. RAWLINS, Easq., Accountant-Gencral, to the Chief Secretary to
Government, dated Fort St. George, 14th November 1894, No. 3463.

In reply to Mr. Davidson’s reference No. 2090, dated 29th October 18?4; on
letter from the Resident in Travancore and Cochin, submitting lists of papers 1n his

office which 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
agaiust items 3, 8, 7, 8, 17 and 18 should be altered to 16, 5, b, 15, 20 and 1 years
respectively, and in the list headed

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
toms 14 and 15 in the former list, the Comptroller-General has intimated that there
dﬁ:&ol;?&m‘:y for keeping the records any longer. Items 12 and 19 should not be

3. The periods
seem to be sufficient

proposed for the retention of all the other returns in both lists
L

A

. From J. THOMSO .« . . o
to the Chief Selgx’-e?asg, Acting Collector and Government Agent of Tanjore,

to Government, dated 80th Ooctober 1894, No. 126.
With reference to G.()

» No. 624, Public, dated 20th August last, I have the
honour to submit he ith & ki ’ ? . Augu y v
Government Agent’s oré:;_ 8 list of records to be retained and destroyed in the

2. Theﬂﬁ“emment A ) ‘ B .
. nent Agent’s reports to Government, which are subsequently
printed and communicated to him, will be only very few in a year and it is not noces.

sar to P . . .
bei:y; g d::g-’:)?;ei_ the originals from the bundles of ‘correspondence for the purpose ot
.

—

“ Treasury Department ”” the number against.
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Excrosure.

List of Records to be retained and destroyed in the Government Agent’s Office, 'Ta.nj ore.

Major Head. g To be retained. ’ ’ To be destroyed.
- ‘} * ‘ » -
I , . After
: i N . years.
|
T . i L. Fort 8t. George Gazettes .. . .. 10
Books and Periodioals .. . 2. Tanjore District Gazettes .. ... .. 25
. i »
i .
. , ing to revision. 1 1. Pay abstracts with leave statements and
Estatlishments .. .. | Papors relating to rovis L e T e Tatemente wad
» . { 2. List of appointments .. .. .. .. 5
» 3. Buspensions and dismissals .. .. .. 30
‘ 4. Landed property statements .. =+ ., .. 10
. | 5. Travelling allowance bille .. .. .. 6
+ | 6. Boutine correspondence e .. ]
! 7. Libt of officers aged 55 years and upwards . 2
‘ . -
. i 1 .
.. .. | Paravanagis or orders kl'atmg to the
Inams. a rant o%lland by the late Bajas of | .
anjore. ‘ ’
: . |
i . .. | Papers contaiping legal opinionsof the " e
Legal Opinions . Al:ievocabe-(a‘reneral. Lo . s .
. . re and oorrespondence relating to | Receipte, reports, vakalate and life certificates,. 10
Pensions .. .. 0::: ot of Pm&mm to the descen- | Routine 'oorrespondenoe regarding disburgement. , 5
dante of the late Raja of Tanjore. ; Bpecimen receipt forgtx; _czx‘lit::)lméggk:lxgnﬁﬁ;um of
. " Pension abstracts. ,  Gosha pensioners obtained by Bir kole from their
[ Appliostions for pension or gratuity ' agents to ascertain the pensioner’s existence in
! and orders thereon. I Tanjore at the time of pension payment - ., 10
Papers connected with the grant of : . . .
. ! pep:sion, &o., to the Kandiyan fami- t
i lies. ’ :
o ! Lo
Politial .. .. .- ' Al papers of importance. e
. | Papers connected with the anpual repairs to the
Pablic Worke ! Panjoro Palace buildings b Tor 00
1 ;
! » : i 5
! »1 indexes. 1. Gieneml registers .. .. e .. 50
Records .. .. .. l thﬁlcgs réi ting to custody and?preser- | 2. Orders and correspondence about the produc-
. . i vation ‘ tion of records .. . . . 5
f ' 3. Register of search fees .. 5
' .
AP ’ A
. . | 1. Orders regarding the procuring of | 1. Indents and accounts ., - .. .. 5
Stationery and Stores .. : 1 (zto:ee bygalo mlgpurohgse and the | 2. Routine correspondence .. . . 3
- submission of returns of stores.
9. Orders relating to distribution of
stationery.
Saits * .. |1. Judgments end final orders of | 1. Papers other than judgments .\” .. .
e " courts. RN
LT Register of P. P.Os. - .. . .. 25
Creasary .. . . Budget statement and correepondence .. L 1
' # Account particulars of contingent charges * .. . 3
| Duily cash account.
! Permanent advanoce accounts. .
‘! : ﬁegiamrs of contingent charges .. .. . 13
- j ¢knowledgment of Permanent Advance Fund, 1
-
! . -
" 1. Office copies of Sirkele’s notes to Government
Miscellaneous .. .. Agentp.. .. . e I,l,
2. Bervice registers ‘of dismissed officers after
. dismissal order is passed and then if no ap-
o . peal has been filed |, .. .. . 3
3. Report on verification of service registers .. 2
4. Miscellangouns petitions such as applicatfom
. for copies, appointments, &ec. e . 1
5. Btatement of persons thrown out of Govern-
ment guploy .. .. .. 1
. 6. Statement of unserviceahle farniture .. 1
. : 7. Indents, for office furnituce, peons’ belte and
. . badges .. . .. .. .. .. 1
' , .| 8. Estimates for binding books ., .. )
* - »




 retained and destroyed in his office,
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‘From T. W. RAWLINS, Esq., Accountant-General, to the Chief Secretary to
Government, dated Fort 8t. George, 29th November.1894, No. 3596.

In reply to Mr. Francis’ endorsement, No. 2292, dated 20th November 1894,
foryardm%r for remarks in regard to the iteins under * Treasu ” letter from the
Acting Collector and Government Agent, Tanjore, submitting a list of records to be

similar }'egisters in Collectors’ treasuries, there appeais 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. -

A
r——g—

Letters from the P.residenqy Port Officer, dated 13tﬁ September and 29th Novem-
ber 1894, Nos. 1092—350-G. and 1092—411.G.

Asstaor.—Btaking, in reply to G.0., No. 624, dated 29th August 1894,

0o modi .

.

———nst—

A . . . “ . - : | 5
G.0., No. 614, Public, dated 16th July 1889,  _ | "-

. k]
~ AssTrAcr.— Approving the Presid
PmommmmMQ?:eanfndmh peri

L

-

Port Officer’s lists .of the rooords in his ;bhd in th

e 1 ally destroyedsubiect to th is0, in!the 0880 O
the latter, that any papers discovered i th;“ oo royedysubject to the prosiso, in| the .
of itteres or will bo required for future reforonoe thall by ey FOOD that ate hikely to be
o »‘?d o . i LR - R * *
o . . —* ! .
"~ From 0. ¥ MacOARTIE, & o |
P !(‘} Ma,cOABTI,h, Ksq.»1.C.8., Private- to ) rable
gvernor, to the Secretary to the Rightliono
. Deoember 1894,N086. ry Govemnt) datﬁd 22‘11(1

: ; : Guindy,
o ‘In - \ A t.o onr H . i
state that T wid nyQt.rex?lmm .0, Mo, s

A PPLy to this office wh August 1804, becs®
are preserved ; ico Where very few peo ’
the Remares: tzll official representations, ords of a permangnt patar®

» Patronage, appointmerte

. of Governg i e’

Iﬁappehd lisaof oconds s::oied from time to lime, no ﬂxedr an!lll(:a beingé rved
! whi ;

and, ag regards the account Portizn a:? Pt‘l’l’emm&nel ntly retained and Periodically d troyed,

modifications or j : shall be quite prepared any
question, ﬁl.p!'ovement.s which may result fﬂm? the %‘;vemm::t‘?;) t“ in
| Encrosuzus, ‘
»’ . y. ] . .
. List of Reoords ppriodically deetroy '
2 Oough dompatoh and reseipt registers T ’
) 2 81;}).;“3“?:"’1.1’“% allowance bills, .
- Copies of te] ) : ’
Demi-oﬁqi‘lem:mu . : *

I have the honour to state that, as in the cage of

i i that the arrange-
. mnm%?d in @.0., No. 614, dated 16th July 1889, have worked satinfao{orily and roqu%re; 4

d 'd.'ted . L . ] *
to G.0., No, 6;:’Pnblio,1%h Instant, { bave the jonotr 40

fran®
ording -

e g

e e R o e A AU
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B.
. " List of Records permanently retained.

-
’

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

. Orders of Government reliting to offices of the Private and Military Secretaries,
* Government houses, furniture, the contract 'allowance, &e. *

. ©ash accounts, vouchers and receipth.

Pay abstracts and acquittance rolls of office establishment of the Private Secretary.
Circulars from the Accountant-General. .
Circulars from the Controller of Military Accounts. ~ ® e
Government Orders, &e., relating to His Excellency the Governor’s*Band.
Government Orders, &o., regarding His Excellency the Governor’s Body Guard. -

»

oo

S

N R

From J. ANDREW, Lsq., Political Agent for Pudukkdttai, to the Chief Secretagy

to Movernment, dated Trichinopoly, 10th Janthry 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 perlods"for which I think records

ghould be retained. o -
2. I have recommended very few sub-divisions in point of time, 7.e., I recommend

- ihat papers that need not be permanently retainedvshould be,destroyed after either

fifteen or three years. I have thought it as well to reconymend only two periods and
not a large number such as is t¢ be found in the Rovem}e Department,wiz., 1, 2, 3, 5,
6, 10, 11, 12, 15, 20, 25 and 50, as I think the less complicated the rules are the
beteer. For most of them I have fixed a pretty long period, viz., fifteen years, apd it
will do no harm if papers of no great importance are retained for that period. This
classifying of all destroyable reeords into only two periods has the merit of simplicity,
in thaf 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 end of each all
that will have to be done is to have the papers fifteen ycars 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 Poli-tical office to hold all the
papers for the periods now recommended without inconvenience, . ' '
- T . .
Excrosurgs.
A. ..
) Records to be permanently retained.
: - T Whether
. Bubject. permangnt or
N . R destroyable.
1. Aocts and regulations .. .. .. %. ., .- .. Permanent,
3. Administration reports, annufl budgets and correspondence .
oonnected therewith, including reviews .. .. .o Deo.
3. Books@ind periodicals (provided that old editjons superseded
. by new editions may be destroyed when no longer required). = Do, .
" 4. Correspondence with Government, the Dewsn, and members .
. of the Tpndiman family relating to matters of Political
interest or which are of permanent importance .. . Do.
5. Sovernment Orders .. - o .. e e Do.
6. Irrigation and Boundary disputes between Pudukkéttai and
British Territories .. . e T . . Do.
7. Pudakkéttai Gazeftes .. e o~ . .o . Do.
. 8. Begisters of correspon%enoe snd other important registers .. Do.
¢ Seasofi reports oo ). .
9. Btatistical .. { Prioe liste 2 LY + Do. -

Rainfall report; . : ‘
10. Registers and returns of births, de?hths and mgrriages® ., DO. .

w

k2

et P —————————e o



]
16 . No. 1123,.PusLic, 12rz OcroBer 1896,
B. _
. . Records to be periodically destroyed.
Number
- * Subject. . Oft,g'eblo"
. . rotained.

L Corrupdndenm, acoounts, returns relating to the following
» subjeots — :

(a) Agricultdre .. e e . . .. )
nsus .- . e L e l
&; %?lesigstical . ‘e ‘
ucajon .. ..
* (e) Estab’}%hment .. .o .
«f) Exoise - . .. ..
(9) Famine .o . .. vt e . .o
(4) Jails . .o .. .. .
(5) Judicial . . .. e . ‘e 1 '
(/) Legislation .. .. ~, 5 . e ..
» “k) Medicﬂl '-; . ‘e ‘e .e Tas e
‘ : () Military « . .. .. .. .. .. ‘
(m) Minerals [, .., 0 .0 07 15
(n) Police e . . .. .. > ?
(o) Post R e e
. ‘ » Pnb}io Works . %, - O o
‘ ‘ {(q) Bzgn;t:rs other than those mentioned in item 10 of
B 18 “e ° s . ‘e LY e .
". (1’) R i mtion - " a .. ) ... ‘e . ..
{s) Re gious endowments ..
: ~ (¢) Stationery .. .. e ..
: * @St LD e T y
e e v) Burrey = | cv . : -
gt (w) Treasury .. . .. Lo . °
c7 {») Trigonometrical surv Y .. . o o o

...+ (o) All'other subjects of a misoellaneous natire )
. Mq?mﬁ?b%'“ ‘the above papers which the Political Agent -

‘ Tmanem i . .
- . ‘nently or for a pegﬁ:ed longer tll!::go;itfz;.: ;l:::l.d be retained parma-

IL Fort 8¢, Gr'?drge, Gasettes

e o . .o .o 15
- IIE Co coted wi o
. :;Es {'ﬁ: ?ﬁ?:e _conn. . w1th Procosses, extradition of oriminals, 3
¥ ’ : ot o . . .
IV. Umimporthnt papers and retuths such ag reminders, &o. , . 3

V. Spare copies of Government orders,
L : : » the future retention of which '
B 18 not oonudered'ngcessary by the Political Agent ., .o 3
 Provided that an '

! J papers may be kept for g ] i g
gesenbed under the sﬁecial order ol; the Po}i:;gfrg);:;%d“trglil:h‘:)%:g
pa%:g be entered in the register opposite the entries rell;,ting to sach

..‘
|

From Miss E. 1818 POGSON, r. r. uzr. ‘soc., Meteorological Reporter to_the

. Government of Madras; to the Chief Secretary to t dated 15th
Japuary 1895, No. 23. cretary to Goverrinent, date

~ With refe’rehce to G.0., No. 624, P bli * bsequent
reminder, I have the honour t » Public, dated 29th August*1894, and subseq

Ave the o statethat it is absolutely necessary the actual
records of all scientific observations should be most cargtulleo; presert:l:g for future
reference, researches, or discussion as may be found requisite. Such papers should
therefore be classed as special works and not subject to the rules made for ordinary
office records. .Ordinary correspondence and papers mot Tequired 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 resérved for reference. . . ’ '

T » ‘ -
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From the Government Solicitor, to the Chief "SBecretary to Government, dated
Madras, 4th February 1895, No. 53.

With reference to the G.0., No. 624, Public, dated 29th August 1894 I beg to
veport that, so far as I am aware, there are no Government records in my office which
should be dgstroyed, 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
js impossible to say that the records of a Solicitor’s office will never again be required,
as a matter which has long been disposed of sometimes crops up aggin, years after, in
sonnection with some other matter. oo :

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

* iy L3

. » )
From the Commissioner for Government Examinations, to the Chief Secretary to
"Government, dated -Madras, 4th February 1895, No. 288. .

With reference to paragraph 3 of .0., No. 624, Publie, dated 29th August 1894,
[ have the honour to report that the records specified below may be destroyed after
the expiry of the period noted against them : —

(1) Petittons .. .. . .. .. Bix months after disposal. *
(2) Candidates’ applicatioms ..
(3) Examiners’ mark books .
(4) Statements and returns from Primary‘
Examination Chairmen. o
(5) Financial statements from treasury | Six months after submission of the annual
officers. report to Government.
(6) Reports and other statements fromx | -
~ Examiners and Chief Superintendents. )
Contingent bills from Chief Superinten- .
@ (t)i.];ntsg .- .o . .o Two years after final adjustment. .
(8) Essays, plans and field books from candi—] -

. ; Fifteen months after receipt.

tes.
) Lg:ters and otlier papers connected imme- >'l‘hree months after the publication of the
diately with one or other examination results of the examination concerned. !
when in progress and of no importance J
_after tife examination is over.

(Signed) D. DUNCAN,
Commissdoner.

.
L

i

. From the Hon’blo Mr. D. DUNCAN 4., D.Sc., Director of Pablic nstrugtion,
to the Chief Secretary to Government, dated Madras, 13th February 1895,
No. 1638.

With reference to paragraph 8 of G.O., No. 624, Public, dated 29th August 1894,

"1 have the honour to submit a statement specifying the records in my office, in the

offices of the inspecting officers and in Government colleges and schools which,
I consider, may be periodically destroyed.
.

[ d
ExcLosure.
STATEMENT SHOWING RECORDS WHICH MAY BE PERIODICALLY DESTROYED, .
(A) Ix tuE OFFicE OF THE DirEcToR oF PuBLIc INsTRUCTION.

After an interval of one year.
Annuasl 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 ex&mindtion. '
Applications for employmegt. _ )
Ogrgespondenoe oonnected with leaving eertificates.

L3 . [ 1 5
*
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After an interval of two years.

Copies of grant-in-aid bills.

D and Egists of results schools. . . *

Diaries of inspecting officers.

Travelling allowance bills. . :

District (razettes excepting portions relating to Educational matters. .
Monthly statementsof work done by the inspecting officers. - . . fioers
“Monthly return of leave, appointments, dismissals and fines from the inspecting ofiicers.
Half-yearly returns from colleges and schools. :

. After an i:;lc;rval o}: tl;ree ygars.
Consolidated reports on primary anE lower secondary sohools.

“After an interval of five years.

Inspection reports of colleges and schools. . :

(B) Ix tue Orrices of THE InsprcriNG OFFICERS.

After an interval of one year.
Annusl returns. ¢
Quarterly returns of unanswered references.

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

After an interval of two years.
D and E lists of results schools.’

Diaries of inspecting officers. ‘
Travelling alsl?:ance bills, '

District Gazettes exoefting portions relating to Educational matters.
Monthly statement of work done. '

Monthly return of leave, appointments, dismissals and fines,
- O Form applications. '

- Diaries an tt sheets of inspeoting sohoolma.aten;.

10
g of e - t schools with scale of .
Rogister of resu ts%tu. grants

.

Miscellaneous returns and sccounts. . )
Nominal rolls and mark and pass lists relating to grant examination.

After an intercal of three years.

. Gonsoli;ia.ted reports on primary and lower secondary schools.

. Afier an interval of five years,
Impeotion reports on colleges and schools,

(C) In CoLLEGRs aND ScrooLs.

After an interval of siz months. |

Applications from students or their parents or guardians for leave, promotion, sdmission snd
acquittance oertificate in other than training institutions.

, L 4
After an interval of one year, .

Admission, attendance, gymnastic, corporal punishment, scholarship and library registers.
Annual returns, .

Monthly return of attendance of masters.
Time-table.

Miscellaneous returns’and accounts.
School-fee registers and half-yearly returns. ' -
Registers of ofiticism lessons and periods spent in practising schools by students under training.

Library regis®rs. _ |
‘%“;ﬂqat? of health, age and conduet and acquittance oertificates produced by students on
ad.nission,

Applications for admiseion, leave, &o., in the case of training institdlions.

L ] "
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. After an interval of three years.
Inspection reports. '

. . ) .
Warrants, orders of detention and reports from magistrates, &ec., of discharged pupils, received
in the Reformatory School.

After an interval of five years.
Bonds executed by students under fraining.
Endorsement—dated 20th February 1898, No. 347-A.
The follov;ing are forwarded to the Judicial Department for favour of remarks.

(Signed) J. F. PRICE,
. ‘ . Chief Secretary.

p—

Colonel H. 'W. H. COX, Commissioner of Police, Madras, to the Chief
FromSecx(‘)eglr'y to Government, d;ited Madras, 22nd December 1894: No. 146.

. ference to G.0., No. 624, Public, dated 29th August 1894, T have the
honozzltf(l)l il:f(?:m you that the instructions laid down mn Appendix D of the orders of
the Madras Police published by the Inspector-General of Police are observed in the
matter of records of the City Police. _

2. As regards the records of the License Department of my oﬂipe, I consider that

11 re 'isters of licénses issued under the Indian Arms and Explosives :_md thg City

i’olicegActs may be treated as permanent records and that the counterfoils of licenses

issued under the above Acts be destroyed at the end of the year following that in
which they were issued.

M. HAMMICK, KEsq., I.C.8., Inspector-General of Police, to the Chief
Fr(:mseeretal‘)’ to Govel,‘nmen{: dated ’Madras, 18th February 1895, No, 870.‘

ith reference to G.0., No. 624, Public, dated 29th August 1894, I have the
the hﬁggrlioe;i%mit a statement shz)wing the records of my office which may be
periodically destroyed.

* &
ExNcLosURE.

' to be periodically destroyed with reference to G-~0., No. 624, Public
List of records proposed to be p ldatedy2 otk Au}é st 1894, 1hlte,

U . —
o . Period
Name of record. of reten- Remarks.
tion.
Printed papers. YEARS.
Report on the Administration of Criminal Justice, Madras Presi- 5
B;%iy-on the Adminisfration” of Civil Justice, Madras Presi-| 5
1
A jeini tration report .o 5
i ra . . .. ce e _
Xﬁhlﬁ?mégﬁme of the Sea-borne Trade and Navigation of the 5
Madras Presidency. R . .
Admmistration of Abkiri Revenue ..

Repolr)tcf)n the do. of Salt Revenue 1 d . t. . ‘e {;3
-iminal Justice, Hyderabad Assigned districts . 5

Bep]o)r; o Cl*l e do. - Central Provinces e . . 5
Do: ‘ do. Buarma - 5
Do, dO. Oudh . .o .e . 6
Do. do. Punjab .o . e .o .o 5
Do. do. Coorg .. .. e .. .o 5

-
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List of records proposed to be periodically destroyed with reference to G.O., No. 624, Publio,

datpd 29th August 1894—cont.

Period
Name of record. of reten- Remarks.
. l tion. [
Printed papers—-cont. YEARS.

Judicial Statistics, England and Wales - .. .. .o ‘e 5
Criminal and Judicial Statistics, Ireland .. .. cer es| O .
Report on the Administration of Civil Justice in Coorg .. . 2

Deo. do. of Central Provinces 2

Do. . do. of Punjab .. .. .o - 2

Deo. do. of Burma .. .o .. ol 2

Do do. of Oudh .. . .. . 2

Do. - police supply of dothing, Burma .. o ol 2 .

Do. working of “the Thagi and Dacoity Department ..| &
Finance and Revenue Accounts of the Government of India .. 3
Btatistics of British India for the Judicial and Administrative| 3
. Departments subordinate to the Home Department.
Annual returns of Civil hospitalg and dispensaries .o w2
Report on Vaccination, Madras Presidency 2
Annual Returns of Ordnance Stores .. .. .. 2

Do. Medical Report, Government Lying-in hospital .. 2
De. report on Lunatic Asylums .. co aa 2
Establishment list of the Chief Secretary to Government . L2
Manuscript papers.

Officers’ travelling bills . . .. .. .o 10
Butta register of inspectors, head constables and constables 10
Accounts-Gurrent .. . . .o . .. ..| 10
Petitions from Police ‘officers against dismissal, &o.. and petitions | 10

from private individuals.

Indents for stationery .. .. U o1
Clothing indents - .. . . .o .o
Objection memoranda .. . % . .

Annual return of arms

Hospital contingent bills

Contingent bills .. .. e .
Judgments with#summary of resulés of Sessions cases )
District Administration Reports .. .o .o .. e
Forms L (i) Audit .. .. .. .- '
Memorandum of sums drawn from the treasury
Railway bills .. - .o o .o ..
Statement of receipts of sandals, boots and cumblies
Indents for forms .. . .. .. ‘e
Report on state of huts =~ .. et ..
Department of Public Works budget schemes ..
Budget ‘estimates for departmental works ..
List of incomplote works (departmental) .. .s
Roport on the verification of service books - - .
Statement of landed property held by uncovenanted officers

Reports of departure and return from leave granted to inspecfors. |*

* _ and lst-grade head constables, &o.
Leave applications from inspectors and 1st-grade head constables
Recovery lists = .. .

Estimate for requirements of sandals, boots and cumblies

Monthly statements of pay and allowances .

Compilation of the above .. .o .o .o e e

Special reports of grave crime - .. . .. ..
eekly reports, Part II .. .. .o .. .

Statement %‘. .. .o .. .. . e .o
Do. F. .. .0 .o ‘e .o - .. .o
Do. of polioe officers convicted T e .. .o .

Do. of murders .
. Do. of cattle poisoning

[
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This information
is embodied in
Police Adminis-
tration reports.

Pl

List of records proposed to be periodically destroye& with reference to G.0.,

dated 29th August 1894—cont.

No. 624, Publio,

Period |
Name of record. of reten- Remarks,
tion.
Manuseript papers—cont. YEARS.
Special report on dacoities . e ee . .. 1 15
Ttinerary report of Superintendents and Assistants and days 1

speut in camp by Deputy Inspectors-Greneral.

List of stations unvisited .. .. .. .. ce e \
Statement of prisoners escaped .. .. .. . e |
Return of warrants and summonses .

Do. of murders, culpable homicides, &e.

Statement showing infanticide by women .. .

Do. of fires and property lost This imrormation
Roturn of depredators, &e. .. .. . .. .o .. is embodied in
Statement of dacoities classifi with referepce to property lost .. ? Police Adminis-

Deo. of robberies . . .o .o .. .o l tration reports.

Do. of house-breakings .o .o .o |

Do. of cattle thefts ‘e ..

Do. of ordinary thefts - .. . _

Do. of offences under the Arms Act .. ce e ..

Do.  of cognizable cases tried by High and Sessions Courts .

Do. of referred cases .. ce e e e .o I

Do. of attendance of officers at Sessions .. - .

Criminal statistics (statement A.) .. . .. . . )
Statement of grave crime .. Y .. .o

Do. B. . . ‘e - .

Do. of Police patients 1n ho§p1ta.l e .. e .

Do. of offences on railway lines = .. .

Do. of dacoities . . .o .o .o

1 tion of licefbed premises .. .. ..
sz)gfx;ative statement of house-breaking and theft

Return of murders

Reports of grave crime .. .. . - ‘e ..

Rewa‘rdﬂ';t.te t e . .. .o e
atemen .. ce L ee .. .. ..

gtl:ttgnlﬁaits of receipts and issues of clothing e

Quarterly return of arms, &o. .. e v .. .

Delivery and receipt vouchers . . .. e .

Occasional indents .. .o ‘e .. . .

Identification ofd habituals .. .o .. e e
K. L. memoranda .. ce e
List of buildings erected by private individuals .. ..

f public buildings .. .- .o .. ce e
ﬁiﬂaﬁdﬁl}roﬁ the Accountant-General calling for detail bills .

Applications of rejected candidates . . .. .
Statements of escorts supplied .. . .. .
Do. of police officers convicted
Do. of offences on railway lines
Descniptive roll of men wanted .. e .. .. ..
Do. of K. D’s. list of property, %e., for Police Gazette.
Notices published in Police Gazette ; ..

List of Government servants thrown out of emplo-y;nent .

Jtatement of offences against coinage ‘e

T e Tl o e Rl R e e T e e N e T T o I S U
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7
| To be destroyed
after publication
1n Police Gazetto.

To be destroyed after
submission of con-
solidated statement

Acconntant.

General.

1} To be destroyed after
submission” of con-
solidated statement
to Go

vernment.
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Endorsement—dated 5th March 1895, No. 469-A.
Retransferred to the Public Department with notes in original.

(Signed) A. BUTTERWORTI,
Under Secretary.

Office-note from R. HILI, Ksq., Superintendent, Government Press, to tl‘le Chief
Sceretary to Government, dated Madras, 28th Docember 1894, No. 3544.

In reply to G.O., No. 624, Public, dated 29th August 1894, the Superintendent,
Government Press, submits a list, marked A and B, of the DPress records. List A
shows the records to be retained, and List 5 shows the recor:ls that should be
des’ﬁroyed after certain periods marked against them. The undersigned suggests that
the opinion of the Accountunt-General may also-be obtained with regard to the items
1 to 6 in the B list. ’

«

ENcLosURE.
List A.

. Copies of Annual Returns of Establishmepts. . )
. Copies of Annual minor Statements furnished to Jhe Accountant.General.
. Fort Saint Georgo Gazetto Filos. ‘
. Government Order Files. ) :
- Invois Books of Printing and Binding Materials imported from England.
. Permanent Acquittance Rolls. )
. Pieco Acquittance Rolls.

2,3 OB CC DO

List B.
Cash Books .. .
. Ledger Books .

..
.. ..
. ..

1.

2 ]

3. Day Books .. . I To be destroyed after
4. Journals .o . .o . 15 years.

9. Advertisement Bill Books .o o, . .. .

0. Bparo coples of Fort Saiut George Gazette .. .. .. ..

7. Copies of Correspondenco .. .. } To be destroyed after
8. Stock Ledger of Publications and Acts.. .. #10 years.

9 :

. Plaut Day Book . .. - . .. . ) .
10. Plant Ledger Book .. .. | , ‘od after
11. Stock Ledger for Plant, Stores, &c. .. . . .. .o >T05bee§g:tr0}6d

12. Stationery Office Indont Books .. .. . . ool youzs.

13. Bill Books .. ce .. ..

14. Tender iles . - .. - . .
15. Tndent Book on the Under-Warehousoman for Acts, &o,
16. Fine Books .. .. .. - .. .. .. ee)
17. All Government Orders for mserting Notifications in the Gazette. |
18, All Correspondence from Departments for ingerting in the Gazette. %

.. ) "To be destroyed after
} 3 years.

To be destroyed after
19. Line Acconnt Books .. 3 yours.
20. Rough Abstract Books .. |
21. Treasury Receipt Files .. ..
22. Private Postage Account Books o
23. Service Lostage do. .. .. . .o . (

24. Foil Recoipt Booka of Acts, Indian Law Reports, &o. .. .. 1 To bo destroyed 2
?5 Subscription Books for Gazottes aud G.0.cc. . .. b years after the
26. Recoive Letters from Constituents for Acts, Reports, &e. ., . audit is over,
27. Letters recoived on account of Subseriptions to the Fort St. George ’

Gazette and [ndig lLaw Y o
23. Coutingent Rogistors - 1 P ™ Mudrin Soricy

.. L)

- - N——

e

29. Acts of Government of India .. . g To be destroyed 6

30. Acts of Government of Madras . . : ::gnrt;;; as;:(tfr they

From T. W, RAWLINS, Esq., Accountant-General, to the Chicf Secretary
to Government, dated Fort St. George, 26th March 1895, No. 791.

With reference to \ \ 1895, on
the office-note of the § your endorsement, No. 29, dated the 10th January y

bet 1894 (Leremrir,® Superintendent, Guvernment Press, No. 3544, dated 28th Decem-
o I (herewith returned), I have tho honour to state that, as suggested by that
oflicer, there seems to be no objection to his destroying after a period of 15 years the

records referred to in his List B as items 1 to 6

R
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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 Government, dated 11th
March 1895, No. 688. .

In reply to G.O,, No. 624, Public, dated 29th August ]_894,»'1 am direct@d to
inform you that, after reference to the Distriet Judges, the High Court 18 of opinion
that the present rules for the destruction of use!ess records contained in .0., No.
1041, Judicial, dated 18th June 1889, are sufficient and that Jo changes need be
made so far as the Judicial Department is concerned.

From J. H. A. TREMENHEERE, Esq., Collector of Bellary and Political Agent,
Safidur, to the Chief Secretary to Government, dated 29th November 1395,
Dis. No. 1558.

Adverting to G.O., No. 624, Public, dated 29th August 1894, I 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 J udicial 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 importance, such as sun_nads, correspond_enqe ‘
regarding allowances paid to family members of the Native Chiefs, may be periodi-

.cally destroyed.

From C. M. MULLALY, Esq., Collector and Political Agent, Kurnool, to the Chief
Secretary to Government, dated 9th December 1895, C. No. 171, Political.

In reply to Government memorandum, No. 2833, Public, dated 25th November
1895, T have the honour to report that the G.0., No. 624, dated 29th August 1894,
referred to therein, was not registered in the Political branch, and hence the fact
that a report was due was lost sight of,

9. Records in the Political branch of this office are maintaiped from 183‘.?—-the
year in which Kurnool came under British possession. They consist of two portions—
one relating to the family of the Kurnool Nawab, and the otber to the Bgnganapa}lle
State. These records are partly in Persian and Hindustani and partly in English.
They have hitherto been treated as permanent records and no destruction has taken

lace.
g 3. The records relating to the Kurnool Nawab’s family consist of official corre-
spondence between the Superintendent of Khandans, the members of the Kurnool
Nawab’s family and the Collector of the district. These chiefly relate to Khandans’
rights and claims to the pensions, &e. As there seems to be no necessity to retain
these records permanently, I would suggest their destruction periodically excepting
important documents, which must of course be retained.

4. The records relating to Banganapalle State consist of corregpondence ) between
the Nawab and the Political Agent. The reports and returns which are printed and
communicated by Government should, I th}nk, be destroyed, as also unimportant peti-
tions and correspondence connected therewith.

5. T have deputed two Hindustani-knowing clerks to help the Political munshi

in preparing a complete list of records, and I shall shortly report pa?ticulars of what
records I consider should be destroyed and what permanently maintained.

———

From C. M. MULLALY, Esq,, Political Agont, to the Chiof Seoretary to
Government, dated Kurnool, 9th May 1896, C. No. 76-R.

With reference to paragraph 5 of this office letter, Current No. 171, dated 9th
December last, I have the honour to submit, herewith, two lists of the records relating
to the Kurnool Nawab’s family——one showing the records to be destroyed and the other
1o be retained.

-
]
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Orpgi—No. 1128, 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 tho Chiof Sceretary were directed
to report what reccrds they considered might be periodically destroyed without 1n-
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 mnecessary 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 Solieitor and
the Presidency Port Officer. The proposals submitted by the undermentioned officers
are approved with the intimation that files of gazcttes, mewspapers, and such like
printed matter shoula be sold as waste paper “instead of being destroyed —-the
Inspector-General of Prisons; the Inspector-General of Registration; the Political
“Agent for Pudukkdttai, with the exception that items 1V and V need not be retained
~longer than two years; the Commissioner for Government kKxaminations; the
Director of Public Instruction ; the Superintendent, Government Press, with the remark,
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 Examiners need not be
~ retained Ly the President, Board of Examiners, for longer than one year. The
recommendations of the Superintendent, Archeeological 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

retirns 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 Qestroyed
after one year. There is no reason why the Government “hould maintain evidence of
this kind for parties. The Special Agent, South Arcot, will bo informed that routine
Epers relating to extradition, process, &c., may be destroyed two years after the case

8 been closed. There are nccasionally 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 chaplaincy. The Suporin.
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 eurs,
Tt is uot apparent why items (2), (8), (4), (9), (10), (11), (12), (16), (16) and o)
should be retained permanently, or why (21), (24), (26) and (26) should be required
for five years, or (29), (30), (31), (32) and (3 ) for three years. The first 16 items 10
the list submitted by the Protector of Emigrants are provided for by the rules _q\mted-
In the absence of any special reason for their longer retention, stationery indents,
‘nnimportant routine correspondence, and periodical returns and statements should
be destroyed after one year.
substituted for ¢ may be destroyed ” in the Persian and Hindustani Translator’s letter.

6. The recommendations of the Resident in Travancore and Coohin are accepted
subject to the alterations suggested by the Acocountant-General in his letter No. 3463,
dated 14th November 1894. The list has been corrected acrordingly. Item (18),
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
Acte should not be destroyed ; » oom'g}lete file of Am whether superseded or not,
should be maintained for reference. o list submitted by the Government Agent,
Tanjore, s been corrected by Government and should be adopted by the Agent for
guidance. The Meteorological Reporter will'be informed that the objeet of Govern-
ment in taking up this matter is to emsure that ordinary records should not be
cambered with unneoeusary papers which are more-than three years old.

The words ¢ may be sold as waste paper ” should be’

et b e T
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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 Tuspector-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
Munuseript Papers. Inregard to printed papers it is considered that complete sets of
the following reports should be maintaimed in the Inspector-General’s office ; they
should therefore not be destroyed as suggested—Criminal Justice, Jails, Abkéri, Salt
Judicial Statistics of England and Wales, Thuggi and Dacoity. ’ / ’ y

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 translatiens should be destroyed after one year;
and newspapers, gazettes, and Legislative Bills sent for translation should be sold a;
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.

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

(1) Approved, but the selection of papers to be preserved must be made by the

(L}{anageir of the office under the general supervision of the Secretary to the Surgeon-
eneral.

(2), (3), (8), (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 3 are sanctioned, but the words ¢ cause an
oxamination to be made of 7’ should be substituted, for the word ‘¢ examine ” in the
latter. With reference to Paragraph 4, the Government desires to impress on the
Surgeon-General the necessity for the very careful examination of the old records
which exist from 1786. No single paper should be destroyed without previous
reference to the Surgeo_n-General or his Secretary. Sanction is accorded to the
ostablishment asked for in paragraph 6, 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. ' ,

11. 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 these
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 Go:rern-
ment Press, considers that two years 1s sufficient. Other items of a_similar natur
which occur in the lists printed above are contingent bills and vouchers aequittanc:
rolls, pay abstracts, travelling allowance bills, permanent advance accounts &e. Th
‘Accountant-General will be requested to furnish the Government with a sta'temen:
comprising all such account documents as are in use in the various public offices i
the presidency Wwith bis recommendation in each case as to the period for whichl'lz
should be retained. A

(True Extract.)

A T ARU_NDEL,
' : , Ag. Chief Socretary.
To all Heads of Departments under the Chief Secretary.
,. the Aocountant-General.
,, the Financial Department (in original paragraph 10).

£xd. C. M. Thumbuswamy.
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" the final proof is passed for printing. ining

¢ Frozﬁ A. REA, Esq, Superintendent, Archsological Survej’
4 .
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GOVERNMENT 'F MADRAS.

PUBLIC DEPARTMENT

e —— e WOttt

Reap—the following papers :—
I ¥ . ranhist. to tB Chict

\ rom Dr. E. HULTZSCH, Government Epigraphist, o U “uef Seqpee.

- Government, dated Ba’nga.lore, 000 tomber 1804, M- 322, Y to

t1
ated 29th Ang}“ 894 T ha
ams of inscrﬁi pnesér%d ;‘2 ;]:e
. records & my o, can b;
+ot bulky. A

With reference to G.0., No. 624, 1
honour to report that of the numerous
office, I am in the habit of destroying

preserved without inconvenience becar

ompm—

\l From the Hon’ble Mr. C. 8. CROLE, Preitient, Board of B#1

‘.ners, to th, .
, 1 e Chief
Secretary to Government, dated Mai*2s, 10th Septem‘_’f" ‘894; No. 105,
With reference to paragraph 8 of G.O., Nc. 624, Pablic, dﬂt":o‘%?ﬂ; loifliligustusg 4,
I have the honour to report that the following records belongng ‘} ce may b
destroyed after two years:— ,

(1) Answer papers of candidates. ' ’L &
{2) Reports from Examiners. e Ctons
(3) Routine correspondence connected with examina |

— 1y

| . . s irate, todf Chief Secreta,
0. R. JONES, Esq.; Chief Presideacy Magisirate, /2.7 .- Y
‘ Fronim Government, ’dateg ,Egmore; 12th teptember 1894, N&

With reference to ¢.0., N d. 624, Public, cated 29th ultimo, I ]e the honour ¢

: o istrates’ Court {® destroyed in
. dioial records of Presidency Magistra
gg;&:ﬁ?ﬁ v%fh]&ilﬁle;efmmed under Act III of 1879, Other re&t 2 are very few

and cause no inconvenience. .

mmmm—

1 dras, to the |
Chief Secretary to Government, dated Bangalore, 12th Ftember 1894,

No. 187.

8 of G.0., No. 624 Public, dated B |- August 1894,
With reference to paragraph 2 I &z :oved after th,
I have ;he honour to report that the following records might be T \ oy e

"periods named :(—

(1) Over ten years.—Accounts.

2) Over three years.—Received and despatched letters, oxce] ohasmay be
( required for future reterence. Stationery indents.
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of programmes, progress, administration, and
or despatched letters, after being printed and

» Clad, Hoal™ g |
‘/V‘Z 3. j( o Jevire et L‘(&L . ﬂ)ﬂd k”/ (3) All the manuseript or prod
s c/l// e e s £27 e ({)é_, ’ other reports and volumy
oo o leieee lo g llial=y © published. “
ARSI - o ()u m// (4) Fort 8t. George Gazetles ¥
oo (Teery atie 7 L { sk giderable bulk. I don
B pégv/é" (tdo 2to VB (e tes [Z“ @‘ ment that those older tif
FORN Y f .

2‘- La[&"’ ) \/76.1 (L 4,/"/0, [(_,(_ Jert /}/‘/t { ‘4‘ V/. .

/
‘R

}
en accumulated for years take up some con-
know whether it might be the wish 0. Govern-
& oertain period might be destroyed.

- 2t0 2 ZQ/& leccet
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: OOR———
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. ,l[,ﬂéLftr[La/ia [ZLL’, v]‘(’):}fd-dt 4 L
- P ,{_‘/ s '[7 .",p;/ »{IC{/Q &%/a "f‘f

oy L'f e

;i - R el S o L
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4 I
UI!'LC sl ({} 1 —_

O Ltet JUL’

Aep a2 B 7L
o xeces

Yoy ft‘ﬂ/d'w-r refrorl %

/3 j’LL L7 Eeeess
' | dee e

: AL
éé:zﬁ Lt a{:&d ‘ r. "«

oafre o Aoy /R

e ('Cf/i/i’ i [ A/’;
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iﬁ-L/M’G« s {x \’b

o ment, to the Chief Secret{. -

From T.W.RAWLINS, Eeq @ Accountant-General, to the Chief Secretary to
Government, dated Fort B George, 23rd November 1894, No. 3562,

In reply to Mr. Francis’ refereds, No. 2257, dated 16th November 1894, on
letter from the Superintendent, Ardl§ological Survey, Madras, submifting a list of
papers in his office which might be®stroyed after the period named, I have the
honour to state that the period pri@sed for the retention of accounts appears to be

sufficient.

J From C. MICHIE SMITH, EBQ-;:SC., Officiating Government Astronomer, to the
Chief Secretary to Governmdg, dated Madras, 18th September 1894, No. 156.

With reference to 0., No:62§8 Public, dated 29th August 1894, I have the
honour to state that in this office, a8 #fzeneral rule, the manuscripts of all papers that
have been printed are destroyed as s00¥gs it seems probable that no question involving
a reference to the original manuscriptjwill arise. The chief exception is in the case
of records of actual observations and ¥gluctions, none of which should be destroyed at
any time. 4

2. The question of records, aparf §

. { om those of observations and reductions, is in
this office a very simple one and no #pg

iial regulations seem to be necessary.

From M.R.Ry. 8. MANGESHA ii()g, Avargal, Canarese Translator to Govern-
189 4, No. 61. D Overnment, dated Madras, 13th September

With reference to paragraph) .0, No. 624, Public. dated 29
. : > th August
1 have the honour to report that t owing records in thic . ate Y \ugust,
of as shown opposite each item i § records in this office may be dispused

Originals of newspaper reports )\ anusoript '
Mysore Government orders abovilll 1o yoar olg . Vot ]
Originals of translations in manvéeeipt | | . + « { Lo be destroyed.
Newspapers, one year old ... + o, . ..

Mysore Governwent Gazettes, O?gear old. ‘

. . ** { To be aold as wast
South Canara District Gazettes, W year old : .o } waste

«
LN
. paper.

i

From Lieut.-Colonel J. G. TS UDFQQT. .
Stipends, to the Chief Bey OT, Officiating Paymaster, Carnatic,

i ’tﬂ- t .y +
September 1894, No, 4981. B Ty to Government, dated ( hepauk, 13th

With reference to paragraph 3
1894, I have the honour to state tig
to Government by this office and ¥
cated to this office could not be des
pasted in file books. But many v
could be easily destroyed aftera g
cases cven these documents may b

reference,

G{.}O(;,ri No. 1624, Public, dated 29th August
o Eull)a reports and returns submitted
e wbsequently printed and commun;.
);'tan : eo&&gmals are not filed in bundles byt
b in%): tions which are finally disposed §
aired rval of, Say, six months. In gome

¥ the civil and criminal courts for



\ From A.E. CASTLESTUAR } TUART, Esq., Acting Special Agent, South
) Arcot, to the Chief Secretarys

X Government, dated Cuddalore, 14th September
1894, No. 532.

o ' ) " ‘With reference to G.O., No. "f' | Public, dated the 29th ultimo, I lave the
?szw'—w Ao (8 Ues /’b&'iwd' L honour to report that records rels ‘ ’

/ WB_to service of process, extradition and other
lie F10ced lee o 0w a . routine miscellaneous papers may, I fink, be periodically destroyed. -
- -~ / ’ m— -
14 E

%, W -,

papers referred to for an indefinite period.

(Signed)  A. BUTTERWORTH,
Under Secy. to Govt.

J From M.R.Ry. 8. RUNGIAH Gin

GYBTTY, Avargal
r jof -8 ) rgal, B.A., Telogu Translator to
1 G ment, to the Chiei 8 ¢ | -
M Se(;)vtz:xl)lber 1’8 94, No. 82. 1 i ‘ o Government, dated Madras, i7th
3 , (-lg aold aa v’@—'i’(Z// taftarn With reference to G.0., No. 6% Public, dated 2911 August 1894, I have the
[’/ tecd'gfe U cay - beode Lcane 29— honour to report that— : 3
A e s T | (i) tho Telugu newapapers o Ware thas o vy’ ianing;
et A I o e fo e O e ML ety 2 e
Ve ' ! ‘ . . - nding ; ’
S Ji‘e 2 Za; et /&1 6 11¢ WLZZ;:( ?l‘l:( A% (iii) the Leg@slaﬁ;’e Bills P‘“gﬁlﬂo Acts, andg ’ G
A i Latlcore o AoreAT (vi) other miscellaneouns such as par,,
(‘/'/’/') Sl /77 Loacto .

l? i 3 v%' " :[P.es of Government (] d 3 &C.
£ 71 ]nﬂ.y Wlth great . h destro ! r €rs, y
(/'lfj jk e /;,74,(,1, LA d/{( A ,»(t/(‘ PR RV C[/"Z it ’ 1 M e X ) d

et le Ade oh o2y e A 2 W"{W“ N/ ;
/"I Z/unﬂ el 2 1 tZZJ\/ . 4 "+ From Rao Bahadur S SESHAYYA’ AmS
e eeed . J/'/d' ﬂ ) J ment, to the1 4Chlef Secretory ® Govern
’ 1894, No. 214. :

, With reference to G.O.,‘NO- 624, E‘Pnbﬁc, dated 201y,
ey s honour to state that I allow 1 ﬂ“‘}’ office pg o ! '
oyAerd deeect Cf7 d’/’?; <o ~._  Government order under reply, and that | allow some of 4e kind referred to in the
A Gl -

N

/ .
) AR likely 4o Some of the ()q Pamil newsp o
Ll e be kept in this office as they are 1Li%'¥-40 be of y4, ¢ ; I Wspapers to
wesjor i tal e ool as t/aslZ  the haliyearly examinations st Whith oloers frop yoo;ine, 2 Preparing arvis, &, for
b o oted < & ;,  service appear. : . “partments of the publie
W .”"Wﬁv’ AL eod ceally, -lte caceccs . | —
( atedl L jle Lo o s e j From the Rev. 8. MORLEY, ., Bighey .
. Vats — ee / cee [ rom the Rev. ~+Ay Bishop’s O, .
W { [z n*= ,//"“ Zf to Government, dated Ooﬂw, 2331 Sept?x)xlx?;:r’ ;ggtfeN('hlle;etg ooty
» o, 1343,

(2aien w0 16l In reply to G.0., No. 624, Publie, dateg 99,

, . August 189
. / _ by desire of the Right Reverend the Bix} 8 4
o i el “a[:iuﬂ&& loa (Ter o Prede 2 g .

I have the 1
v 0 ’ € the honou
, returns of sacred offices which are P'iperly r’;’%,d:" Oyf tl::z ‘h‘i half-yearly (‘haplain:’,
rgce A ¢ e Ac itz eA a2 . \ after twenty years, the usual term 0:: Chaplain’s ser\lz)iee onal work ‘may be destroyed
4 g ot o ) : The Bishop does mot propose 0 degty, ¢ . )
P A (S 4
iz CC

46‘ b From Lieut.-General H. MOQEOI} i o
&“W‘ & Agent, Pondioherry and E ‘ﬁha'l,n A., Her Britannic

\ to the Chj Majesty s Consula
Py 2 dated Pondicherry, 2‘0th s;?-%be’ 1894, Nol.f‘flﬁecretary to (invernmentf
_ . sl - With ref to h 5 ’
: .7[’ e W!L"I«'L"’"ﬂaL A 1894, I havz ?1‘16: g%nourpatzaxge?grt‘ﬁt?tﬁ?:’ 'N(i.s 624, p ublic, dated 29th A
, Lo te (,4,«-” Ve subsequently printed and communioateq h;lgé}n:m rOf reports and retypys whicllllgust
M //oaw poclcen e Unpnportan@ petitions could be desirqud altor. ay ilzt:lent Preraerv!:;:ie
‘(T ) ) A their final disposal. Correspondenog» ‘ ing th erval of ope year succeeding
l""& 7,%%/‘“‘7 foo tions for countersignature of shooting icense eservme of pro eding
A %C& /L T a2 /{pd - Lo i
A Mé‘t/ LT i
[ ule i D

S A 42 / ‘
sold ac v

o A
fre T 6!5(
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pature could likewise be destroyed. Police Weekly Cironlarg fo

: d. Fort 8t. George Gazettes, except th
only may be preserve periodi pydeatr
be destroyed atte
tant notificationg

ordered to be kept as a permanent reco:

required for use may also be destroyed. .
» - \ L

\ From E. TURNER, Esq., Acting

¥ perintendent
Chief Secretary to Soxsrnmenty 21st

I have the honour g‘;f-fquward heg }ﬂl a list of
office showing what pape-s are to be 3 d and

as directed in paragraph $ of the GO‘,

PR E ;i

, R
List of records of the Staiicmery otoce

rd, n,my be
s b

the District Gazettes and “Joqmal Offiey ‘ ,ay

year after their publication, the general al « Impor :

taken out and preserved for reference. -l1@ spare copies of 3oy

» 624, Pnb i

r the lagt three years

r an interval of one
and circulars being
ernment orders not

L 4

»
of Stationery, Madras to th
tember 1894, No. 1531,

the records of the Stationer

hat £o be destro ed periodic lly
WLB, yea p ally

20th August 1894.

:, a /" wdf;,m to be retained and what to be

; b
of records. " To be
el et { Lo 1. Almanacs m e E:E‘jf ' ’ dgtzol;gd‘
e 4 2. Army lists .e e }’:{ .o .o All Nil. - T
3. Gazettes .s e oML ee ..' » » o~
4. Btanding Ord.»s of His Exodﬁp the Com- » Yo
mander-in-Q;'of .. oS ee .. —
5. General Ord%i *~ s Excellendy the Governcy » N~
in Council .2 ., & .., » ? -
6. Government orders received .5 = .. o i e AT,
7. Receiwe registers (correspondesté) .. ,, ” » v ¢
8 Despatch registers’( do. =) .. .. » » “&
9. File of despatch letters .. -, & .. .o " :: o -
- 10. Office copies of contingent bills. @ .. .o ” .
" 1L Contingent vouchers ~ .. &' .. ., » O . y
- 12. Contingent registers .. Y T S - 2
© 13, %equi{)taénoe rolls S Y .o » w o~ ¥ .
14. Pay abstracts .. .e wii se T ee ” B RN S O
15. Leive statements sent to int-Genenl. » :: .
16. Ledgers .. .o se , *t e ‘e ” ”, My
17. Office copies of Europe invoices .o .o » "'t
18. Treasury receipts T «« For5 years The rost
19, Baxﬁ: receint:s .o ¢ e LA .o e » ”
20. Cash acoount current .. 23 e .e »
21. Statements of service books sold by Collectors, " :: I SR
22. Stock books .o . > s o ” » ‘
23. Receipt registers (stores s e oo ” ”
24. Issue registers (ltom) X} o e o ” »
25. Indents .. . .0 o e e » ” g
26. Indents for rubber stamps .o .e . ot .
27. Invoices .. e | e s . . . "
28. Ordinary letters received s T ae .. ” ”
29. Tonnage statements .. o e +« For 3 years "
30. gonﬁlag’ta&ookk‘;e ‘e .o . -i  ee . _ -
31. Packers 0. oe ee (LR ee .s 'oxr 8
32. Invoice registers kept by packers .o .o "ym Tho rest
33. Advice letters .. se _ ee . .e ” »
34, Acknowledgment for printed forms .. || g yoar ”
35. Estimates from officers * .o . .e Nil. Al
36. Duplicate eopies of indent® .., ., ~  °
37. Btock-taking statements ® .o .. . :: »
”
* Diso atinwmed,
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\ From Surgeon-ajor-General C. 8 -BTHORPE, r.r.c.p.1, Surgeon-General with
the Government of 88080 the Chief Secretary to Government, dated
N 92nd September 1894, No. Zfar 2—11.

V“%ith reference to G.0., No. B ,Publie, dated the 29th August 1894, I have
$roposals regarding the periodical destruction

v _pt records in this office :— -4 .
(1) All ordinary routine PM.3s. and other correspondence dated prior t0

Y880 may be destroyed, but importwat)lecisions, rulings and correspondence however

old should be carefully preserved- . F | . ‘
, (2) Similar draits of all T0w¥y. and unimportant communications from this
_pffice prior to 1880 may be destroyedy -
(8) All spare copies of P.M.US
destroyed, but a complete file shonl?
n (4) Demi-official ﬁle-bool‘:s m
#" '1(5) Posting file books prier |
~ (6) Office registers -and if8
destroyed.
(7) Madras Gazettes, ¢.00
twenty ycars and the old ones desy ‘e
important notifications or ordersGm'e b(l)lsded.
(8) India Gazettes apd " i Tders may be kept only for th
1l importa® otificatio - ObL oLy ree years and
%(?alrg’;zgtigzrgigd(’}ziegnmeng, . L8 are invariably republished in the

(9) Old Army Lists, Al  obsolete regulation books and other publica-
tions or reports of antiquity W&

PG Iﬂ‘likely to be of use hereafter may be
destroyed. , Y R be
(10) Monthly hospital stal¥®®} may destroyed every second year and th
annual statistics every third ye8Ty y .

the latter may b ;
. : T may be required for referenc
during the compilation of the trienn3% ‘eport on civil hospitals and dispensaries, &c.e
(11) All the miscellaneous 3

which, in the opinion of the Surg;gg | :ll'zrt,i%; .may not be required for future reference

may be disposed of according to g
9, Such correspondence and 2

may be so disposed of and the rest

the Sccretary.

3. Every fifth year the Surg »
records (since accumulated) and oré
would not be needed for future use

4. Tn this office records exisé @
my proposals as detailed above t
will be absolutely necessary 0 &
important from unimportant papers
establishment cannot very well copé-™)

5. I request therefore that G0%rnment will be pleased to sanction a clerk on
Rs. 15 and two attenders on Rs. 8 68%: per mensem for three months during which
it is hoped the records can be fully ”;gmted. The total expenditure for the whole
period will only be Rs. 93. ¥
L From E. TURNER, Esq., Actl ?l‘omctor of Emigrants, to the Chief Secretary
to Government, dated M8d°% 22nd September 1894, No. 1126.

As called for in G.0., No. 624@9"“0; dated the 29th ultimo, 1 have the honour

g {t hll{)ely to be required again for use may be
» Y8 be kept for five years.

@ kept for fivg
: l,880 W8y be destroyed.

8
(® may be kept for 25 years and the rest

iy . files, & ay preserv or
N 1 ). 3 C., ma b(} reser ed f
: ’] EBPtlﬂg Of cou:"se those 10 Whi(}h any

8, &9., as may be safely sold to a contractor
ot in the presence of the Surgeon-General or

.General should {examin both old and
the destruction of those which in his opirllli?;

, .'n‘oved, a small temporary extra establishment
dem out, especially as the work of separating
rery responsible and laborious, and the present
:h it in addition to its own legitimate work.

to submit a list showing in detail Wi .Tecords should in my opinion be periodically
destroyed in this department.
2

i e WA

Years and the rest destroyed, ~— /{tg

d unimportant papers, returns, reports, &e.,

ugh not quite regularly) from 1786. Should

Sy, /!‘Q
‘4‘ - ". -
»7’*. ,.\2“ »‘u%‘
.,

o c‘La:: 2 7;“,“(&/\
AR

ar—.
~
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A List showing in detail what‘.‘re%d'é dd be Periodically destroyed in this department.
o Seiclon
S The period
EA after which
Nature of rpcordn. ] P : th;;1 ;woh:ds Remarks.
N t% ? deetry;yed.
. . N6 ]3) .
Roturn of sickness in dep6t (Form: N& o e +«| 3 years. . .
Certificate of medical exl;miuatlon 9’;‘”9“‘“ (Form Do. > Vtg:alt\irgx.l 21311%2 ﬂ}gazneld
NO. 22). " [ 3 £
Burgeon !Zluperintendent’s journal (Ei‘m K‘ -41) ..} Do. llnslggr Act XXI o
Return of cholera cusesl(F orlxlit IEIF? o 3 1 Tee .o . Deo. ) .
depdt arrival repo OTHL t ) »o| 1 year, b
,,,’ rep};rt of removal of sick ’mi!'f‘ nts (Form Do.
No. 16). L ey .
»  report of emigrantsin Oﬁ? h"lPM (Form| Do.
No. 17). 5w
’ roport of casualties in d'# (Fogn No. 18). Do. , :
Master’s appxl)ication for first inspeckioB (ﬁl 1 No. 26), Do, Vide th.'o. 211&2&&3&331(1
Certificate of Surgeon Sl{})erintendﬂ\‘t! 8xa unation of] Do, f g;i:i;;)n Act XXI of
stores shipped (Form No. 27). o 11883
Certificate of supply of drinking waber (‘ orm No. 30). Do. .
»  of shipment of stores for 8% mew (Form|
No. 33). ,
” of medical ing)eotioa of crew {Pgem No, 45)., Do.
Final certificate {Form No. 42) .. B L .« Dao.
Copios of agreements .. et .. ««l Do, J
Stationery indents e ce "V ee . ..13yeam.
nimportant routine correspondence s+ | ++| 3 years
Periodical returns and statements . L2 . s 8years.
Potitions from partios for permission t0 ®are’: for their| ] year.
relatives. L
Manusoript copy of the administration ¥part and state.| .
monts—A fter they have been pr and communi.
cated. S )
; 5 .
© e——

J 6.0, Mis. No. 1011 L., dated 2755 September 1894

A“STRACT.——FOI’W&I'ding, with

remark that thoy have been found in pratties 1o work

el

J

1894, No. 60.

With reforence to paragraph 8 0{
have the honour to state that in a
may be destroyed in April every y
Overnment thereon.

ment, to the Chief Secrefary

aiter the

A e nt——

From M.R.Ry. M. KRISENAy |, vargal
B.c ’

to Government to th .
October 1894, 1\'0. IOZ.CLM -cretary

In reference to G.0., N

honour to report that the f’oﬁ o, Sy B
below : — ow Mrda,

62
ing

" to G.0.
copy of the rules of the Local and MMN Depa;tﬁ‘:nt

From J. D. REES, Esq., O-I-&’;Perlian and

L]
G.)., No. 624, Public,
Y Opinion a}] newspapers received in this office

624, Public, dated 20th August 1894,

t for the destruction of records with the

Hindustani Translator to Govern-

to Govemment, dated Chepauk, 3rd October

dated 29th August 1894,

submission of the annual report to

B.A., Acting Malayalam Translator
to Government, dated Egmore, 3rd

% P blic, dated 20th August 1894, T have the
one year old, may be disposed of as stated
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To  estroyed.

(1) Malayalam newspapers |

(2) Manuscript copies of b“ﬂl t e fortnightly and annual reports on Malayalam
newspapers. -

(3) Manuscript copies and proo 3 of Malayalam translations,

(4) English translations of Mal yalam petitions. :
To be soid as waste paper.
(5) The Malabar District Gazette.

———

Chief Secretary to Governm-nt, dated Ootacamund, 18th October 1894,
No. 6001. '

Tn reply to G.0., No. 624, Piblic, dated 29th August 1894, I have the honour
to report that complete rules regulating the preservation and destruction of records
in jails were sanctioned in G.0.y No. 1174, dated 4th Juue 1887, and have been
brought up to date and embodied in Chapter LXXIV of the Jail Code. A circular
has been issued to Superintendeni® of’ Jails calling on them to report whether the
Provisions of these rules have been duly complied with, and it is proposed to instruct
them to notice this matter specially in their annual reports.

_ 2. As regards this office, there ig no doubt a considerable quantity of records
Wl}lch could be periodicully destrayed w ith advantage. Inr(?ll')der,q howev};r, to enable
this to be done, it is, in my opinion, éesen ial that the rules shall be as simple as possible,
and that there shall be no necessity for any pretence of scrutiny before destruction.
In this office, where work has incrensed a good deal of late years, there is no establish-
ment available for carrying on & continual process of destruction, and the only practi-
cable plan is to mark out clearly cértain classes of bulky records which become useless
after a certain period and destro¥ them at fixed infervals, The adoption of more
zltagﬁrate rules will be likely to Teeult in no regular destruction being carried out

3. It is, therefore, undesimblé to attem ; 1
L9 -mpt to lay down any complicated or subtle
distinetions between correspondence on different top§cs, or to diyvide Iﬁlpers for destruc-
tion into those to be retained for tem, five, three, two and one year. Such rules look

well on paper and may be carried aut in offices where the establishment is liberal, but

elsewhere are impracticable. Appinded to this letter is a list of records which may

Wiﬂa a(iv?lnttafe Eeliest;'oyed at the‘nd"f three years. It is believed that if this plan
;sba o ? el i‘ o re(;(ﬁ‘%s It this office will be reduced 50 per cent., while the
labour of selecting papers will be reilugeq to 4 minimum, Correspondence not included
in this list should be retained without }imj; of te”
proposed is too limited and simple, X woq]g submit that simplicity is the best guarantee
t'hat the rules will be eaymed out. Bome of the papers included in the list for destruc-
%O& afzer ﬂtlff?e years mll_%gt fie d?i”)’gd. much earlier without danger, but it appears
etter to retan them a little longer and have only one category in which papers to be
destroyed should be placed. y one category pep

J From A. G. CARDEW, Esq, .., C8., Inspector-General of Prisons, fo the

——

Excrosvze.

Records to be dﬂ*"oyea? at the expiry of three years.

isti istri d subsi-

1) All monthly, quarterly, and tnnua) statistical returns for central, district an
dinry( ')nils (pages %X(IXIV——%LVIH» ages CLX—CLXI and pages CLXVI'—-‘CLXXII,
! P TmSBnoe connected therewith, except annual lists of estah-

Appendi i1C d corres < : Lisf
lis}}?))(;::r‘jéxa{}dI i?v!irlu;io(;:g e()P!;Ze CLIV, Appendix III to Jail Code) and returns of sickness and

wortality.

If it appear that the system



(2) All copies of minor abstractS,?th steiments, diet and stock statements, statemex;,ts-;fi{
moneys remitted to treasury, progfe’i?‘—"”* of manufactures, quarterly statements of su :J -
charges, cancelled vouchers, objection 1T and correspondence connected therewith (pag
CLV—CV, CIX—CXIV, CXIX—0331%,  _ppendix III to Jail Code).

(38) All correspondence connected ¥ith _nafers of budget allotment, statements of charges
and receipts from the Accountant-G oo dget estimates from jails.

(4) All correspondence and re |08 O inected with the supply of stationery, of boféks and
forms, and of arms and ammunition, i@ office copies of cousolidated annual indents.

(5) All extracts from inspeoti& m\“‘ of sub-jails and correspondence connected
therewith. :

ir releans’ and 1ti ioning releases under
(6) All returns of Port Blair Teitase: casuslties, orders sanctioning
remission rules and orders confirming ‘w% of death.

(7) Call memoranda, reminders, SV=KX {\W forwarding bills, vouchers, &e.

(8) Notices of meetings of Befors f‘“‘_h “8ohool Committee, Surgeon-General’s 00(1“?0:;2’;
memoranda on sick returns, reports d %P ch and arrival of couviets trausferred, vaccins
returns. gk

tment, for favour of remarks.

(Signed) J. F. PRICE,
Cluaef Secretarys

Referred to the J“di?_iap ¥

Fort S1. GEoRraE,
16¢h November 1894.

‘;."240‘3.

Returned, with the remark ﬂ!&‘ @om the point of view of the Judicial Depart-
ment, the Inspector-General’s propiSiisRepes

3

. 5@"Signed)  A. BUTTERWORTH,
37‘d Deceml)er 1894. - \.5' i Undg,’ S({('!/_ to GOc't-

From the Hon’ble 8. SRINI i A RAGHAVAIYANGAR, C.LE., Dewan
Bahadur, Inspector-(}enel'digﬁg,Begistration, Madras, to the Chief Secretary
to Government, duted Co2"#8am, T9th Octgher 1594, T. No. 5744.

With reference to G.0., No. 62§
honour to report as follows. N

2. Inthe offices of Registrars ?nd g Registrars, records not worth being preserved
permanently are destroyed perlodl. o :

. 3 JLhder the instructions contained in section 85
of the Registration Act, in rule 66 odifhg istration Rules framed under section 69,
in Circular Order No. 11 of 1874 p - at Page 119 of the Kegistration Manual, and
in Circular No. 25 of 1892 (copy enchig ).

3. In my office the records Spe
the period noted against them— Tk

1 - - .
() C%)ilsfri(::ft %{:ag]'?st::i.c ¥ * received monthly from

2) Returns+ M. N. O. P QT‘ '
(2) Districl. Re’gis%m.r;. ’ :"n‘ B received monthly from 3 years.

(8) Applications for appointm s J
(43 X(I)lpies of list of papers sex 3
(5 swer papers given by p o ] .
; -10nary Sub-Registrars in »1 year.
the departmental examin < held fropy t; Ige o time. J
* For specimen form, Mp“ T

1 For specimen form, pide 28 to 268 of the Regintration Manual.
’ - mg’ to 281 of the Re‘;;gi:s’;x;;i:)?Manuul.

‘,»’;’,5’ - K%
E

r 4/ij
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4. T propose to include the fol swing also among the papers to be destroyed

¥

periodically —
(1) Returns of wills and app & disposed of by registering
officers.
At the end of

(2) All papers which are simji * & lodged ” -
formal oriers are passer ged ” and on which no
(8) Returns shoﬁpg the arre  § of work in each regi i
: each registration ) At the end of

office and the monthly ate . 2
collections. oy ments of registrations and j 6 years.

3 years.

‘QKFLOCI‘R!.
C jar No, 25,

S

There is reason to believe that in th sejection of
<y . o reoords f i i in-
ciplo ia at presont obsorvod in soversl 10gis Sen ofces, that racord pcoe ardored to ba prosorred
are again recommended for destraction. = following supplementary instructions are accord-
ingly issued for the guidanoe of registerio ‘offigers. ol

1. The following records shall be prv ¥ved permanently for the present :—

(#) Annuel M-Rreturns. - = -
(¢) Salary and commisaion: REKS:
(¢) Letters sent and d
(@) Applications for seazches 38é
(¢) Acquittance roll.
(f) All notices issued to puhﬂa ]
(g) Petitions protesting

the petitions.

(%) Commission orderlﬂﬂihw i

(¢) Old lists of villages, of regord
(/) Register of contingent ohargﬁl-
(k) File of applications for
(%) Copies of ce “
(m) Old registers of sales of lv.ndt"-'s
(n) Leave applications.
(o) Proceedings of the
2. Two lists shall be prepﬂ'ed- o
proposed for destruction. :
" 3. The list of doouments shsll

» Pago 119 of the Registration Mannsl.

@ of land transfers.
rtificates of enoum toe,

Bub-Registrars

' vhmb are purely routine in their character.

n of dﬁpnments, &o., and endorsements given on

nnoctec mth the execution thereof.
d fyrnitare.

Y

i

"5!1, printed and manuscript.

'hovmg the documents and the other the records:

ptepared with reference to the instrucfions given in

" 0.No. 11 of 1874.* In the column of remarks,

it should invariably be stated whether all the

uirements of registration rule 19 have been
complied with or not.

should be carefully examined in the

4, The lists of records I d”:;d list pijared and submitted to the Inspector-General of only

Registrar’s office and a co D Op

such records as, in the Reg_i?d from Bub-}

The list of documents receiv

5. Such of the document m;he st of

completed should be entered I
6. Copies of A, B, Cend M-B, mo
the Registrars’ offices may be getamed fo
triennial report has been submitted.
7. District Gazettes should not be
credited to Government and entered 10

8. The Presideno Administration
bound and preserved for referenoe.

o

feos mﬂf

dest yed but sold by
tra B.

Bdm and the vernacular ca

inion.nay be destroyed under the rules and orders in force.

giptrars should also be similarly dealt with.
; books or other registers or files only as have been
?'d” recommended to be destroyed.

d from Sub-Registrars and filed in

iy rns receive ]
¥ Tetu posed for destruction after the.

Tep years and then pro

public auction and the sale-proceeds
lendars supplied should be.

8
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9. Tho lists should be submitted to the -
year so as to admit of his orders being comm

QOTACAMUND,
20th September 1892,

! 3]

(Signed)

To all Registering Officers.

Chief Secretary to Governm )
Ref. on C. No. 2898. i

Tn reply to G.0., No. 624, Public dst# 20th August 1894, I have the honour
fo submit herewith lists of papers i WJ 9Hice which might in my opinion be
periodically destroyed. As will be 8’8 B

P

Account, Treasury and General Corres mid@4e branches of the office.

the papers of the two former branch
Accountant-General be invited before :

-~ f
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. Copies of travelling bills

. Stamp accounts (Postage, Tel

. Government promissoxy note re,

. Counterfoils of receipts .. ¢ Y. v . .- .s
. Office copies of periodical ascon. it ic the Aocountant-General . .

. Indents for stamps .
. Registers of examination fees
. Shroff’s rough chitta .,

sl %18 are passed.

gl
List of records that - vy be ‘W i the Residont’s office.

Account DMGM

. Daily reports of the treasury (this # "’b 8 copy of the cash book). .
.Chﬂuﬁnﬂ . . e aw ;"!: .e ‘e .. v
. Accountant’s daily balance sheets } ‘ji " e .o - .o
. Payment orders to treasury .. { ¥

.. e .e .

eﬂ’k . e e

Daily ledger abstrasts of receipts

.. s LR

il\ “
Detail minor bills of Saderward n. @ipgm@eg

. Deposit registers, Bevenue, Civil (¢/% and Crir:*aal Court and re-

payment register .. ., ‘w0,
f Feneral and Court-foe monthly

accounts except annual acco

. . ae L s w

. Government interest roceipt, old, §14, - . .. .e .o .o
. Stock note accounts of all sorts |, . .. . s ve
. Currency note returns .. .o . .e .o .e e
. Old Savings Bank accounts and ‘,L oks (except ledgers) ce
. Money order acoounts .. > B .o ‘e .e .
. Old advices of hlls, &e. .. i oY . .o .e e

.

. Buperseded Codes, circulars and g0 ies of such .. .

. All unimportant correspondenoce » g5 ° fethrs from pensioners, requi-

sitions for hundies, &o. i 1T .s .e .o ve
Treasu vl ghinent.

. Treasurer’s d&ﬂy halanoe lheet e ' ) a0 .o

. Stamp accounts {(store and sale , ° .e .o ve e

Py s »s .

§ -
3 P .o .o .
. e L4 . b
t 4

sookqr-Greneral not later than the 1st March each
eatoll to the Sub-Registrars in time.

S.SRINIVASA RAGHAVAIYANGAR,
Inspector-General of Registration.

F H. B. GRIGG, Esq. c.i.n. ddent in Travancore and Cochin, to the
" a ’ b0 Governm > #8ted Trivandrum, 24th October 1894,

the lists they relate to papers in the
In regard to
I:%puld suggest that the opinion of the

Years.
1
5
19
10
10

10
10 -

10

O W=
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1 ¢ ¢ e dence Department.
li’ J ‘U" SOy Years.
o ¥ 11{Corgrspondence relating to th , 7ice of summonses .o e 2
b, orts of vessels . i‘ x .o .o ‘e 2
ccination returns and diari the Inspector of Vaccination 2
orrespondence relating to th t of opium permits .e .. 2
ﬁ/f" " Petitions of an ordinary natu wh generally ends with a reply .. 2
o " /6. Statements of pepper exportec _tobaoco imported o 2
! . License granted to Europeant ‘mportation of arms, &e., in small
quantities-by the British @ iﬂtlep for personal use and corre-
spondence relating to the g of licenses for importing arms and
ammunition for sale .. et e .. .o e e 2
8. Correspondence rolating to for -apling of books, &o., to the Diwan’s,
&e., for perusal and return T ee e .o Ve .. 2
9. Correspondence relating to for rmg of rainfall returns .. e 2
10. Postal notices and other con +gadence relating to the Resident’s
tours .. ' (A :’.,’ L .o .o . e 2
11. Applications for certification fidocaments for examination certifi-
cates, &o. o .o ¥ . e e .o L. 2
12. Abstract of letters addressed b ?‘0 Chief Engineer to the Diwan of
Travancore .. .o B R . .e . 9
13. Givil ourt rotums from t&etl g\'& RSRRTENT RN e
14. Correspondence relating oitaining of the Resident’s permis- (3
cion to Cochin Departmen’ ¢ Pablic Works estimates P l,s, 2 e
15. Correspondence relating to th lication of notices in Gazettes 2 wi [t ~

16. Extradition cases of an w. 2%ture .e e
17. Old Tinnevelly, Coimbatore ant ﬁhhbar Gazettes |, .

18. Old superseded Acts .

!. b .. L) .e 2

19. And all otbor miscellaneous 00 gaspondence of & very uni nt
character which do not go in . ¥ l'egiste:ym?;:i1 lirr?(ll)s;t a?f 2

t
\ N
From T. W. RAWLINS, Esq., Acct aitant-General to the Government of Mad

!  the Chiet Seoretary to Govern imt, dated Fort St. Ge Novembor
1894, No. 3453. orge, 14th November

Tn reply to Mr. Davidson’s referenc® No. 2090, dated 29th O
I%ter from the Resident in Travanco're ap _Cochin, su’bmitting lists ((})?l;)e;pelrggii, l;)iI;
. . . . .« » " eriot
gs ffule;:fh might, in his opinion, be & er:, cally destroyed, I have the honour to state

9. In the list headed * Account DePartment,” the
against items 3, 6, 7, 8, 17 and 18 shouild be altered to 15 .;l ugnbfg gf() ye3r§5sh0wn
respectively, and in the list headed * TIreasury Departn;ex;t ” the ax; years
items 1 and 5 should be altered to 15 and 5 years respectively to ¢ © Dumber against
periods fixed for the retention of similar :fec0rds in Collectors’ tr orrespond with the
items 14 an(_ltlbf in lt';he f.ormetll‘1 list, thss C\;:;'Pltl‘ouer-(}eneral hasqlslililrrx};zéd lt&}?alt;e%ﬁrds
is no necessity for keepi e records apy lon < ere
dostroyed, y ping i ger. Items 12 and 19 should not be
8. The periods proposed for the rete ition of .
seem to be sufficient. ' all the other returns in both lists

———

\\ From J. THOMSON, Easq., Acting 691190{01. and Gov.

to the Chief Secretary to Govern®ent, dated 30‘:15"32%2 rAlgs"é‘I olfI OTairéjgre,
’ . .

With reference to G.0., No. 624, Pébn% dated 29th August last, I h th
) ave the

honour to submit herewith a list of r ards to b .
Government Agent’s office, o © rotained and destroyed in the

9. The Government Agent’s repor s to Gove .
printed and communicated to him, wﬁ e poly veryr;l;:ve?ﬁ, aWth are subsequently

gary to separate the originals from the tusdles of oo year and it is not neces-
being destroyed. o rrespondence for the purpose of

Ed
.
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List of Records to be retained and de

12

OSURR.

1in the Government Agent’s Office, Tanjore.

To be destroyed.

Major Head. To be retain
Books and Periodicals ., veae
Establishments ., .. | Papers relating to rovisi

Inams . .

Legal Opinions ,

Pensions ,, .

Politieal ,, .

Public Works ,,

Records ,, .

Btationery and Stores

Buits . .

Treasury ,, v

Miscellaneons ,,

.

.

£ (o the

Paravapagis or orders v’ A
3 jas of

grunt of land by the
Tanjore.

ining legal:  lions of the
Papers oontsining
‘Avocate-General.

Orders and correspondst  slaying ¢,

grant of pensiods i 4o descey-
(til;?xtl of the Iate Baja o3 pjore,
Ponsion abatracts. ion . i
Applications for penst gratuity

and orders thoredB.
conneoted Wi h  rant of
T tion, k0. to the Kan  nhnl.
ies.
All papers of inportanee.

sed?

Record indexes. .
Rules relating to custodf aa precer.

vation.

regarding b ing of
b Os;gg by local Pwa:d the

bmission of retars & stores
3. Orders relating to PR’ ation o
stationery. o

1. Judgments and ?'1 ders of
courts. |

i
!

I e A g e T

svee )
H

|

After
ye&rﬂ-
L. Fort Bt. George Gazettes .. .. .. 10
2. Tanjore District Gazettes . . —_—

1. Pay abstracts with leave statements and

April list . . . . .. * 2
2. Yist of appointments .. . . . 5
3. nsions and dismissals . . . * 20
4. Landed property statements .. .. .. 10
6. Travelling allowance bills . .. .. 9
6. Routine correspondence .. . b
1. List of officers uged 55 years and upwards ., + 1

Rooeipts, reports, vakalats and life certificates.. 10
Bout;na correspondence regarding disbursement. &
Bpecimen receipt forms contuining signatures of
Peunsioners obtained by Sirkele from their
'nlgeqm to ascertain the pensioner's existence in
anjore at the time of pension payment . 10
v

se

Pa) T8 connected with the annual repairs to the
anjore Puluce buildings . . .. 120

1. General registers . . . .. 50
2. Orders and correspondence about the produc-

tion of records . . . . 5
8. Register of search foos .. . b

1. Indents and acconuts

. o .- . 5
2. Boutine correspondence . . 3
1. Papers other than judgments , , . .o ]

-~
Y

e

5

&simn-ofl’. Os. . .. - e 507
Budget statemmdht and correspondence . o § 10 f

Acoount particulars of contingent charges .. 3
Daily cash adcount.
ent advance accounts.
gisters of contingent charges ., .. ..
Acknowledgment o% Permanent Advance Fund, 1

1. Offiee copies of Sirkele’s notes to Government
nt

ot L .. .. .. .. .. ot
I 2. Bervice registers of dismissed officers after
dismissal order is passed and then if no ap-
poal has been filed .. .- .. . TL
3. Report on verification of service rogisters ,, ** }
4. Miscellaneous petitions such as applications
for copies, appointments, &c. .. .. 1
6. Btatement of persons thrown out of Govern-
ment employ .. .. . .. .. 1
8. Btatement of unserviceable furnitare .. 1
7. Indents, for oftice furnituse, peons’ belts and
badges .. .. . . . .. 1
8. Estimates for binding books ., . 1
: /
— :‘ - T
y
N itical Department.
® Better make this 30 years. t Better make it 2 years. 1 15 ox 10 (¥).
-
§5(P). 5 * 180 **2() " V/‘
Pl Y
. ' ”
i 'W/ W »
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A {and by the Private Secretary so far 18 relates o titl
) fers, &c., are remoyed or destroyed with each change

1

A From T. W. RAWLINS, Esy., Accc 1t-General, to the Chief Secretary to
Government, dated Fort ¢, Geor, ;9th November 1894, No. 3596.

Inzeply to Mr. Franci’ endorsemen 2292, dated 20th November 1894,
forwarding “for remarks in regard to the ¢ ynder “Treasury ” letter from the
Acting Collector and Government Agent, T , submitting a list of records to be

retained and destroyed in his office, I have  ;nour to state that, as in the case of
slmilar registers in Collectors’ treasaries, th )pears to be no reason for retaining

the register of permanent pay orders of the  {ig office longer than 25 years.
2. The period for the retention of the o o treasury returns is sufficient.

S

From Lieut.-Colone] J, G. PROUD

Stipends, to the Chijef ZSeemtary
A November 1894, No. 593.

In reply to your memorandum Ng. 29~ . _ 1894
I have the honour to state that seven e:us o Lublic, dated 19th November !

: . i i t twelve
months for the production of petiticns, &o., ;‘ been received during the pas

‘T, Officiating Paymaster, Carpatic
éovernment, dated Chepauk, 22nd

Yourts of law.

——

Letters from the Presidency Pogt Officer : 99th Novem-
\( ber 1894, Nos. 1092--850-G, and } ted 13th September and ov

—411-G.
ABstRACT.—~Stating, in reply to G.0,, Np, 624 .
. ) . . » ted 29th Angust 1894, that the arranges
;r:)ez:;g ;iaﬁrg:tli(z:id n G.0., No. 614, dated 16th J uly . 9, have worked satisfactorily and require

————

G.0., No. 614, Public, dated 16th July 15

ABsTRACT.-—Approving the Presidency Port O, . 0 his and in the
Port offices to be retained and to be perixdically destroy lists of the records in his and i

. j riso, in the case of
the latter, that any papers discovered in ‘he examinatiop subject to the proviso, in the

i ; : i i t likely to be
of interest or will be required for future reference gha] bc? 2:;sz:v%$tru°t1°“ that axe likely

5
Y

e ———

the Governor, to the Chief Secrg to b datod Bt o
December 185,)4, No. 86. ary o overnmen » date ¥s

/ & From C. F. MacCARTIE, Esq., LC8,, Priya Secretary to the Right Honorable
A
q.\’g

In reply to your official memorandym, dageq 19th instant, T have the honour to,

dated 29th August 1894, because
" w records of a permanent nature.

state that I did not reply to ¢.0., No. 624, Pﬂbh’c,
it did not appear to apply to this offite where ve
are preserved, all official representatons, petitions t
the departments concerned.

Copies of demi-official correspo.depce carried

| memorials being passed on to

¢ by His Excellency the Governor
patropage, appointments, trans-
Governor and diaries recording

more ephemeral matter are destroyer. from time tot1  no fixed rule being observed.

1 append lists of records which 2°¢ pe manently:  ined and periodically destroyed,
and as regards the account portion 1 them ] shal) pe )

‘o e ) e quite prepared to adopt any
modifications or improvements whith may regy. wom the Government Ocder in
question.

o ————

Encmmnm‘
A, List of Rewrds periodically g,

1. Rough despatch and receipt ref;sten.
-2 Copigs of t?a.velling allowance 1lls,

3. Attendance registers.

4. Copies of telegrams.

f. Demi-official correspondence.

froyed.
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T,; List of Rroora ‘?mtly retained.’

i Roceipt and ekpenditure of servio
2. Acts in force. .
8. Orders of Government relating '8 of the Pri . -
Government houses, furniture, t 30t allowanee,vﬁ: and Military Secretaries,
4, Cash accounts, vouchers and reoei}
5. Pay abstracts and aoquitta.oe rollt e establishment of the Pri
e P
6. Circulars from the Accountant-Ger ‘ rivate Secrtary.
7. Circulars from the Controller of My Accounts,

8. Government Orders, &c., relating ff Exoellenoy the Governor’s Band
9. Government Orders, &o., regarding Exoellency the Governor’s Bo dy (.}u ard

——

From J. ANDREW, Ksq., Politieal# for Padukketta; .
to Government, dated Triching, 10th January 183 ;,OIET}: glslgifOS_efgegary

With reference to 3.0., No. 624, lie, dated 29th A t
honour to enclose lists A and ,B showing different periods fz)lrg ;}Vshicilsggtt’h:i[nlilizsoigz

should be retained. 5o

2. T have recommended very few 8’,11"18i(_ms in point of time, 7.

that papers that need not be permanenTetained should be dest’ro‘y'e’dI :tha(;m;ﬁ;(}ai(rl'
fiftcen or three years. I have thought & Well to recommend only two periods and
not a large number such as is to be foum the Revenue Department, viz. 1.2.8. 5

6,10, 11, 12, 15, 20, 25 and 50,88 I K the less complicated the rules are the
botter. For most of them I have fixed 4ty long period, viz., fifteen years, and it
will do no harm if papers of no great ¥ fance are retained for that period. This
classifying of all destroyable records into Y $wo perlods has the merit of simplicity,
in that the papers to be retained fifteen -8 ¢an be kept in one place in the record-
room and those to be retained for three ¥ I another place. At the end of each all
that will have to be done isto bhave t)pers fifteen years and three years old
removed (under proper sanction o M. their Plﬂ»ee_s.supplied by the records of
the coming year. There is plenty of 70:;1 the Political office to hold all the
papers for the periods now recommen 0% mconvenience.

¥
!

Ewcring,
Records to be pe pently retained.
) Wbethetr
Babjest: . Festroyable,
. . oa o o ve Permﬂnentc
1. Acts and regulations .. 3% i
2. Administration reports, ‘mg': reis and . .l. nden.e? Do.
connected therewith, inel® eg tiald oditions superseded
3. Books and periodicals (provt nwm no longer required). Do.
by new editions may d“uoya‘; Dewan, and members
4. Correspondenco with qu?:ﬁfbb mattars of Political
of the Tondiman family re oﬁportanoe oe .o Do..
interest or which are @ i e e .(.1 Do.
5. Government Orders oo *°_ tyoon Pudukkéttai and
6. Irrigution and Boun d”Pum f;een e .o .e Do
7 British Territories oo o .o oo oo go‘.
. Pudukkotral Gazetles o« AR t registers .. 0.
8. Registers of correspondence sud Oﬂ‘tnpom
Neason repo ’ . .o .e Do.
9. Statistical .. { Prive lists .+ ** ‘
Do.

Rainfall reports  ** risges oo
10. Rogistors and rcturns of births, d“fMd mar
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Number
of yecars
to be
retained.

1. Correspondence, &0couNE

subjeots— 1
(ﬂ) Agriculhlm ov ‘
(b) "Census - il
(¢) Beclesiastical {8
(d) Education ..
(¢) Establishment
(f) Excise
(9) Famine
(h) Jails

.(i) Judicial
(/) Legislation
(k) Medical E
(0) Military .. %
(m) Minerals .. :
(n) Polioe ooig " .. . > 15
(o) Post XS B o .

(r) Pub!istz VVO!‘t}S1 4 ..

ars 0 A ’. . .e .
(@) Bzgi,'st 'T% those mentioned in item 10 of

8 relating to the following

LY

¢ & ¢ 4 ¢ 92 o e e & o o =

C e s ¢ » o & s & 8 e »
»

.

.
.
.

‘e
. . . .

oo oo

() Stativnery .
(v) Btamps or g
(v) Survey e .
(«) Treasury .. :* oo
(=) Tn'gonometnwt?r .

(y) All other subjeos. wipgy o

Provided that any of the & o f ). Political Agent

considers to be of permandy i
nently or for a pericd longg e:: ;he:r‘:;l.d be retained perma-

I1. Fort St. George Gasettes . ..

g eoted ' . .e
III. C(;:gsgﬁg(}i%"f oonn. . 'l‘ l'Otfe.saea, extradition of criminals, 3

1V. Unimportant papers so} YR

V. Spare copies of Governn*
is not considered necee

LX) .e

e .o

* such a8 reminders, &o. .. .o 3

18, the future retention of which

the Political Agent .. . 3

Provided that any papers m& “t for a longer ériod than above
prescribed under ti‘: . oml} th.e Politi c§l Apgent, iR
;}:{,’2}3 bo en 1n L6 X9 pposite the entries relating to such

S

From MISS E. I818 POGSON p ypr goc. Meteorological Reporter to the
Government of Madres, 0 . Chief Secretarv g ent, dated 15th
January 1895, No. 28. | of Becretary to Government,

With reference to G.0., No. 624, p1; 894, and subsequent
reminder, I have the honour to state g f{ ?ﬁ%ﬁ?ﬁyuﬁﬁgaw’mat the sctual
rcgords of all scientific gloservqﬁoni ¢ uld be most carefully preserved for Sfutu"e
reference, researches, or disouselon ag. - isi Such papers ©.
therefore be classed a8 special works ¢ ..,nobtemf:{;;:; lz?%;f;tiﬂes madg for ordlnagg
office records. OQrdinary oorl'eﬂgo 'ony, ang papers not required might be destroy
three years after date, but even letfizy ﬂahng to meteorological data ghould oS
fully scrutinized and those bearing ipeiohservations likelv to aid in fature discuss
should be reserved for reference. y
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\( From the Government Solicit  .he Chief Secretary to Government, dated
Madras, 4th February 189 53,

. , With reference to the G.0).. ° : I beg to
O~ 7y Aero 1tk el Zaae, 0 the &.0., No.  Public, dated 29th August 1894, I beg
‘/y v // ) report that, so far as I am aware,, the no Government recordsgin my office which

‘ should be destroyed, and it would Be i i r me to devote the time to go

; d, through all the records of my oftice ?,ﬁoﬁgf f? ;:11;, might be destroyed.
pegd har(.Uy say that my office differ ally from, other Government offices and 1t
18 1mpossible to say that the reconds icitor’s office will never again be required,
as a matter which has long been di¢ ¢ sometimes crops up again, years after, in
connection with some other matter,

(Signed) E. BARCLAY,

Government Solicitor.

5/ Jii e alioe e te /[ Goe //,[ Act . \‘ From the Commissioner for Goy g Examinations, to the Chief Secretary to
(= <~ £ ' . Government, dated Madrag, ebruary 1896, No. 283.
alcomv T doecero Il enye Mal - With reference to paragraph 3 o; ., No. 624, Public, dated 29th Augus(ti léifit?:;
Y 7 L LeCC AN ., e » I have the honour to report that t‘h 1ds specified below may be destroyed 2a
e [(’/L (Lt . . ey / £ 2c h }}/“1} + the expiry of the period noted 8gwins.em :—
g / | N it g
\,‘l ‘de VLrr2 L&/‘—/ ‘/L(— Ca Vg SRS o ./\7"\ FQ::*AK;“ (1) Petitions .e . .e vs o Big months after dispogal.
' , ) ) - (2) Candidates’ applications .. .+, . :
L rebne Zﬁw ‘ ;- , 1 2z , (3) Examiners’ IIII)aI.)l‘k books .. .. } Fifteen months after receipt.
JL(;: olleey v L} S de VLo Teo Ag i (4) Statements and returns from By
oo I 4 Examination Chairmen. , o the annual
g (5) Financial statements from trea | Six months after submission of the
officers. ] report to Government.
T a (6) Reports and other statemsits f
Q LN Examiners and Chief Superintend
“ YA (7) Contingent bills from Chief Super; ) ;
' ‘.i‘“ dents .. .o ae o te Two years after final adjustment.

(8) Essays, plans and field books froa

dates. . . , blication of the
9) Let rs oonnested Three months after the pu
© L?li:gi ; ngigﬁhg;;) B;)f;e other exfing r results of the examination conoerned.
when in progress and of no #¥iBorte

e e . '
after the examination is over '

D. DUNCAN,

(Signed) Commissioner.

a——

8¢., Director of Public Instruotiog,
l an:‘v th:hH%ll’l!)lf &r?ﬁl’?ﬂ wN g:;t?dictéd Madras, 13th February 1899,
S of . No. 624, Public, dated 29th August 1894,

, No.

: b3 4 in my office, in the
I ha\ZV gllqla Il‘f:ﬁiﬁcigo El?ll;?llgil;ag ten ~gpecifying the lﬁf O;g 8;1111(1 s};hools ’which,
offices of the inspecting officers ind Government c07¢8

. . o f
I consider, may be periodically de€7o;
E URE. D
y DESTROYED.
STATEMENT SHOWING BECOBDS W 1 MAY BE PERIODICALT

, UCTION.
(A) Ix TE OFFICE OF THL gCTOR OF PusLic InsTE

After an iy 1] of one year-
Annual returns. i i 0ers.
Quarterly returns of unanswered me':“ f he .mspeglgrgs of
Monthly statement of results grants fro ’ the pocting offio tion.
Mark books connected with the Teache™ Ce g examina

Applieations for employment. . .
Correspondence connected with leaving Certif g,



Afte
Copies of grant-in-aid bills.
D and E lists of results schools.
Diavies of inspecting officers.
Travelling allowance bills.
District Guzettes excepting portions rel
Monthly statoment of work done by th
Monthly return of leave, appointments,
1alt-yéarly returns from colleges and g

Afler

Consolidated reports on primary and lor

After
Inspection reports of colleges and mhgz

(B) I TS Or
A

Annual returns. o
Quarterly returns of unanswered rofoy

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

Aty

D and B lists of results schools.
Diaries of inspecting officers.
Travelling allowance bills.

District (Gazottes excepting portions rela

Monthly statement of work dqne.
Monthly r<turn of leavo, appomtmeuts‘
C Form applications. . .
Diaries and roport sheets of inspeoting
Reogister of salary-grant schools with 8o
Registor of results grants.
Miscellanoons returns and aocounts:
Nominal rolls and mark and pass Lists

Artey

Consolidated reports on primary snd ]
4fte

wo years.

b .. ational matters.

"ng officers. ]
lsgaud fines from the inspocting officers:

roal of three years.

secondary schools.

erval of five years.

# Tue Insprering OFFICERS.

« interval of one year.

interval of two years.

g to Educational matters.
.nissals and fines.

colmaasters.
of grants.

iting to grant examination.

intercal of three years.

r secondary schools.

s sntereal of five years.

Inspection reports on colleges and schovls,

(C} In CoLLEGRS AND SCHOOLS.

After

Applications from students or their Pa-ents or guardians for leave,

interval of siz months.
promot

acquittance certificate in other tkan - "ning institutions.

‘ After an interval of one yeor.

Admission, attendance, gymnaﬂﬁc» “)r!

Annual returns. i

al punishment, scholarship and 1

Monthly return of attendance of Tagtors.

Time-table.
Miscollaneous returns and accounts,:

jon, admission and

ibrary registers.

School-fee registers and half-yearly pg; s

Rggmters of_oritwism lessons and P gpent in prac

glbmry registers. o duced by student
ertificntes of health oang ittance certificates produced by students on
admission, » age and o ond 8oquit

Applications for admission, leave, &”  the case of training institutions.

tising schools by students under training.

¢
:



A fter an infe
fte Liree years.

Inspection reports, )
e oomatony Seoa 0 ToRort B9 trates e, of dischargod pupils, received

b
After an in five years,

Bonds executed by students under training.

et

| Endorsement—dated 20t§ ary 1 895, No. 817-A.
The following are forwarded to the . 1al Department for favour of remarks.

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

AY

0%, C g ; Chief
P! T P \\ From Colonel H. W. H. COX, € sioner of Police, Madras, to the Chie

Fe A g el T "?2’7 My o Secretary to Government, dat;( s, 22nd December 1894: No. 146.
: / > o firre With reference to G.0., No. 624, P datq 09th Auoust 1894, T have the
alCa clreA = Cerglrte cetiozes honour to inform you tha; ‘tihg mﬁliltruftml ud dowp in Appefdix D of the orders of
/ .o the Madrag olice published by the 108D w.Generg] of Pol; bserved in the

A e alne ‘%:'/"‘ 92 legg et refoe matter of recards of the City Police. ’ ral ot Lofice are obs

K T o S 2. Ag re ardsthe records of the Lic ‘?ﬁpartm‘ ent of mv office. T consider that
e £Law . ” all registers of licenses issued under the tigy Arng and EX};ﬂnsive,s and the City
; S e FPolice Acts ma7 be treated as permanent  ords ang thug the counterfoils of licenses
e L0 issued ypder the above Acts be destroyeC  the end of the year following that in

4 .- which they were issued.

J “*om M. TAMMICK, Esq, LC.»., ’;)ector-(}eneral of Police, to the Chief
Secretary to Government, dated rag, 18th February 1895, No. 870.

With reference to 6.0, No. 624, P 4, dateq 29th August 1894, T have the
the honour to submit a statement showil 1o yecords of my office which may be
periodivally degtroyed. .

Exe SE

List of records proposed to be periodically des peq v; .
FroP P dated 20th mt“i’;gireferenoe to G.0., No. 624, Publis,

e

e e
Name of record. Period )
of reten- Remarks. K
: ' tion,
——— ) ’
Frinted papers.
YV ARS.

Report on the Administration of Criminal Jugf - Madras Presi 5
A resi-

dency. ;
Report on the ini i ivi -
§eney. the Administration of Civil Just Madras Presi- 5
:'g ail Aclh'ninistration report . .o oo 4 5
onual volume of the Sea-borne Trade Sondi ;e ;
Madras Presidency. and "gation of the| 5
Report on the Administration of Abkéri Reven |
. lio. Osimi l':]io‘t' " %fSalt Revenue | *e . g
eport on Criminal Justice, erabad Assignefiste; 4. *
Do. do. " Contral Provines | ets - o | B
Do. do. Burma e ) 5
Do. do. Oudh .. °,, > 'l B
Do. do. Punjab ee i 2T 5
DO. d0< COOtg L) s .. t . 5

I B I




List of records proposed to be P‘:lrio ‘estroyed with reference to G.0.. No. 624, Publie,

ate‘: qust 1894 —c(, ¢,
= o = . Hiaanentl
Pl ! Period
Name of record. P T of 1eten- Romarks.
o tion,
hn e S
Printed papers—oot

YTARS.
Judicial Statistics, England and Wales -
Criminal and Judicial Statistics, Ireland i :
Report on the Administration of Civil o) ‘.oo .

Do, do. of Centm] o8 8 .

Do. do. of Punjak. ’

Deo. do. of Burmg::  °° .

Do do. of Oudh.::" *°

Do. police supply of clothing,§  **

Do. working of the Thagi awg .
Finance and Revenue Accounts of the 3o ‘itlgg ar(;ment .
Statistics of British India for the J i ndia

Departments subordinate to the Homs: Aen-%dmxmatr At1ve
Annual returns of Civil hospitals and disp o5
Report on Vaccination, Madras Presidenq .. . |
Annual Returns of Ordnance Stores *e |

Do. Medical Report, Government Lyi, hospita] |
Do.  report on Lunatic Asylums [ *pital ..
Establishment list of the Chief Secretm‘,g; w

[ oI ST (U SOl (VI CWLTDN N NN O

emment |

Manuscript papers. } :
Officers’ travelling bills .. oo
Batta register of inspectors, head constabl; g
Accounts-current .. oo el ..
Petitions from Police "officers against ditigy &o.,

from private individuals. .

Indents for stationery '
Clothing indents .o
Objection memoranda
Annual return of arms
Hospital contingent bills .. .o
Contingent bills .o .o oo o
Judgments with summary of results of Se g cases
District Administration x'Ryeportis oo e
Forms L (i) Audit .. .o .o

Memorandum of sums drawn from the trea - .
Railway bills .. .. .. .. . .
Statement of rceeipts of sandals, boots and “blies o
Indents for forms .e .o .. . o
Report on state of huts .o

Department of Public Works budget schom  *° ot

o L. 10
oonstableg .. 10 |

.. .. 1o
and petitions 10

-

.. ..o 1

v e
e
ee
LY
LY

e e © o 6 o & & o
a ® o
.

udget estimates for departmental works . ,' . o
ist of incomplote works (depaﬁf_ﬂental) LI .. o
Roport on the vorification of service books :

Btatement of landed property held by uloeo ated officers.

Reports of departure and return from loay
and lst-grado head constables, &o.

Lecave applications from inspectors and st 34 head constables

Recovery lists .o .o ce. 0, ..

Estimato for requiremonts of sandals, boots , cumblies,

Monthly statements of pay and allowanous

Bated to inspectors

—w s w LWL WIPOrGr T TrOt T ST Or ot O
Pkt ek wh

Compilation of the above e oo .o ..

Special reports of grave crime U S ..

Weekly roports, Part II .. .. C . .. ..

St%ement il?ﬂ. . o ) LI . . .. ‘; 1‘7| This lnforr'naltlnltrll

B . e . .o b . .o . i . . X

Dg. of police officers convicted . .. .. i i lsol(i(lzbgti‘xninis'
Do. of murders .. X v . . . % k tration reports.
Do. of cattlo poisoning .o e . L)

—— !



* List of records proposed to be p

eriodically de

dated 2vuth £

Name of record,

Muanuscript papers—aont

Special report on dacoitices « . e e
Itinerary report of Superintendents and A
speut in camp by Deputy Tnspectors-Gatey
List of stations unvisited ‘e
Statement of prisoners escape
Return of warrants and summonses
Do. of murders, culpable homicides, &e.
Statement showing infanticide by womel .,
Do. of fires and property lost .
Return of depredators, &e. . - oo .
Statement of dacoities classified with referen
Do. of robberies .
Do. of house-breakings
Deo. of cattle thefts
Do. of ordinary theits .o
Do. of offences under the .Armﬂ A"? .
Do. of cognizable cases tried by Higt
Do. of roferred cascs .- ae e
Do. of attendance of officers ab Betsio
erminal statistics (smtement A) -
Statcment of grave crime  «*
Do.  B. P
Do. of Police paticnts in hO?Plt‘l :
Do. of offonces on raillway lines
Do. of dacoities .t
2

. e

Tnspection of licensed premises .
Comparativo staterent of house- &
Return of murders .
Reports of grave crimo
Rewards ..
Clothing statemen
Statements of receip
Quarterly roturn of arms,
Delivery and receipt vouchers
Occasional indents ..
Identification of habituals
K. L. memoranda x N
List of buildings erected by private indivicg

b

ues of olothin

.o

ts and 1s8
&e.

.o R4
'l

Return of public buildings .« o .o - .o
H Ches un-t,mt,.General s for detail bills -

Memoranda from the Acco

Applications of rojccted candidates « ¢

Stutements of escorts supplied e
Do.  of police officers convicted
Deo. of offences on railway lines

Desoriptivo roll of men wante .

Do. of IC. ’s. list of property
Notices publishod in Police Gazette
List of Government servants thrown ot ¢

Statement of offences against coinage
i

T

.
e T T e

Bessions Courts .

e

it

L

LK}
LN
.

for Police E}azett.e.

r.o;rr.nent -

1 with reference to G.0., No. 624, Public,
94—-cout.

’__’_/—_‘;—j
Poriod
of reten- Remarks.
tion.
YEARS.,
.o . 1N
and days 1
LI )
This information

.o .o i embodieq .in
perty lost .. Police Adminis-
. .. tration reports.

.o

. . . .

.e .

L) .

] To be destroyed
after publication

in Police Gazetto.

e o

Pl et ek ek e ek pd e b et
P N o B o e R e e e el o i P g S g WP N
Pk e ek ot pomd ok e et
e

To be destroyed after
submission of con=
golidated gtatement
to Accountant-

Goneral.

To be destroyed after
gubmission of con-
golidated gtatement
to Government.
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Endorsement~dated ’
Retransferred to the Publi¢

Office-note from R, HILL, Esq

Chief Becretary to Govern)
No. 3544,

In reply to G.0., No. 624, Public,
Government Press, submits g list, mar

shows the records to be retained, a
destroyed after certain periods marked

the opinion of the Accountant-General
1 to 5 in the B list.

E.

. Stock Ledger of Publications an.d. Acts .:

9. Plant Day Book . . .e
10. Plant Ledger Book .. - .
11. Stock Ledger for Plant, Stores, &e.
12. Stationery Office Indent Books
13. Bill Books .. .

14. Tender Filos .. ..
15. Indent Book on the Under-
16. Fine Books

o

17. All Government Orders for inserting- N/

18." All Correspondence from Departments fo
19. Line Account Books .

20. Rough Abstract Books . .

21. Treasury Receipt Files . . .
22. Private Postage Account Books
23. Servieo Postage do.

24. Foil Receipt Books of Acts, Indian Law I
25. Subscription Books for Gazettes and 3,0 ..
26. Receive Letters from Constituents for A of; orty, &
27. Letters recoived on account of Subseriptic “ :
Gazette and Indian Law Reports, Magd; ¢

28. Contingent Registers ..
29. Acts of Government of India ,,
30. Acts of Government of Madras . ,

W a'rf;house;x;a m‘ '&"0. . .

h 1895, No. 469-A.

-ent with notes in original.

TTERWORTH
9 A. BU Under Secrietary-

tendent, Government Press, to thf
ed Madras, 28th December 1894,

ith August 1894, the Superintendert,

and B, of the Press records. List .

B shows the records that should b:
hem. The undersigned suggests tha
' be obtained with regard to the items

.o Lo To be destroyod after
‘e . J> 15 years.

{
L. Copics of Annual Returns of Establishm,
2. Copics of Annual minor Statoments furg the Accountant.Goneral.
3. Fort Saint George Gazette Files,
4. Government Order Files. B .
5. Invoico Books of Printing and inding } Vimported f England.
6. Permanent Acquittance Rolls, . PO rom Eng
7. Picce Acquittance Rolls.
1. Cash Books .. .. - ..
2. Ledger Books .o .. .e .. ‘ vt : ]
3. Day Books . .. .o .. ’ " )
4. Journals - e e .. .
9. Advertisement Bill Books .. LLE 0
6. Sparc copies of Fort Saint George Gazett, | o o
7. Copies of Correspondence
8

To be destroyed after
16 years.

To be destroyed after
5 years,

..

To be destroyed after
X 3 ycars,
8 in the Gazetfo,

g .n the Gazotte.

‘u
e
I
J
-
I>To’ be destroyed after
)
|
I
r

.. 2 years,
% &e. .o .1 To he destroyed 2
< years after  the
.. audit is over
#e R '
ioe Fort gy, George
e . N

months aftey they
are repealed,

6

.. .. {To be destroyed 6 h e
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\K From T. W. RAWLINS, Esq.,
to Government, dated Fort 8

With reference to your endorsem
the office-note of the Superintendent, Go
ber 1894 (herewith returned), I have th
officer, there seems to be no objection to
records referred to in his List B as item

l From D. W. G. COWIE, Esq., Ac
Appellate Side, Madras, to the
March 1895, No. 688, "

~ Inreply to G.O,, No. 624 i
inform you that, after reference 5)%%?”
that the present rules for the destruct
1041, Judicial, dated 18th June 1889, |
made so far as the Judicial Department i

\ Frome . ;I A. TREMENHEERE,
Sandur, to the Chief 8
Dis. No. 1558. coretary

Adverting to G.0., No. 624, i
to state that records pex"taining tjoPtl;::“‘%
sited in the records apart from the Ry
force relative to the latter paper™arq

All papers except those (;
regarding allowances paid to faj
cally destroyed. ’

Ny

From C. M. MULLALY, Eq;, Qolle
Secretary to Government, daf,’

In reply to Government mem -
emorary
1895, 1 have the honour to report that
referred to therein, was not reghtered.
that a report was due was lost sight of, '

2. Records in the Political branch
year in which Kurnool came under Brm:
one relating to the family of the Kurnog}
State. These records are partly in Pggy

They have hitherto been treated. ST
ey reated as P..:Ef

3. The records relating to the Kw's‘f‘"‘"
u
pondence between the Superintendent?:)
Nawab’s family and the Collector of. the
rights and claims to the pensions, &ec.

)

.
HE
H

itant-General, to the Chief Secretary
2,.26th March 1895, No. 791.

29, dated the 10th January 1895, on
ent Press, No. 3544, dated 28th Decem-
mr to state that, as suggested by that
sstroying after a period of 15 years the

4

jegistrar of the High Court of Judicature,
- Becretary to Government, dated 11th

‘o

% 29th August 1894, T am directed to
“t Judges, the High Court is of opinion
va useless records contamned in G.0., No.
~afficient and that no changes need be
moerned.
P

| Cellector of Bellary and Political Agent,
overnment, dated 29th November 1895,

»d 29th August 1894, T have the honour

" 'al Department are not generally depo-
(. W and the Judicial papers and the rules in
& g} to papers in the Political branch also.

"“‘ance, such as sunnads, correspondence
,of .the Native Chiefs, may be periodi-

sical Agent, Kurnool, to the Chief
. _Deg..uber 1895, C. No. 171, Political

No. 2833, Public, dated 25th November
+.0., No. 624, dated 29th August 1894,
¢ Political branch, and hence the fact
A

lis office are maintained from 1839—the
ssesion. They consist of two portions—
@b, and the other to the Banganapalle
and Hindustani and partly in English.
it records and no destruction has taken

Nawab’s family consist of official corres-
handans, the members of the Kurnool
Hot. These chiefly relate to Khandans’
there seems to be no necessity to retain

h . . e :
these records permanently, I would sugg' their destruction periodically excepting

lmportant documents, which must of sou
4. The records relating to Banganai)

the Nawab and the Political Agent, Tpe

communicated by Government should, T *

_ retained.

State consist of correspondence between
ports and returns which are printed and
¢, be destroyed, as also unimportant peti-

tions and correspondence connected there -

[ .
in p;)o'pgrg?g i iiﬁ?t{dt t‘iv-(?t HfIDdusta,ni.; ving clerks to help the Political munshi
records 1 consid plete list of records, » | shall shortly report particulars of what
ousider should be destroyed a: )fhat permanently maintained.

0
4‘}*"::‘;/““'{‘-“ (el

B e g
. . J/L s ,{“_4{,



From E. TURNER, Esq., Acting Superintendent of Statio .
Chief Secretary to Government, dated 21st September 1%3?:’1\??(1?& to the

) I have the honour to forward herewith a list of the records of tati
office showing what papers. are to be retained and what to be destl?oyégep(?rti?)t&(i):aelllg

as directed in paragraph 3 of the G.0., dated

K LA |
— ) i

29th August 1894, No. 624, Public.

. ENCLOSUBE.
Lisr of records of the Stationery office. showing what pape .
o  destroyed Peg'iodieallylf). pers to be rotained and what to be
Desoription ‘of records, - rggnb:d - :to be
1. Almanaes ) l'l. : ’. Lo alned. ro-yed.
2. Army lists . ,. Lol oo All N,
3. Gazettes . L. N . i““’i o *s . .o ? »
4. Standing Orders of His Excellency the Com- » oy
mander-in-Chief "o | . .
5. General Orders of His Excellency the Governor ”» ”
in Couneil .. . .. . 8
6. Government orders received .. o » ‘ »
7. Receive registers (correspondence) .. o » o ”
8 Despatch registers ( do. Yy .. o » »
9. File of despatch letters .. .. .. » ”
10. Office copies of contingent bills .. .. i »

. 11. Contingent vouehers .. .. .. ., » ”
12. Qontingent registers ., ve . . » »
13. Acquittance rolls e . .. : ;, ’

14. Pay abstracte .. e s .. . ’ ”
15. Leave statements sent to Acoountant-General. ,” »
16. Ledge!'s :o .0 ... .o .e . "" ”
17. Office copies of t%urope invoices . . .. ; »
. 18. Treasury receip .. .. .. . Tors "

v 19. Bank receiptse .. .. .. .. .. ,years The rest
+ 20. Cash acoount ourrent .. .. T, ; ».
. 21. Statements of service books sold by Collectors. ” ”
, 22. 8 ‘ woks.~ e .e .e . .. . »
’ 23. et l'_eg'ml (stores) .e .o .. . ”
24, ; Jregmm (sg:oges) o oo 0. .o ” ?
95, Indents .. c Lo oL La - o n
. 28. Indents for rubber stamps ... .. .. SO »
. 27. Invoices .. . . .o - . o »
28. Ordinary letters received .. .. o :: ”»
. 29. Tonnage statements .. .. " For 8'years »
MSD. Tonnage books .. e e .. - ]\ :’,

Description of records. reg‘a(i)n‘:;i . d e':‘tgo};:,d

31. Packers’ books .. . .o .o «+ For 3 years The rest
82. Invoice registers kept by packers .o . " .,

33. Advice letters .. ‘e .o
34. Acknowledgment for printed forms
85. Estimates from officers * ..
38. Duplicate oopies of indent * ..
37. Stook-taking statements * .o

. Nil. Al

. 9 ”»

.. For l”yea.r

” 2

¢ Discontinued.

B e e e o o [
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STOT)N0M gazettes should be sold as waste paper.
" should not be destroyedy, K complete file of Acts, whether superseded or not, should
/r""""__.r—-%”l' The list submitted by the Goverdment Agent, Tanjore,

~ e maintaiped for 1eference.

24

@ -

, Public, dated October 1896.

The letters recorded above are replies to G.O., No. -, Public, dated 29th
August 1894, in which heads of departments under the Chief Secretary were directed
to report what reccrds they considered might be periodically destroyed without in-
convenicnce, 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 effeors—
the Government Epigraphisty the Chief Presidency Magistrate; the Government
Astronomers the Local and Municipal Departmenty the Private Secretary to 1lis Ixeel-
lency the Governory the Registrar of the Iigh Court; the Governent Solicitor and
tho Presidency Port Officer.  The proposals submitted by the undermentioned officers
are approved with the intimation that files of gazettes, newspapers, and such liko
printed matter should be sold as waste paper Instead of being destroyed —the
Inspector-General of I'risons; the Inspector-General of Registration; the Political
Agent for Pudukkdttai, with the exception that items IV and V need not be retained
longer than two years; the Commissioner for Government Kxaminations; the
Director of Public Instruction ; the Superiutendent, Government Press, with the remark,
in refercnce to items 29 and 30, that a certain number of repealed Acts should be
retained for sale as they are occasionally required for refercuce; and the Political
Agent, Sandurly,

3. The answer papers of candidates and reports from Examiners need not be
retained by the President, Board of Examiners, for longer than onc ycar. The
recommendations of the Superintendent, Arch:cologinuhSurvey, in regard to items (1)
and (2) are accepted, {3) necd not be retained longer than one year, and (4) need not
be kept longer than they are likely to be of use. The Supcerintendent should state
what period he would propose.

ORDER—NO.’

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 routir®e ,
, papere may be destroyed two years after tho casede closed. 4+ -

There arc Hccasionally 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 ohaplaincy.. 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 scem to have been prepare(_l with much care.
It is not apparent why iteins (2), (8), (4), (9), (10), (11), (12),‘(1:)), (16) and (17)
should be retained permanently, or why (21), (24), (25) and (2())‘ sho‘uld be Foqmr(}d
for five years, or (29), (3V), (31), (32) and (33) for tarco years. The first 15 items 1n
tho list submitted by the Protector of Emigrants are provided for by the rules quoted.
In the absence of any special reason for thqxr l'onger retention, stationery indents,
unimportant routine correspondence, and periodical returns and statements should
be destroyed after ono 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 arovaccopfed
subject to the alterations suggested by the Accountant-General in his letter No. 345‘?,,
deted 14th November 1891, The list has been corrected accordingly.  Ttem (16),
Viz., extradition cases of ordinary nature, may be destroyed t.wo years after corre-
spondencee in the (',u.\(:/-iw completed.  There may be referenees in such cases. Item

has been corrected by Government and should be J ruidan
"The Meteorological Reporter will be inf(_n'med that the objeet of Government in taking
up this matter is to ensure that ordinary records should not be cumbered with
unnccessary papers which are more than three years old. o .

7. With reference to paragraph 2 of the letter from the Commissioner of Police,
that officer will be informed that registers of liceuses need not be retained longer than

Item (18)59,11'1~'upcrse—dwca~ Acts L/

by the Agent for guidance. 7.7z /-

L/
/

|
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ten years. The Inspector-General of Police will be requested to revise the list sub-
mitted with his No. 870, dated / February 1898, as 1t apparently provides for much
unnecessary retention of records. This is partlcl_ﬂquy thg case In the items under
Manuscript Papers. In regard to printefl papers it is considered that ?omplete sets of
e following reports should be maintained in the.Ir}spector-Generf{l 8 ofﬁce’//./fhey
should therefore not be destroyed as suggested—Crlmlnal Justice, Jails, Abkdri, Salt,
Judicial Statistics of England and Wales, Thuggi and Dacoity.
8. Tt is impossible for any one not acquajx}ted with the actual nature of the
apers entered in the lists submitted by the Political Agent, Kurnool, w1Fth his letter
of the 9th May last, or referred to in his 19tter of the 9th L)ecembe}' .1890, 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 tecords should obtain in the offices of’all #he Translators to Government. The
originals of newspaper reports and‘tran_slatmps should be destro_yed after one yeary
and newspapers, gazettes, and Legislative Bills sent for translation should be sold as
waste paper after a similar period. In cases in W:hl(?h it may be desu*ablgi these papers
shduld be torn up into small fragments before being sold.- _ .

10. The i ; various items enumerated in the
Surgeon-General’s letter of the 22nd December 1894 ft Lrill Lo die froved /4[ Py

(1) Approveg, but the sclection of papers to be preserved must be made by the
Manager of the office under the general supervision of the Secretary to the Surgeon-
ral. g
Gene (2), (3), (8), (T), (8), (10) and (11) approved. . .
(4) Deml-official file books need not be retained more than three years.
(6) Indices should not be destrqyed. ' 4 alwave b ined
9) A complete set of Army Lists and Almanacs should always be retaine
for rgalf‘?re‘ncf(; osal in paragraphs 2 and 8 are sanctioned, but the words ¢ cause an
inl:tign tlz) be made of ” should be substituted, for the word ¢ examine ” in the
itor With reference to paragraph 4, the Government desires to impress on the
i, Generai the nccessity for the very careful examination of the old records
S ist from 1786. No single paper should be destroyed without previous
which e%cg the Surgeon-General or his Secrctary. Sanction is accorded to the
rc%i?sfment asked for in paragraph 8, viz., one clerk on Rs. 15, ind two attenders
?)?1 aBél. 8 each, for three months, a{~a Celal Covid g e T Che 11acessar
11. The Government considers that there should be one uniform set of rules for
the retc;nﬁon of documents connected with accounts 1n all public offices. 'flhatt htbe
. during which it is considered agiwsable_by heads of dcpar_tmen}st at these
eriods b N f.ainéa vary considerably 18 well illustrated by the item ¢ Contingent
choé ) r?fhe Superintendent of Stationery proposes to keep these for ever, and
Teglst?rs' nt Agent, Tanjore, for five years, while the .Supermtend_eny, Govern-
the b(lvernmf;* nsiders t’hat two years 18 sufficient. Other items of a similar nature
ment ' s n tshe lists printed above are contingent bills and vouchers, acquittance
which ocemb ltrl ts. travelling allowance bills, permanent advance accopnts, &e. The
rolls, pay abstracts, Sl be requested to furnish the Government with a statement
Accom}t_ant-Generdl m] et do(éuments as are in use in the various public offices in
iﬁmpn?i%%;j; S:fi}tlh a1;:011{2(:ommendation in each case as to the period for which it
e pres .

ghould be retained.
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- DEPARTMENT.

" List showing the distribution of the Procesdings of Government
No. //R3 dated /7 “&cd /8T é

Reverme-Peparfnent .o .

QWM " . ent .. .o o
arine Departmen .e . .o " fe b ]
Local and Municipal Department e .o .. g’. / ;‘
Ponsion-Bopertment .o .. .- Z"/ w
Honourable the Chief Justice with C.L. .o M'.' /
Inspeotor-Geneml of Police R ,L ot ]/ Zf/ “
Do. of Prisons .o . ,: EL ;
Do. of Registration .. .. . z
Chief Presidency Magistrate .o .o .
A - Commissioner of Police .. .o . .o by
= , dudges of the Madras Court of Small Causes . 2
g ) Advocate-General . .. e .. .o/
- l Government Solicitor . . oo f
Administrator-General e .e . ..
Sherift of Madras e e . .. /
Government Pleader .e .o .. !
' Crown Prosecutor .o e .e Y. /
Lchistmr of Joint Stock Companies .o .e ;
Surgeon-General .o .o .o .. 6
Moteorological Reporfer .. . .o N
President, Board of Examiners . .o oo
Private Secretary to His Excellency the Governor .«
Government Astronomer .. .o .o oot .
. | Protector of Emigrants .. .o .o .3 ,
2 Superintendent, Government Press .o e t
= ﬁ Tamil Translator to Government ~ «s oo ! .
&, | Telugu do. to do. .o .oy L&/‘L 7
Malayalam do. to do. . .ot j
Canarese do. to do. . eey 1,
Hindustanido. to do. .o sl ' o
British Consular Agent, Pondicherry .. oo
Superintendent, Archwological Survey . o
{_Government Epigraphist .. oo . eey ¢
( Resident in Travancore and Cochin .o o 4
5 Paymaster, Carnatic Stipends .o .o oo I
= ‘ Politica! Agent, Pudukkottai (Trichinopoly). « oot
£4 Do. Sandur (Bellary) .. .- aa t
= Do. Banganapalli (Kurnool) .- oo
¥ Government Agert, "Panjore e .o oo |
|_Specisl Agent, South Arcot .o .o oo !
h ]
& | The Right Reverend the Bishop of Madras .. Y2
< Venerable the Archdeacon of Madras .o w2
E Senior Chaplain, Church of Scotland o e L
2 .
=

— et N —

Accountant-General ‘e . el ‘(2471 é’vy"ax

}()ommissioner of Papet Currency »- .e ees ¥

| bup/eix}ntendent of bt:lxtloner_z' .e e Ve oy [
s 4 % s R AL tr e o . Ly
o2 e T K
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1
& | Director of Public Instruction . .o 27
£ pCommissioner for Governmeunt Examinations SOt Qap
o | Buperintendent, Government Museum .. wo g !
&
( Anantapur .. Cee

North Arcot (Chittoor) ..
South Arcot (Uaddajore) ..
Bellary .
South Canara (Mangnlore). .
Chingleput (Saidapet) ..
Coimbatore .o oo
Culdapsh .o .o
Ganjam (Chatrapur) .-

Godavari (C d ..
Trna Districr MaaistBATE 0¥ ! Kistna (Mas?ﬁ?;:t.{:,)])

Kurnool ‘e ..
Muduara .o
Malabar (Calxout) .o
¢ Nellore YT T
c Nilgiris (Ootacamund) ..
. . falem . .
W * Tanjore oo .o
Tinnevelly o™ T e
\ . Trichinopoly .. ..
‘ \.Vizagapatam .. .-

" North Aroot (Chittoor) ..
South Arcot (Cuddalore) ..

Bellary

South Canara (Mangalore). .
Cbiogleput .o .
Coimbatore .o .
Cuddapah .o .o

Janjam (Berhampore) ..
Godavari (Ruix ashmundry) ..

Tur Disrrict axp Szsstoxs }E‘“t““ iM'“ P"‘"‘m) .
Jupis oF <{ Kurnoo ..
Madura

North Malabar ( 'l‘ellnchorr\ )
South Malabar (Calicut) ..

Nellore ..
Nilgiris (Ootwamund) .o
Salem .e .o
‘I'anjore .o
Tinnevelly (I'alamcottah) ‘e
Trichinopoly .. .o
\ Vizagapatam .. oo
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