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2 No. 042, PusLic, 1578 Jury 1897. ‘

GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

——

Reap—again the following papers :—
G.0., No. 104, Public, date? 4th February 1896.

m————

Extract from G.0., No. 1123, Publie, dated 12th October 1896.

« The Superintendent of Stationery will be requested to

h 5 (a)
eoNiet @ for three years.”

rovise the list . . -
Reap—also the following papers :— .
i i ¢ Stationery, to the
_ ATKINSON, Esq. C.S., Acting Superintendent 0 ;
Fromci.ig Sﬁcretary to dovegn’ment,’ dated Madras, 25th May 1897, No. 926.

i tober 1896, I have the

i f to G.0., No. 1123 Public, dated 12th Octo , .
honoglg)l f:lt‘)i:r;?(]iceherewith’ a revised, list of the records of this office, :g;\:mag ;lil:
periods for which they should be retained. All other old and unimpo papers,

periodicals, &c., 12y be sold as waste-paper.

———

ENCLOSURE.
List of the Records of the Stationery Office _sl;gwiug the periods for which they should be
retained. ]
Description of Records. To be retained.
i 1. Government orders received .o . . - Pernll)anent.
. 9. Receipt registers (correspondence) .- .e N .. Dg.

3. Despatch ( - Yoo .o For 0 re
. 4. Pay abstracts . . o . . 25 years.
. 5. Leave statements gent to the ‘Accountant-General D?).

6. Ledgers ST .o . .o . . Do..

’é' %:Ee‘ﬁe? Torope mV.O.l . .. . .. .. g“or 20 y::s.
! .Al[ﬂ .o . . .o .o . .oc ol'lye .

lg Stanglilxggorders of His Excellency the Commander-in- Do.

i f‘ . .
1l Gegcl:rl:l orders of His Excellency the Governor in Council %‘)).
12. Stock books .. .o .o .o .o .- ‘e Do.
13. Receipt registers (stores) . .o . .o Do
14. Issue registers (stores) .e .o . .e .- For 3 -
15. Contingent vouchers .o .. . .o .o ‘ D); .
16. DO. bill? e . .. . . - Do:
11. Do. registers .t - o - .- Do
18. Acquittance rolls .o .. . .o . Do
19. Treasury rpcelpts e . e .o .- .o Do.
20. Bank rece1pzs .o .o .o .. .o .e Do.
91. Cash account curren . e .o ‘e .
% Statement of service-books sold by Collectors .+ - e g(;.
93. Indents for stationery - .. . .- .o Do-
o4, Do. for rubber stamps .« . . .o s oo Do.
95. Invoices ‘e .. . . . ‘e Do
26. Ordinary letters received .. . .o For Lyes.
97, Army lists .. .o .. .. . .o s ~
98. Tonnage statements . .o .o .o .o De.
29. DO; -e . s . e . e e s DO:
30. Packer’s books e .o .- .o oo . Do
31. lnvoice regsters kept hy packers .. .o o .- Do
39, Advice letters .o . .o . Do.

43, Acknowledgment for printed forms .

\b/”)g':;

<t

No. 942, Pusuic, 15t Jury 1897. 3

A~

From F. C. HARRISON, Esq., Officiating Accountant-General, to the Chief
Secretary to Government, dated Fort St. George, 10th July 1897, No. 2106.

With reference to your endorsement, No. 1324, dated the 25th of June 1897,
referring to me for remarks a list of Stationery Office records received with the Super-
intendent’s letter, No. 926, dated 25th May 1897, I have the honour to state that the

account documents therein referred to may, with the exception of the following, be
retained for the periods entered against them :—

Ttems Nos. 12, 13 and 14, stock books, receipt and issue registers (stores) may
be destroyed after 3 years, and

Ttem No. 21 (cash account current) after 25 years.
9. In fixing these periods and the periods for other records approved of in G.O.,

No. 104, Public, dated 4th February 1897, my chief aim has been to fix as few
intervals as possible, at which the various kinds of records should be destroyed.

8 The letter from the Superintendent of Stationery and your endorsement on it
are herewith returned.

Orpee—No. 942, Public, dated 15th July 1897.

_The revised list ‘submitted by the Superintendent of Stationery is approved
subject to the alterations suggested by the Accountant-General—in regard to the
account items Nos. 12, 13, 14 and 21—which bave the concurrence of Government.

(True Extract.)

Clief Secretary.

To the Superintendent of Stationery.
,, Accountant-General.

Exd. W. D’ Moss.
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C.No, 1983

Publi¢ Department.,

¥FOR ORDERS

Please see the notes at® in G.0.No,

1123,Public,dated 12th October 1896. The

Superintendent of Stationery was in ac—

cqQrdance with the Chief Secretary’s in-

structions requested to0 revise his list

vide para. § of the order at “

The revised list is now submitted.

The periods of retention in the re-~

vised and original lists are compared be-

low:~
&
Period of retemtion . |
Description of records C
Original list Revised lisl. .
, ' B R T

Almanacs .. .. .o Permanently & years. .
Army lists .. W 1 yean »
Gazettes .. ' s \., " 20 yéé.rsv

Standing Orders of H.E, tne Cos ar“ Zi.,ﬁ

in-Ghie**

General Orders of H4E the Governor
in Council

Govt., Orders received o
Receipt registers (correspondence)
Despatch registers ”
Contingent vouchers .
Contingent fegisters .o
Contingent bills .o .e
Acquittance rolls oo .
Pay abstracts . .

Leave gstatements sent to Accountant
General

Ledcers .

LI Y & o

topies of “urope invoi-zeg

”

"

bt years v
3 years)"

25 years v

2hH years ~

<

DO YenTs o
20 years

Treasury
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