
CHAPTER – 4 (MANUAL – III) 
 

RULES, REGULATIONS, INSTRUCTIONS, MANUALS AND RECORDS, HELD BY 
IT OR UNDER ITS CONTROL OR USED BY ITS EMPLOYEES FOR 

DISCHARGING ITS FUNCTIONS 
 

The list of rules, regulations, instructions, manual and records, held by public 
authority or under its control or used by its employees for discharging functions are 
as follows: 
 

Maintenance of Law and Order in the U.T. of Pondicherry is under the overall 
supervision of SSP’s L&O (Puducherry / Karaikal). Respective SHO’s of each Police 
Station is responsible for maintenance of Law and Order in their jurisdiction. The 
Circle Inspector and SPs is to give instructions time to time to maintain Law and 
Order. In case of necessity, additional forces will be drawn with the knowledge of the 
above SSP’s L&O (Puducherry / Karaikal). 
 
I) CASE FILE: 

The cases registered in each Police Stations are being assigned number in 
serial. The respective investigating officers are the custodian of the case file. The 
day to day investigations are complied in this case file and copy of the same is sent 
to sub-divisional officers through Sub-Inspector for necessary follow up instructions 
and guidelines. 
 
II) FIR INDEX: 

It is the register maintained for recording registration of cognizable offences in 
the respective Police Stations, wherein the particulars regarding brief facts of the 
case, name of the accused, date of arrest, CD dates, date of charge sheet and 
disposal of the case in the court. Moreover, cross reference of connect records are 
also available in this register. 
 
III) GENERAL DIARY: 

It is being maintained in every Police Station as per instruction 44 of Indian 
Police Act, 1861. It is meant for recording time to time events / happening such as 
receipt of complaint, registration of case, movement of the staff of the Police Station 
and other connected particulars for future reference. 
 
IV) AND OTHER RELATED REGISTERS: 

There are 72 registers are being maintained in each Police Station as per the 
standing order. There are permanent register and semi permanent register. The 
period of maintenance of those registers have been enumerated in the standing 
order. All the records are subject to periodical inspection namely Half-Yearly, 
Annually. 
 
V) MT UNIT: 

This unit is functioning under the control of Supdt. Of Police. This unit is in-
charge of maintaining records pertaining to the Vehicles of our department. They will 
conduct periodical inspection of the vehicle and ensure well maintenance of the 
vehicles lies with Government Automobile Workshop. History Sheet have been 



maintained for each vehicle, wherein details of repairs carried out, number of 
kilometers ran, so as to enable to send a proposal for condemnation etc.  

 
VI) SUB-DIVISIONAL POLICE OFFICERS: 

In the Union Territory of Pondicherry is divided into six sub-divisions. The 
SDPOs are in the rank of Supdt. Of Police, who is incharge of their jurisdiction in 
respect of maintenance of Law and Order, Prevention and detection of crimes etc. 
As regard the investigation of each case, the progress of investigation are being 
intimidated by the respective IOs. In the ISR cases i.e. heinous crimes ISRs and 
CSRs have to the sent to the supervisory officer to show the progress of the 
investigation and for necessary guidelines / instructions. 
 
VII) CIRCLE INSPECTOR: 

Each sub-division is divided into three or four circles. Each circle is under the 
Supervision of Inspector of Police, who will supervise routine functions of the Police 
Stations in their jurisdiction. The CIs are the investigation officers of the heinous 
crimes such as Murder, Dacoity, Robbery, Rape, Burglaries, in which property lost is 
more than 50,000/-. 
 
From where one can get a copy of rules, The Supdt. of Police (Head Quarters) 
Regulations, Instructions, Manual and records. Office of the DGP, No.1, Dumas  
Street, 0413 – 2334006, 0413 – 2334002, sphq@pon.nic.in 
 
Fee charged by the department for a copy of rules Rs.5/- per page 


