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LIST OF REGISTERS MAINTAINED IN THE ESTABLISHMENT - I-SECTION

------------------------------------------------S1 No. . Name of RaL, isters

------------------------------------ -----------------

A 1 UNIT:

1 year

5 yea,-•s

5 years

5 Years

1 Personal i;;ter (Printed Register)
12. Re is cr for year

^ € fl anent 'osts

3. degisc,_r or 'Pe a;,r,.rY posts
'AO0 years
after last

4. Despatch :c_, entry_,;;,,, Jx>rinted i,. , ister) 3 years

A 2 UNIT.

1. Personal :e;i t r :Printed Register

2. Individual <osting tegister ) 1 year
3. Vacancy Register Permanent

4. 100 points Roster Re gister
2 years

ter Permanent
5. 40 points Roster Register

6.-Ad-hoc Promotion Register Permanent

10 years7. Despatch Re ig ster (Feinted Register)

8. U.O. File Register(Station Current Register)

y. Stock Register for Reference Bo ko

1r;

s 5

A 3 UNIT:

Period

3 years
3 years

years
after last
entry

ersonal Register (Printed Register) 1•
year2. Training

Register(as in enclosed proforma ) Permanent3. Seniority Register

4. Confirmation Register Permanent

5. Deployment Register for Full and Part-
time Permanent

Sanitary Assistant 1 year

6. Deployment register for Ministerial Staff
7. Lespatch Register 3 years

(Printed Register) 3 years

Amt:

1. Personal Register (printed Register)
2. D.E. rtegister for IGP

3. D.E. Register for SSP (C&I)

4. D.E. Register for SST (L&0)

5. Reward Register

6. Medal Register

7. Despatch egister (printed
Register)

years

Permanent

3 years



AS UNIT:

1 . Personal Register (printed 1egister) 1 year

2. Pension Register permanent

3. Despatch Register (Printed Register) 3 years

4. U.C.File Register 3 years

GENERAL:

1. Stock and Distribution Register for
stationery etc. (hinted Register) 1 year

2. photo Copy Register 2 years

3. Duplicating copy Register 2 years

4. Court Case Register 5 years

after final
decision

5. Fair Copy Register (irinted Register) 2 years

6. Casual Leave Register (printed Register) 1 year

7. Attendance Register (printed Register) 1 year

8. Movement Register 1= year

LIST OF REGISTERS MAINTAINED IN TE OFFICE OF THE SUIDT. CF iOLICE

HEADQUARTERS

1. Receipt Register (hinted Register)

2. Despatch Register (printed Register)

3. File Movement Register

4. Trunk-call Register (printed Register)

5. Casual Leave Register (printed Register)

6. Attendance Register (printed Register)

7. Stock Register (printed Register)

8. Government property hegister (hinted Register

J. Newspaper Stock Register

3 years

years

3 years

5.years

1 year

2 year,,

permanent

permanent

2 years



LIST CY REGISTERS F INTlINED IN THE ACCOUNTS SECTION OFFICE OF

THE I.G.P. PONDICHERRY

-----------------------------------------
al Name of Registers

Period

- --------------------
Cash Book (Gove.,innient) (p rinted Register)

Cash Book (1d, C{_;,;t ) (printed Register)
3• ur'cursed t ay Register '('Printed Register)

4. Demand Draft Register

5. Cheque Register

6. Travelling Allowance Register

7. L.T.C. Register

8. Outstanding Book Adjustment Register

J. Expenditure Register (as in enclosed proforma)

10, Contingent Audit Register (Printed Register)

11. Bill Drawn Register (Printed Register)

12. Budget Check Register (Printed Register)

13. Truik=Call Register (Printed Register)

14. Attendance Register (minted Register)

15. Water & Electricity Charges Register
(as in encloseC.. proforma)

16. Pay Bill Recr,ister,(Printed Register)

17. M.R. Bill Register

18. Permanent Advance Register (printed Register)
15. Chalan Register

20. Bill Transit Register (Printed Register)

21. Bus Warrant Register

22. Reward Register

23. Stock Register (Stationery) (Printed Register)

24. Stock Register (Books) (printed Register)

25. Personal Register (Printed Register)

26. Despatch Register (printed Register)

27. Casual Leave Register (Printed Register)

28. Register of Expenditure Sanction and
Progress of Settlement Of Bills(as in enclosed

proforma)

29. Register of Bills deceived (as in enclosed

proforma)

Permanent

Permanent

1 year
after the
last entry

1 CG years

10 year-

3 years or
1 year after
completion
of audit
whichever
is later

-du -

years

years

years

years

years

years

years

years

35 years

3 years

10 years

5 years

3 years

10 years

5 years

Permanent

Permanent

3 years

3 years

1 YE -r

3 years

5 years



LIST OF REGISTERS MAINTAINED. IN THE ESTABLISHMENT II SECTION

-------------------------------------------------------------------

Sl.No. Name of Registers Period
-------------------------------------------------------------------

1. Attendance Register (Printed Register) 1 year

2. Late Attendance Register 1 year

3. Distribution Register of Tapals 1 year

4. Fair Copy Register (Printed Register) 2 years

5. File Movement hegister 1 year
6. Service Book Movement Register 1 year

(as in enclosed proforma)

7. Movement Register .1 year

8. Personal Register (printed Register) 1 year

Periodical Register (as in enclosed proforma), 2 years

10. International Driving Permit Register 1U`Years
11. Reminder Dairy (printed Register) 1'year
12. Increment Register 1 year

13. Service Book Register Permanent
14. Encashment of F.L.'Register 1 year

15. Casual Leave'tiegister for Ministerial Staff 1. year
("r'rinted Register)

16. Despatch Register (printed Register) 3.years
17. Parliament Question Register 5 years

18. Assembly Question Register 5 years

15. Police Band Engagement Register 1 year
(as in enclosed proforma)

2G. Casual Leave Register for Gazetted officers 1 year-
(as in enclosed proforma)

21. Home Guard Band Engagement Register 1 year
(as in enclosed proforma)

22. Stock Register (printed Register) Permanent

23. Quarters Register (Shanm apuram/ Gorimedu/ Permanent
D'Nagar/Sa.ram -olice Complex)

24. Register shows the seniority of applicant
for allotment of quarters 5 years

25. House Building Advance Register Permanent
26. Motor Cycle Advance Register 5 years

27. Cycle and Fan Advance Register 5 years
28. Dead Stock r.egistEr (printed Register) permanent
29. Register of leave applications and sanction Permanent

3G. Register of Government Order permanent



LIST CF.

ID

ASTERS PLI: NTAINED IN THE OFFICE OF THE SECRETARY TO

I.G.P.

- - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - -

Sl.No . ? ,me of :registers
Period

- - - - - - - - - - - --- - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - -- - - - - - - - - - - - -- - - - - -

1. Receipt register (Printed Register) 3 years

2. Tapal ,ie;i eto.r (printed Register

3. Despatch c_ istar 3 years('rnted Register) 3 years

4. Trunk-call degister (printed Register) 5 years

5. (A) G.Os !=.',ic 1tcEister (as in enclosed proforma) 10 years

(B) Inspcct-rs t'CR Register -do- 10 years

(C) Sub-.uispectors ACR Register -do- 10 years

(D) ASIs ACR Register -do- 10
_ years

(E) Radio Technician ACR Register -do- 10 years

(F) Ministerial Staff ACR Register -do- 10 years

6. Verification Register 5 years

7. (A) SSF Account Register

(B) SSF (Election) Account

(C) SSF (VVI[) Account

8. Orderly Room Register ( printed Register)
J. File Watching Register

10. Government Properties Register
(Printed Register)

11. Bus/Railway Warrents Register

12. Family Court - Surnmonsand Warrants Register
13. Record Room Register

14. List of Books

15. photo Copier ii.egister

16. Address and Telephone Numbers
17. Visitors Register

18. Magazine fc `ist.-er (as in enclosed proforma)
1J. Employment in private industries

20. C.L. -tegistei o G.Os(rrinted Register)
21. (A) Io:,' Inspection/Units

(B) Formal Inspection PS/CriUnits

(C) Casual Inspection Register

22. ISIt Register

23. STBR Register

24. Petition Register

25. Grievance Register

(A) Transfer (B) Stores (C) Increment

(D)HRA (E) TA BIll(F) M.R. Bill
(G) E.B. Crossing 26. Standing Orders Index

Permanent

Permanent

Permanent

3 years

2 years
from last
entry

Permanent

To be
returned to
Accounts Sec.

3 years

3 years

L= e rman ent

Till life of
Copier

Permanent

2 years

2years

5 years
after last
en try

1 year

Permanent

Permanent

5 years

5 years

3 years

3 years

3 years



LIST OF REGISTERS MAINTAINED IN THE OFFICE OF THE CHIEF STORES

---------------------------------------------------------------------

Sl.No. Name of Registers Period
--------------------------------------------------------------------

1. A - Clothing and Equipments Register permanent
(Printed Register)

2. B - Printed Forms and Registers
(Printed Register)

-do-

3. C - Stationerues (Tinted Register) --do_.
4. D - Furnitures (12rinted hegister) -do-

5. E - "Photo Goods (printed Register) -do-
6. F - Cycles (Printed Register) -do-

7. G - Sports Goods (Printed Register) -do-

8. H - Traffic SignBoards,Paints (irinted rtegister) -do-

9. I - Consumable items (i"rinted Register) -d o-
1U. J - Cycle History Sheets (rinted Register) -do-

11. K - Band Instruments (Frinted Register) _d

12. L - Law Books (Printed Register) -do-

13. M - Motor Vehicles (printed Register) -do

14. N - Other Items (Printed Register) -do--.
15. 6 - History Sheet for Typewriter -do-
16. FW- Used Items -do-

17. Q - Check Register of stitched garments -do-
18. R - Wireless & Armoury Gods (Printed Register -do-
1 9. VS- Condemnation Articles (printed Register) -do-
2C. HG- Clothings & Equipments to H.G. (Printed Register) -do-

21. EL- Election Fund (rinted Register) -do--
22.

23.

24.

Repair Register

Current reegister (rinted Register)

Despatch Register (printed Register)

25. Cash Memo

26.
Book (printed Register)

Casual Inspection ;register

27. Bill Transfer Register

28. Auctioned Goods Delivery Register

29. E.M.D. xegister

30. Furnitures & Fixtures (Head of office and

31.

32.

33.

34.

Head of Dept. powers) Register

Register for Transfer of Charge

permanent Advance Register (irinted

Casuality Register

Casual Leave Register

Register)

(;:Printed Register)

35. Welfare Meeting Register (trinted Register)

36. Indent Bock (printed)

37. IGI 's Standing Order File

38. IGP's Circulars File

39. ACR Register (as in enclosed proforma)

46. Weekly parade Register (as in enclosed proforma).

3 years

3 years

3 years

5 years

5 yeare.

10 years

1O years

1o years

Permanent

permanent

permanent

10 years

1 year

3 years

5 years

Permanent

Permanent

3 years

2 years



41. Weeder ' out tecords Register
( s in enclosed"Vr forma)

42. Petru'. /Riiosel Coupon Book ( Printed)

43. hook Printed)

44.-Newsp<.rers/Magazines Register
(as in enclosed proforma)

45. Medical iistory Sheets (Printed)

46. Kit Cards (printed)

47. Stamp Accint Register (printed Register)

48. Formal inso,ecticn Register (plain Register)

49. Orderly Room Register (-rinted Register)

50. Annual Range Fire Register (as in enclosed
proforma)

51. Bus/Railway Warrant Register (as per the
proforma in the Standing Order)

52.' Attendance Register (printed Register)

53. Trunk-call Register (printed Register)

54. Log Book (printed Book)

1ermanent

To be
returned to
M.T.C.

10 years

2 years

Permanent

Permanent

5 years

Permanent

3 years

5 years

To be
returned to
Chief Store

2 years

5 years

To be returned
to M.T.O.



A'

LIST OF REGISTERS MAI?1TAINED IN THE OFFICE OF THE SP ECIAL BRANCH

- - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - -- - - - - -- - -- - -- - - - -- -- -- - - -- - - - -- - - - -- -

Sl.No. Name of Registers period

-----------------------------------------------------------------------

1. Press Cutting Register/File 1, year

2, Receipt Register (Printed Register) 3 years

3. Government Servants Verification ReEister(1rinted) permanent

4. N.O.C. Register (Govt. Servant Passport) 5 years

5. Hume Guard Verification Register (Printed Register)1O years

6. Police Verification Register (printed) Permanent

7. IDL/FFC Verification Register (printed) 5 years

8. Petition Register (printed) 3 years

yo DSR Despatch Register/File (printed) lu years

10. Fortnightly/Monthly/Quarterly Reports 10 years
(as in enclosed proforma)

'11. Miscellaneous Register

12. Messages (Printed)

13. Permanent Advance Register (Printed)

14. Fuel Advance Register (printed)

15. Newspapers/Magazines Register (as in enclosed
proforma)

16. Casual Leave Register (Printed)

17. Despatch Register (Printed)

18. Bus Warrant Register (Proforma given in Standing
Order)

19. Rail Warrant Register

2u. Indent Book (Printed)

-do-

21. Government iroperties Register (Printed)

22. Arms Register (Printed)

23. Stamp Account register (printed)

24. Night Duty Register (as in enclosed proforma)

25. GCs Casual Inspection Register

26. Welfare Meeting Register (Printed)

27. Inspector Casual Inspection Register

28. Formal Inspection Register

2y. Orderly Room Register (£rinted)

3O. Log Buck (Printed)

31. Trunk-call Register (Printed)

32. Attendance Register (printed)

33. Annual mange Fire Register (as in enclosed
proforma)

34. A.C.R. Register (as in enclosed proforma)

35. IGI's Standing °rder File

36. IG 's Circulars File

37. Weeded-out Records Register (as in enclosed
proforma)

3 years
after 1u
entry

2 years

ermanent

5 years

2 years

1 year

3 years

To be
returned to
Chief Store

-do-

5 years

r'ermane..

Permanent

5 years

5, years

permanent

3 years

5 years

,'era-,anent

3 years

To be returnee
to M.T.C.

5 years

3 years

5 years

3 years

Permanent

Permanent

permanent



3R.

9
Weekly parade attendance Register
(as in enclosed F roforma)

2 years

39. Stati.,nery and other Consumables eLegister (printed) 3 y

4G. ietroljDiesel Coupon Boo (Printed) -

41. L.A.R. S. Book (Printed)

42. Medical History Sheets (rinted)

43. Kit Cards U'rinted)

44. Small Service Book (Printed)

45. Second Note B:uks (Printed)

46. Kit Inspection egister

47. Non-Co-onvictiL.1 vv'_rification Register

48. DSR Note 3i;cl`_s c I3Cs

49. Motor Vehicl<- s Hegister

ars

To be returned to M.T.L.

Printed )

1L years

Iermanent

Permanent

permanent

3years

5 years

3 years

2 years

10 years



10

LIST OF REGISTERS MAINTAINED IN THE OFFICE OF THE INSEECTCR CF

c-OLICE. FOREIGNERS REGISTi:U TI ON OFFICE

--------------------------------------------------------------------

.Nu. Name of Registers rioc!

------ ----------------------- ------------ - --------------------

/ 1. General Current Register (printed) 3 years

'12. Foreigners, Registration Register.(Adults)(i:rinted) Permanent

/3. Foreigners' Registration Register (Minor) (printed) :errnanent

/4. Foreigners' Grant of extension of stay in India .ermanent
(as in enclosed proforma)

/5. Unregistered Foreigners short term grant of Eerrnanent
extension of stay in India Register ,

,6. iakistan Nationals Registration Register Permanent

•7. Government Properties Register (printed) Lermanent

8. Foreigners' Exit permit "register i ermanent

may. Stamp Accounts Register (printed) 5 years

10. Security verification report for Indian Passport 5 years
(Current Register) last entry

rG 11. Security verification report for Indian Passport -;.o-
facilities Register (Mahe) (Current egister)

1-12. Identity verification report for Indian passport -do-
Register (ondicherry) (Current Register)

4-1,3. Indent Book (printed) 5 years

X14. Despatch Register (local) (printed) 3 years

,/15. Despatch Register (by post)(Frinted) 3 years

-'16. Inspect -r Casual Inspection Register 5 years

17. Ws Casual Inspection Register permanent

18. Formal Inspection Register ermanent

f 1j. Welfare Meeting register (printed) 3 years

/26. Attendance Register (printed) 2 years

.%21. Orderly doom Register (Printed) 3 yearn

/2̂2. Casual Leave Register (printed) 1 year

/23. Newspapers/Magazines Register (as in enclosed 2 years
proforma)

/24. Annual Range Fire Register -do- 5 years

125. L.A.R.S. Book (printed) 1O years

l' 26. ACi: Register (as in inclosed proforma) 3 years

27. Weekly grade tegister -d o- 2 years

/28. WcLeded-out ;record Register -do- i ermanent

/2y. la Is Standing Carder File -do-

/3C. IG;'s Circulars File -do-

/31. Stationery and other Consumables Register( rinted) 3 years

(32. petrol/Diesel Coupon Bock (Printed) - To be returned to MX

733. Medical History Sheets (rinteci) Permanent

34. Kit Cards (;.rinted) permanent

35. Bus/ Railway Warrant Register (proforma given in To be
Standing Order) returned to

Chief Store

36. Log Book (printed) - To be returned to M.T.O.



LIST CF Li iIS'TLRS MAI^:TAINED IN THE PONDICHERRY POLICE WELFARE

SOCIETY

Name of Registers

7.

Term Deposit egisters

Term Depo sit registers

Indira Vikas patra Kegisters

period

._.,. - -- --- -- -- -- -- - --- - - - - --- -- -- -- ------------------ ---- - - - - - - -

superannuation First and Second Scheme

subscriptions (printed)

tteceipt/Despatch Register ( printed)

.idowfw pension Grant Register

Birth Grant Kegister

8. Spectacle Grant Register

1). Family rlanning Grant "egister

10, Loan Entry Kegister (printed)

11. Name Index' ReLister

12. Government property Register (Printed)

13. Stamp Account riegister (printed)

14. Audit File

15. Stamp Use register

16. Weekly parade ^tegister (as in enclosed proforma)

17. Weeded-out Records Register -do-

18. Casual Leave Register (printed)

1Th. Indent Book (Printed)

20.

21.

22.

23.
24.

25.
26.

27.

IGr's Standing Order file

IGt's Circulars File

ACR Register (as in enclosed proforma)

Welfare Meeting Register (printed)

Stationery and otntr Consimables Register(printed)

petrol/Diesel Coupon Book (printed) -

L.A.R.S. Book (rinted)

Newspapers /M:=o,azines tte.ster

28. Medical History Sheets U:tinted,

2J Kit Cards ( rinted)'

To

permanent

permanent

5 rs.from
last entry

permanent

3 years

permanent

5 yrs.after
last entry

3 yrs.after
last entry

-do-

permanent

3 years

permanent

5 years

permanent

5 Years

2 years

permanent

1 year

years

permare nt

permanent

3 years

3 years

3 years

returned to M.T.O. \.be

30. superior Off gcersw Os) Casua1s.Inspection

31. Formal Inspection iigister

32. Attendance.UeList,r (printed)

Ito gi ster

10 years

2 years

Permanent

permanent

permanent

permanent

2 years

33. Log Book (rrinted)'- To be returned to M,T.0-



LIST OF CANDID.''iTES MAINTAINED IN THE POLICE TRAINING SCHOOL

pruzorma)

Permanent

---------------------------------------------------------------------

Si.Nio. Name of Registers Ierioc'

1 . Casual Leave Register of Staff (Printed) 1 year

2. Casual Leave Register of Rica (,rinted) 1 year

3. Bus Warrant Register - To be returned to Chief Store

4. Mail Warrant Register- -do-

5. Trunk-call Register (Printed)

6. Cheque negister

-?. Cash Mettol itt i teas j 'rintt. ..

F Annual Inspection kgs ster_j

GOs Casual Inspectia,nl P,agister

Tn;spe ttir ' Catsi'al1 Ftvsp a z ?? %^eg? i r, . s r o.t +
1 . Permanent Advance ftegister°;J{^ rind,)1 ,,

z
A4 '(;s F articulars tcegigte o, }
ii OaSh ts'c tF tt * n- . fig ae x I 1rj t d j ,

5 years

5 years

5 years

permanent

permanent

5 years

'Permanent

year

'5 years

2 years

'Permanent

{14. reriodicals Itegis.ter (as in. enclosed proforma).

15. Duplicate Key Deposit d register do-

"16. Attendance Register of staff

17. Current iegister (rinted)

18. Despatch Register ( rinted)

y. Company Pay ;and Mess 3uk (' rinted

20. Orderly Room iegister (l-rinted)

21 . if^eifare: Meet ng. register (rxinteec),

'22. ttenc'.a-nce tegister,cf 1tI,Cs,: {Printed)

3. Stamp r',cccunt Register (i riritedr)

24. ;:urchaseaiYegister:r Mess,y(.rinted)

25. Dining-out `llegaster for Mess (as in enclo ec',s
' prof 6r1a) -

2' 1 years

'3 years

3 years
'- 5' years

3- years

years
E',c

year

years
C
year

year

26. Annual mange Fire iegister(as ineno- osed p rc*orma)°

27 `Log k3uok ( ^rintcd ) Tu be returned to n, 1.0.

29. i:Cia rtegister (as in enclosed proforma)

30. Formal .lnspc ction 'Re.gister

31. Indent Book rinted)

32. L.A. It.S. Book (p rinted)"

33. Weeded-out Records iegister (as in enclosed
proforma)

34. I. G. 1 's Standing Order File

35. IGi' s Circulars File

36, Weekly Parade Attendance , Register for

Permanent

37•. Stationery; and other cunsumableA ttegister (irinted) 3 years

38. ittrol/Diesel Cotptn Book (printed) To be returned tc M.T.O.
3y, Newspapers/Magazines itegi -stex (as,inenclosed 2 years

(as in enclosed; profyrma)

years

years

3 years

`ermanent

Y5 years

T10 years



41. Kit Cards (rrinted)

42, Mess Issue Register

-43- Mess Attendance Register



LIST OF REGISTERS MAI-IIAINED IN THE OFFICE OF THE M.T„U,

-------------------------------------------------------------

Sl.Nc'o. Name of Registers

2

Despatch Register (printed)

negister (,rinted}

Sheets °or

12. Listcry Sheets r

period

work Order Rcgistvr ( Vehicles )
(as in enclosed prufurna)

Worn Order itegiste .r (Motor Cycit s)
(as in enclosed proforma)

Ca:.asual Leave keg Later (?'rinted)

Duty Roster Register

Bus ?Warrant Issue

Hired Register (as

(Printed)

itegister -- To be returned to

in enclosed proforma)

Liter Department Vehicles tiegister -

.do-Advance Ltegister (Printed)

Receipt and

Current

History

13. Medical History Sheets (Printed)

14. l;i.t Cards :rinted)

15. Formal Inspection <<egister

16. Welfare Meeting Register ( Printed)
17, xiae.ndance Register ( Printed)

18, ;tai.i Warrant Book - To be returned to Chief Store
15. Bus Warrant Book -du-

2u. Government I r-pe ;^ty xeg.i_ster (Printed)

21. Stationery and other Ccnsumables

22, Orderly doom ^teg:lster (printed)

23, Indent Book (Printed)

24. Log Book (Printed) -- Till condemnation and replacement
recorded

25. Newspapers/Magazines Register (as in enclosed

26.

27,

28.

29.

proforma)
L.A.1H. S. Book (;:-rinted)

Ct register (as in enclosed proforma)

Weekly Parade kedister --du-

Standing Order File of i

30. I.G.F.Is Circulars File

31. 1,1eeded--out Records !register

all venicles (Frinted) - Till
and replacement is recorded

all Motor cycles ("Printed)

(as in enclosed
proforma)

2 yoac,

2 t/ears

1 year

2 years

Chief scor

5 years

1 year

Permanent

3 years

3 years

condermna i:.ir

- do-

e rman c iit

Fer•ma n'-a

erma ue.n

3 yearn

2 Ve^,.r

I erman:

Register (printed ) 3 yeo

3 year.,

is

2 yea_ ,

10 ycor

3 year:;

2 pear:
I

Permai:r-_t^ .

Permun rI

5 yea.

32. Petrol/ Diesel Cou7un Book (printed ) - To be returned to
33. Superior Officers (Cis) Casual Inspection Register ri ie_nu:, _c.cit



ly

LIST OF REGISTERS I'L,I NTAINED IN THE OFFICE CF THE i .C.R, CELL

------------------------- ---------------------------------------

S.L.Nc. Name of Iieei:sters period

------------------------------------------------

1 . I3u, itail Warrant Register - To be returnee', to Chief Store

2, Current :register (1'printed) 3 years

3. Charge Sheet (PPr.inted)

4, Duty poster (Printed)

5. Dospatch Register (Printed)

6. Final Report Bo ok (Printed)

7. ';1R Book (Printeed)

o. Fla Index (Printed)

1, Indent Book (Printed)

1U. i .S,R. Book (printed)

1 i . ii.C. S. Notice(_ rinted)

12. Permanent Advance Register (printed)

13. Sentry Relief Book (Printed)

14. arrest Report (_.rinted)

15. Form y5 (printed)

'16. Casual Inspection Register

7 GCs Casual Inspection Register

18. Inspector Ca sua.. Inspection Register

19. police Notice Book (;Tinted}

20, Casual. Leave Register (Printed)

21. Crime Check Register (rinted)

22, Weeded--out Records itegister (as in enclosed
proforma)

23, Duplicate Key Register -do-

24. Annual Range Fire Register -do-

25. Arms and Ammunition Register (.Tinted)

26. 0.1, Cases itegister

27. <ending Trial Cases Register (as maintained in 1S)

23, Government Property register (Irinted)

F ,rmal Inspection Register

30. Village Register (Printed)

31. Case Charge Sheet handed over to Court Register

32, Trunk-call Registier urinted)

33. Welfare Meeting Register (printed)

34. orderly itoum itegister (irinted)

35, Attendance "egister (printed)

5 yrsafter
dispos_ei of
the ca

2 years

3 years

Permanent

crmamen

permanent

5 years

3 years

2 years

:-Permanent

2 years

2 years

5 years

Permanent

permanent

5 yrs.after
last entry

2 years

1 year

-ermar eat

permanent

Permanent

5 years

Permanent

5 yrs.after
last entry

-do-

Permanenit

-do-

5 yrs.after
disposal of
last case

5 years

3 years

3 years

5 years
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36. IG I s Standing brier file

37. IG" s Circulars File

38. Register (Printed)

3>. A.C,R. register ( as in enclosed proforma)

4u. Log Buck (Printed ) - To be returned to:o M.T.C.

41. Process Register (1-rinted)

42. Weekly trade Register ( as in enclosed proforma)

Permanent

Fermanent

10 years

3 years

3 yrs. fro!ii
the date of
last proce

2 years

43. Stationery and other Consumables Register.(Frinted) 3 years

44. Newspapers,Magazines egister (as in enclosed 2 years
proforma)

45. 'etrol/Diesel coupon Book (Printed) - To be returned to N.T.(,0

46, Medical riistury Sheets (Lrinted)

47. Kit Cards (printed)

46. Stamp Account "egister (printed)

4y. Bus/Railway Warrant tegister -

5G. General Diary (printed)

Permanent

'. ermanent

5 years

To be returned to Chief Sto:;<

51. Noll Call Register (as in enclosed proforma)

2 years

2 years
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LIST GF REGISTERS MAINTAINED IN THE CENTi :AL CCItTiiLL RCCM i UNDICHLRRy

----------- -------------------
Sl.No. Name of Re ister -------sg I eriod
---------------------------------------------------------------------

I .

2.

3.

4.

5.

G.D. Book Register (printed)

Telephone Message Register (as

Telephone Message Register

C.C.i. Mobile Vehicle working evaluation

Duty itoster itegister (Printed)

6. Casual Leave >egister (Printed)

i'. Trunk-Call Register (printed)

8. ;Gt s visiting Book Register

y. Formal Inspection Register

1C, Govt. troperty itegister (Printed)

11. Important Officials Telephone Register

12. Mobile Movements Register

13. attendance Register (Printed)

14. Despatch Register (Printed)

15. Casual Inspection Register of NGCs

-do-

Register

16. 1BX, C'PRS and CCR HG's Attendance izegister(Zrinted)

17. Welfare Meeting Register (Printed)

18. Orderly Room register (Printed)

19. Missing persons and veh]ucles

2u, Indent Book (printed)

21. L.A.h.S. Book (Printed)

22. LG. 1.'sTStanding Order File

23. IGi 's Circulars ?ile

particulars itegister

years

years

2 years

2 years

2 years

1 year

5 years

Iermanent

Permanent

Permanent

Permanent

1 year

2 years

3 years

Permanent

3

3

years

years

3 years

5 years

5 years

10 years

Permanent

Permanent

1 year

2 years

Permanent

3 years

to M.T.C.

24. Disaster Warning RRegister ,( as in enclosed proforma)
25. Weekly Parade Register_(as.in enclosed proforma)
26. weeded-out itecords register `-do-

27. Stationery and other

28. etrcl/Diesel Coupon

2y. Newspapers/Magazines Register (as

3

in enclosed proforma)2

in enclosed
proforma)

2 years

30. Medical History Sheets (Printed) Permanent

31. Kit Cards (Printed) Permanent

32. Lug BL,ok (Printed) - .To be returned t_; M.T.C.

33. Annual Range Fire rtegister•(as in-enclosed proforma)5 years

Curlsumable ttegister(printed)

Bock-(printed ) - To be returned
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LIST CF REGISTERS NIIIINTAINED IN THE OFFICE OF THE SUPERINTENDENT

LL_,. OLICE (CID}

-----------------------------------------------------------------

SI.No. Name of hegisters Period

-------------------------------------------------------------------

1. Welfare Meeting Register trinted 3 years .
2. Senior Officers Casual Inspection

Register
. permanent

3. Formal Inspection Register

Trunk Call Register Printed

permanent

5 years

5. Log Book To be returned to MTC.
6. C.L. Register printed 1 year

7. IGP's Standing Urder file Permanent
8. IGP's Circular file iermanent

9. Indent Book printed 5 years
10. Newspapers/Magazines Register

(as in enclosed proforma)
2 yrs.

11, Annual Range Fire Register
(as in enclosed proforma)

5 yrs.

12. A.C.R. Register -do- 3 yrs.
13. Weeded-out Records Register -du- permanent
14. Stationery & other Consumables Printed 3 yrs.

Register Stock Register

15. Petrol/Diesel Coupon Book - printed - To be returned to MTC
16. LARs Book Printed 10 yrs.
17. Earned Lease Register 3 yrs.

18. Permanent Advance negister Irinted Permanent
19. Govt. Property Register Printed Permanent

20. Stamp Account Register printed 5 yrs.
21. Attendance Register Printed 3 yrs.
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REGISTERS MAINTAINED IN THE OFFICE OF THE C.I.P. BRANCH

------------------------------------------------------------

Sl.No . Name of Registers period
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

1

2a

FIR Index Register (printed)

Prisoners' Search Register (printed)

permanent

3 yrs.

3. Arrest Card ;printed) 5 y r's.

4. Process Re s trr (printed)

t

3 yrs.

2 yrs.
5. ed)General Diary(prin

6. Form - 95 (printed) 5 yrs.

7. Search List (printed) 5 Yrs.

8. FIR Book (printed) permanent

9, Government Property Register (printed) -do-

10. Earned Leave Register 3 yrs.

11. Stationery & Other Consumables
Register (printed) 3 yrs.

12. i3us/Railway Warrant Register(Printed) To be returned to
Chief Store

13. Tapal Book (printed) 3 yrs.

14. Teleprione/Trunk- Call Register (Printed) 5 yrs.

15, C.L. Register (printed) 1 year

16. Welfare Meeting Register (printed) 3 Yrs.

17. Indent Book (Printed) 5 yrs.

18. IGE''s Standing Order file permanent

19. IG 's Circulars File permanent

20. ACR iKegister• (as in enclosed proforma) 3 yrs.

21. Weekly 1arece Register -do- 2 years.

22. 'deeded-out Records Register -do- permanent

23. petrol/Diesel coupon Book (printed) - To be returned to
M. T.O.

24. L.A.R.S. Book (printed
10 yrs.

25. Newspapers/Magazines Register
(as in enclcsod proforma)

2 yrs.

26. Medical History Sheets (printed) Permanent

27. Kit Cards (±-rinted)
permanent

28. GOs Casual inspection Register(;:=rinted) permanent

29. Formal Inspection Register
permanent

30. Duty Roster (printed)
2 yrs.

31. Orderly Room Register (Printed)
3 yrs.

32 rinted) - To be returned to M.T.O.Log Book (i.

33.

.

Annual Range Fire Register
(as in enclosed proforma)

,5 yrs.
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REGISTERS MAINTAINED IN DIFFERENT UNITS GF THE CRIME RECORDS BUREAU

PLNDICHERRY

- - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - -

o as sSl No ._. .:..name af ite i t r

- - - - - - - - - -- -- - - --- -- --- -- -- - -- - -- -- ----

A. CRITIEF riCbitfS UNIT

FIR Receipt register

2 Head-'wise Crime Registers

3. Conviction Memc Register.

^E. M.L ,, Index

5. Conviction Menlo Despatch Register

v

1u yrs.

printed permanent
(23 numbers)

permanent

permanent N

hinted 5 yrs.

6o Tapal Receipt Buister printed 3 yrs.

7. Tapal Despatch Register Printed

8. Service Stamp accounts Register printed

9. Bus Warrant Register/Railway Warrant proforma
Register given

1L0. Stationery and other Consumables Irinted
Register

11 , Government Property Register [tinted

'12. Message Register printed

13. 'attendance register

14 Vehi.c.D.e involva in Crime/Accident
Register titypo ^f v>hicle to be

added)

I rinted

15. Parliament/Asse:nbiy question 3 yrs.
Despatch Register

16, Superior Gffi ce:'s Visiting Book

1(^ weekly Parade A,,tendance 'Register( as.;in enclosed

18, Bad Characters ,Station--wise Register
proforma

19. Welfare Meeting Register printed

20, C.L. Register Printed.

22, periodical Y_etu?'ns.Register-

23. >Jewspapers/Maga.:ines: register

24. Annual Range Fire Segister

25v Trunk-Call Register

26. IG-Is Standing Order file

277. IG^'s Circulars File

28, Indent Book

29. LARS Book

O. petrol/Diesel Coupon Bcok

;ter (as in enclosed
proforma

--do-

-do-
-do -

Printed

Printed

Printed

yrs..

5. yrs.

To be
returned to
Chief Store

3 yrs

Permanent

2 yrs,

2 yrs.

10 yrs.

permanent

2 yrs.

permanent

3 yrs..

"1 year

permanent

5 years

2 years

5 yr.sn

5 yrs.

permanent

permanent

5 yrs.

To be returne(
to Chief' Stor,

printer; Tobe returned to
M.T., C
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31. Motor Cycle Log Book Printed permanent

32. Medical History sheets Printed -do-

33. Kit Cards printed -do-

B. FINGER PRINT BUREAU:

1. Receipt/Current Register Printed 3 yrs.
2. Record Register Permanent

3. Search Register (one more column added - Date
and No. of despatch to FS) -do-

4. Identified Register Printed -do-

5. Stamp Tapal Register -do- 5 yrs.

6. Tapal Register -do- 3 yrs.

7. Despatch Register -do- 3 yrs.

8. Weeded-out Itecords Register (as in enclosed, prof armEiermantnt

9. Stationery & other Consumables printed 3 yrs.
Register

1U. Newspapers/Magazines Register (as in enclosed - 2 years

11. Government Property Register Prof orm .,rinted permanent

C. PHOTO SECTION:

1. Govt. property Register printed Permanent

2. purchase/Receipt Register printed 3 yrs.

3. Despatch Book

Stock

printed 3 yrs.

4. Weeded-out Records Register( as in enclosed prbfnrmaPermanent

5. Stationery and other Consumables Printed 3 yrs.
Register

6^ 'petrol/Diesel Coupon Book Printed - To be returned
to M. T. 0.

7. Log Bouk Printed - To be returned
to M. T. 0.

8. Newspapers /Magazines Register hinted 2 yrs.

D. DOG KENNEL:

1. General Diary

2. Movement Register

3. Standing order File

4. Superior Officers Visiting Book

5. Diet `Purchase/Receipt Register

6. Feeding Register ( daily)

7. Medical Check-up treatment to Dogs
Regi ster

.8. Daily/Weekly maintenance of dogs
Register

Printed 2 yrs.

2 yrs.

Permanent

-do-

Stock Register 3 yrs.
Printed

-do- 3 yrs.

Upto one
year after
death

1 year

9, Mews^)aper/Magazines Register i 2 yrs.
(as in enclosed proforma)



10. Duty Roster (roughs 1 year

11. Weeded-out Records Register ( as in enclosed Permanent
12. Government property Register proSorma)printed

Permanent

E. CU L'UTER Yv'ING:

1. Station-wise Computer Format Receipt 2 years.

Register
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LIST OF REGISTERS MAINTAINED IN THE OFFICE OF INSPECTOR RELESS

- ---- - ------------------------------------------------------------
Sl.No. Name of Register Pe rio d
------------------------------------------------------------------

1. Attendance Register Printed 2 years

2,, Current Register Printed 3 years

3. Tapal Register Printed 3 years

4. Casual Leave register Printed 1 year

5. Earned Leave Register Printed 10 years

6. Medical Leave Register 10 years

7. Formal Inspection Register Permanent

8. GO's Casual Inspection Register Permanent

9. Welfare Meeting Register Printed 3 year.

10. Weekly Paradegister(as in enclosed proforma) 1 yr.

11. Bus/Hail Warrants register Prof orma To be returne
given in S.O. to Chief

office.

12. Permanent advance Register Printed Permanent

13. Demand Draft Register Printed 10 yrs.

14. Challan Register 5 yrs.

15. Govt. Property Register Printed Permanent

16., Stationary & other consumable Printed
Register

3 yrs.

17.

18.

Weeded out Records Register(as in enclosed

Telephone Bills Register proforma) Printed

.Permanent

5 yrs.

19. Newspaper/Magazines Register (as in enclosed
proforma)

2 years

20. Motor Cycle Log Book Printed To be returnee
to MTO.

21. Petrol/Diesel Coupon Book Printed -do-

22, Orderly Room Register Prin to d 3 years

23. A.C.R. Register(as in enclosed
proforma)

3 years.



LIST OF REGISTERS I'M;AINTAINED AT RADIO WORKSHOPS C.C.R. D' NAOMi.

- - - - - - - - - - - - - - - - - - --- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Sl.No. Nacie of Registers Period

----------------------- ---------------------------------------------

1. General Diary Printed 2 yrs.

2. Duty Roster Printed 2 y.rs:.

3. Attendance Register Printed 2 yrs.

History Sheets Printed up to dispn-sal of
equipment.

5. Job Negistors Printed Pe -manent

6. Indent Book Printed 5 yrs.

7. L.A.R. S. Printed 10 yrs.

8, Tapal Book Printed 3 yrs.

9. G0' s Casual Inspection Register Permanent

10. Inspr.' s Casual Inspection
Registor 5 yrs.

11. Formal Inspection Register Permanent

12. A.C. Generator Log Book Approved 10 years.

103. Motor Cycle Log Book Printed To be returned
to M . T^ 0 .

14. Petrol/Diesel Coupon Book Printed -do-

15, Medical History Sheets s-rinted Permanent

16. Kit Cards Printed Permanent

17. Stock Register Printed Permanent

18., Battery Charging rtegister 3 years

19. Battery Distribution Register - 3 years

20. History sheet for the Battery Printed One year after
condei nation.

LIST OF REGISTERS MhIINTnINEDDT Rh.DIO BRANCH SIRES. D' \AGtR

1. Stock Register Printed Permanent

2. Tapal Book Printed 3 yrs„

3. GOt s Casual Inspection Register Printed Permanent

4. In spr. ' s Casual Inspection
Register Printed 5 yrs.

5. Formal Inspection Register Permanent

6. Indent Book Printed 5 yrs.

7. L.A.R.S. printed 10 rs.

8. Clothing Register Printed 3 yrs.

9. Govt. Property Register Printed Permanent

10, Stationary & Other Consumable
articles Registers Printed 3 yrs.

it Condemnation Register ( as in
(enclosed proforma)

Permanent

12. Kit Cards Printed PeriiYanent
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LIST OF REGISTL,LLD MAINTAINED IN THE OFFICE OF THE SUIDT. OF POLICE

HOME GUARDS

-------------------------------------------------------------

oS1 1;: d----. . Name of Register
Period

-------------------------------------
1. Current Register ( Tinted)

2. Despatch Register (Print d
}

3 years
e 3 years

5. Permanent Advance icegister (Printed
10 years

4 stock Register (Store items) Printed
( ) Permanent

Challan Register
5 years

8.

Government Property Register (printed)

Luplicate Key ttegister(as in enclosed

Attendance Register (i rinted )
proforma)

Permanent

Permanent

2 years

10.

1

GOs Casual inspection Register

Formal/Annual Inspection Register
Permanent

x'ermanent.1 welfare Meeting icegister (printed)
'

3 year r12. Inc..ent Book ( rinted)
5 yeas

13. Trunk-Call Register (Printed)
5 years

14. Orderly Room Registers Grievances/ Default(! rinted) 13 years
15. Vehicle Log Book (Printed) To be returned to M.T.O.

16. 1G 's Standing Order file

17. 1G1°s Circulars File

18. Newspapers /Magazines Register ( as in enclosed

Permanent

Permanent

2 years
proforma)

19. A.C.R. icegister as in enclosed proforma
2

3 years
0. L.A.R.S. Book (Printed)

2 10 years
1. Weeded-out iecords Register (as in enclosed

permanent
proforma)

22. Casual Leave register (printed) 1 year
23. Stationery and other Consumables Register(Printed) 3 yea"
24.

25
ietrol/Di4sel Coupon Bock (printed) - To be returned to M.T.O.
Medi l.

26

ca History Sheets (Printed)
Permanent

. Annual ieange Fire Register (as in enclosed 5 years

27.
proforma)

Condemnation Register (as in enclosed proforma) Permanent
28. Weekly Parade Register -do- 2 years

29. Assessment Register -do-
3 years



3^,

38. Casual r _,. et_ister printed 1 year

35. IGi : ndLnL Order file Permanent

40. IG1 ' s c^ Lars till permanent

41. C.t . .,ef_;_stor ( as in enclosed proforma) 3 yrs.

42. Sta ticnury and c tL.er Consurnables Printed 3 yrs.
Register

43. TJr_wsp <:r ;tines Register( as in enclosed proforma) 2 yrs.
44. Medical r:Cst.,tg :greets. printed permanent

45. Kit Cards 'rinted xermanent
46. Stamp account " ister printed 5, yrs.

47. Superior officers (GCs) Casual .7 ermanent
Inspecti.,n Resister

48. Annual Rant-_..e File hegister( as in enclosed proforma) 5 yrs.

49. Sentry !relief Book ; rinted 2 yrs.

50. Detection Slip iregister( as in enclosed proforma) 2 yrs.

51. Information Sheets Despatched Printed 3 yrs. from

Register the date of last entry.



REGI,S'I'EItS NL;IPITAIPEU IN THE OFFICE OF THE TRAFFIC UNIT

------------------------- ----------------1S .No. Name of Registers
erluc'

------------------------------------------1 . General Diary

2. F.I.;c. Book

3. F.I.lio Index (Crime is.egister)

4. Arrest Carrel

5. ;risouers Search register

6. Bail Bond

7. Process icegist r

8. Charge Sh Bc:k.

9. Final Report Bcor.:

10. R.C.S. Notice

11. M.V. Petty Ca e rye€ister

12. Other Petty Case register

13. Permanent r•egistcr
14. Duty Hc,ster

15. Rough Duty i1c ster

16. Government i roperty Register

17. Trunk-Call Register

18. Casual Inspection Kegister

19. Bus Warrant Issue Register

20. mail Ytlarrant Register

22. Formal Inspection Kegister

23. etition Register

24.
25.

26,

27.
28.

Crime Kegister

Despatch .register

Current register

Summons to Parichayathar•s

Conviction Register for Accident
Cases

29. Nam=war Index for A ccident Cases

30. Performance Register of HCs/iCs

31. Weekly arade rtegister
(as in enclosed proforma)

32. Welfare Meeting Kegister

33. Indent Book Register

34. Log Book

35. Orderly Room Kegister

36. Book

37. Weeded out "ecores rtegister
(as in enclosed proforma)

IT rinted

Printed

rinted

rinted

Irinted

Lrinted

t rioted

Printed

Irinted

Tinted

I rinted

Printed

Irinted

Printed

I rinted

Printed

Prof orma
given in
Standing
Order

2 yrs.

10 yrs.

ermanent

3 yrs.

3 yrs.

5 yrs.

3 yrs.

5 Yrs.

5 yrs.

2 yrs.

5 yrs.

3 yrs.

iermanent

2 yrs.

2 yrs.

Permanent

5 yrs.

permanent

To be
returned to
Chief
Store

Permanent

Prof orma of 3 yrs.
Station Gent.
Current Register,

Printed

Printed

Printed

Printed

Printed Genl.
Con. Register

Printed

Printed

irinted

Printed

Frintod

16 yrs.,-

3 yrs.

3 yrs.

5 yrs.

1O yrs.

Permanent

3 yrs.

2 yrs.

3 yrs.

5 yrs.

To be
returned to
M.T.P.

3 yrs.,

10 yrs'

Permanent



33
LIS'^ Ii J EGISTER3 MAINT'AINLD IN THE OFFICE OF THE SUPDT, OF POLICE

(TRAFFIC)

-----------------------------------------------------

S1.N . tame of Re., i sters period

1 . L t1.C_._ t. cl . ho:i ^nted) 2 years
2. Casual 1 v . t,ster (printed) 1 year
3. Crime ; Cited ) 10 years
4. (Printed) 10 years
5. Traffic Of-_;:cc. Detection Slid, Register

(as in anc :sed _r:; fcrma)
2 years

6. Government t rc,_:erty Register (printed) Permane t
7. Stock Register ( printed) Permanent
8. General Current Register (Printed) 3 years
9. Despatch Register ( Printed) 3 years

10. petition Register ( General Current Register) 3 years
11. Crime Nemo Book (Printed) 3 years
12. Trunk-call Register (Printed) 5 years
13. Formal Inspection Register 1 ermanent
14. Welfare . Meeting Register ( Printed) 3 years
15. Newspapers / Magazines Register ( as in enclosed

proforma).
2 years

16. Annual Range Fire Register -do- 5 years
17. Indent Boo k (Printed) 5 years
18. L.A . R.S. Book (printed) 10 years
19. Log Book - ( Printed ) - To be returned to M.T.O.
2U. A.C . R. Ro gister (as in enclosed proforma) 3 years
21. Orderly Room :'Register (printed) 3 years
22. Weeded- cut Records Register ( as in enclosed

proforma)
Permanent

23. Weekly Parade Register -do- 2 years
24. IGI's Standing order file Permanent
25. IGE's Circulars File Permanent
26. Stationery and othor Consumables Register (printed ) 2 years
27. petrol/Diesel C oupon Bouk (printed ) - To be returned to M.T.O.
28. Medical History Sheets (printed) permanent

29. Kit Cards (irinted) permanent
30. Bus/Railway Warrant Register (proforma given in To be

Standing Order) returned to
Chief Store

31. Stamp :account Register (Printed) 5 years
32. Surorior Officrs ( GOs) Casual Inspection Register Permanent



37. News /J2/

AaNersi; i
38, Annual tinge 1.1`S

Regist39,
og tto^ egz ±er,. aS in

ericlo
Pro$or?d

r1nted

u
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?EGISTERS MAINTAINED
IN THE OFFICE OF THE CIRCLE INSc`ECTORS

OF POLICE

------------
ors Period

Sl.No. Name of i^tegi„^t

-------------------

1. Crime Check Register printed 10 yrs.
(police Station-wise)

2. G R. ,t;gi 3ter printed 3 Yrs.
printed 3 yrs.

3. Station Dcspaich Register
(police Station wise)

printed 3 yrs.
4. S.P. Despatch i-.(-gister

printed 3 yrs.
5. FIR and CD Desl,a'cch Register 2 yrs.

1,
6. Loudspeaker Licence Register (Proforma as fle95

5 Yrs.
7. R.R. Register (police Station wise) General 5 yrs.

B. Petition aegister ( -do-) Current

9. public Meeting rt,gister( as in enclosed proforma)

10. Memo

11. Memo

12. G.D.

Index

13. Trturk-call

14. Welfare

Register

Meeting Register

15. ern:anent Advance aegister

16. Bus Warrant Register

17. Rail a Tarrant Register

Q Cimcular File

i

Printed
Book ( olice Station wise)

Check Register(
as in enclosed proforma)

pro

1 . Sor
19. Clothing/Uniform Articles (

Printed Stock Register

Stock Register
-do-

20. Clothing/Uniform Articles
Issue register

21. Stationery and other Consumablesdo-

Register

22. Stationery and
Issue Register

23. Govt. property

24. L.A. R.S. Book

25. Indent Book

other Consumables

Register

26. Formal Inspection Register

27. Attendance Register

28. orderly room Register

21j. A.C.R. Register(
as in enclosed

30. Stamp account Register

31. Standing Order file of IG1

32. IG 's Circulars File

33. Casual In _cticn ridgister
.

34. Weeded--out .dece-ds negister(as

35. Weekly ,arde Register

36. petrol! Diesel Coupon Book

Printed

printed

Printed

Printed

proforma
given in
Standing
Order

2 yrs.

3 yrs.

3 yrs.

3 yrs.

5 Yrs.

3 yrs.

permanent

To be
returned to
Chief Store
permanent

1U yrs.

10 yrs.

3 Yrs.

printed 3 yrs.

printed Permanent

Printed 10 yrs.

Printed 5 yrs.
permanent

Printed 2 yrs.

printed 3 yrs.

forma) 3 Yr

printed 5 yrs.
permanent

permanent

permanent

orma)L'ermanentin enclosed prof
-do- 2 yrs.

bprinted - to McTreturn



30
REGISTERS MAINTAINED IN THE OFFICE OF SUPDT. OF POLICE

SUB-DIVISION

-----------------------------------------------------------------

S1.?'o. Name of Registers

printed

- - - - - - - - - - - -- - -- - - - - - - -- - - - - - - -- -- - -- --- --- -- -- - --- -- - - -- - -- - - -- -

1. General Register printed 3 yrs.

R.R. Register (printed General Current Register) 3 yrs.

?. S.P. Petition Register -do- 3 yrs.

i.G.P. Petition ttegister (General Current
Register) 3 yrs.

3TBR Petition Register .-do- . 3 yrs.

6. Public Meeting Register (as in enclosed proforma) 2 yrs.

7. Court Register (General Current Register) 3 yrs.

8. Stamp Account s-cegister printed

9. Loudspeaker Permission Register

10. Tapal Despatch Register

11. Special Register (as in enclosed proforma)

12. Despatch Register

13. Inspection Register (Gos)

14. Trunk-call Register

15. permanent Advance Register

16, Govt. Property Register

17. Stationery Register

18. Office Staff Duty Register

19. Casual Leave Register

2G. Attendance Register

21. Clothing Register

22. Crime Check Registers

23. I.S.R. Ch@ck'Register

24. Tapal C.S.t. Register

25. I.S.R. CD Tapal Register

26. Wireless Set ','Maintenance
Register

270' personal Register of PA

28. Indent Book

I

29. Memo Books for Two Circles and
. Crime General

30. Stock Register

Approved

Printed

printed

Printed

Stock
Register

printed

printed

printed

printed

period

5 yrs.

2 yrs.

3 yrs.

3 yrs.

3 yrs.

Permanent

5 ears.

permanent

permanent

3 yrs.

3 yrs.

1 year

2 yrs.

3 yrs.

printed permanent

printed Crime 10 yrs.
Register

Printed

Printed

printed

printed

2 yrs.

3 yrs.from
last entry

1 year

5 yrs.

3 yrs.

permanent



LI ST OF tE GI S^E,it^ Ii INT4Ij DIN TIE OFFICE OF 1?I£ -PA P DETTACHI TS
AT KAR.LIKkL AND MAHE

-------------- - - - -
- -- - - - - - - -- - -- - - - - - - - - - - - - - - - - - - - - - -

Nai:ra of Registers Period

15.

16.

17.

18.

19.

20.

21.

22.

23.'

i;~reral Dear

lazty ^Y>s1-.er

s VA: B, kr .-iyls.S_s

Mc --" H C,^ inc'1nce ilegi

Issi;, J; t„r.;.

i u-rc ha se

Gatiu, L> i(egister

Govt. r. t rty register
(St:; 1. lsWr):

Orderly .-c)Lm-r^egister

Armoury, <ckncwledgement

Arms Issue register

Bell of Arms.itegister

Medical. History Sheets

Kit.. Lards

Printed

Printed-,

Printed

P,rln tkd

Printed

Prince d

c'eriaanent

3 yrs.

Pe rman on t

5 yrs.

Pe rmanen t

Pe ri.iane.

Permanent

1 yr.Nominal ,il register (as p er
Aroforma

lie gi,s to r
blaze tteu Officers Inspec on ,

Casual Inspection Register o

•Ve 1fa re i°eee tin g

Taral Book

Inuent,.8ook

IGP's. Stand.:ng Orde

IGP'.s Circular file

Weekly P&r r'e itegister(as in

heeded cut; i ecvrds Register

h.C.k. te^:ister

- - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - -

Permanent

enclosed groforma)

-do-

-do-

5 yrs. from
Last entry.

3 yrs.

3 yrs.

yrs.

Perinanen t

Pe.rmanen t

2 yrs.

Pe rmanen t

3 yrs.



LIST OF REGISTERSFOR THE POLICE CANTEEN

'I. Cash Book

2. Stock Register

3. Token Register

4. Amount Handed Over Register

5. Bill Register

6. Voucher File

7. Correspondence File

8. Minutes Book



6%2OF usC:iS'it ii5 i<a^Iia l^la >JD liv TTr& OFFICE OF

--------------------------------------------------------------

SI.Nc. Name of Registers Period

-------------------------------------------------------------------

1. Inward Register(Generel Prin dte 3 yrs.

L ♦

Station Current Register)

Out Ward Register 3 yrs.
3. Casual Leave Register £'rin to d 1 yr.
4. Formal Inspection Register Pe rmanen t
5. Casual Inspection register 5 yrs.
6. Stamp Account Register P rin to d 5 yrs.
7. Stamp Use Register 5 yrs.
8. Newspapers/Magazine Stock egister( as in ex1osed 2 yrs.

9. Department Enquiry Register proforma)
10 yrs.

10. Govt. Property Register Printed rera:nnent
11. A.C.R.,hegister(as in enclosed proforma) 3 yrs.
12. Trunk-Call iie gi s to r Printed 5 yrs.
13. O.R. Register Printed 3 yrs.
14. Despatch Register Printed 3 yrs.
15. Welfare Meeting Register 3 yrs.
16. Indent Book Printed 5 yrs.
17. IGP' s Standing order file i'e rrianent
18. jUrt s Circulars file SSe r'1 an ent
19. Weekly Parade Register(as in enclosed proforma) 2 yrs.

20. Weeded out record egister -do_ Z Permanent

21. Stationary and Other consumables

22.

Register

Petrol/Diesel Coupon Book

grin to d

Printed

3 yrs.

To be re turne

23. L.A.i3.5. P rin to d

to M1'0.

10 yrs.
24. Medical history Sheets P'rin to d Permanent
25. Kit Cards Printed Pe rmanen t.
26. Annual hange Fire Register(as in enclosed 5 yrs.
27.

28.

Attendance register
proforma)

Log Book

Printed

Printed

2 yrs.

To be returnE
to , ' TO .



^G
L sT Ul w c t ,, i I1:̂ I ?^ U ^^ C t2r D.cu s1 . Tlov s K^t^_.L.i .

Mh B&Ys_1 Ni

-------------
51,1 Name i f Register

1. kttten;'Ence kegistQ.F

2, Uerieral Diary

3, adio Log

4. Duty Koster

Job Register
J., Hi S to ry Sher: is

7,

8.

9e

10.

11.

12.

13,

14.

15.

16.

17.

18.

19.

20.

21,

22.

23.

24.

25,

Current/TaPEtl 1segiSter

Indent Book

L...1 .S.

kbrmal Inspection itegister

GO's Casual Inspection Register

Insprr s Casual Inspection i g.
Condemnation Register(as.in

Stock iregist.ar

Welfare Meeting iiegisterr

Casual Leave Register

IN /OUT Me ss4 e Re gi s to r

Messa ge Ik;li•"ery ire gister

enclo sed

Log bout for a.C. txnestitor

.battery Char ing rtegister

Battery distribution Register

History sheet for the batteries

Weeded out n--gister ( as in enclosed
Stationery and other

Petrol/Diesel Coupon

consumable

(register Printed To be&-tuined a:o
MTO,

26. Weekly rarude iegister ( as in enclosed- profprma) 2 yrs.
27. Earned Leave :register Printed 10 yrs.
28. Medical Leave Iegister 10 yrs,

1.

2.

3.

4.

Attendance Register

Tapal Bcok

Medical History Sheets

Kit Cards

i'rin tis d

Printed

;grin tee d

Printo4

Printed

Printed

r'rin to d

k'rin ted

'rn ted

r'rin to d

rrinted

forma ;

rrinted

Printed

.Printed

r rin to d

rrinted

.era.od

2 Yrs.

1 --ca ..

2 Y:.s-

1?t ^, Irl nc rlt

Till disposal of
oquipt,

3 yrs.

5 y:r,s,

10 g "s.
re, .m,neant

re rrra.;; t

5 5.

Fe rr. xr. 'mn

re rf_kan

3 y',

1 y:a.-
1

3 y ars,

10 y:c's..

3 yrs.

3 yrs.
Printed one year 4ti te::

condemn atj_o).
p^orma ) Permanent

Heg,Frinted 3 yrs,

Printed 2 yrs,

Printed 3 yrs.

.Tin to d ee rman An. t

r1rinte4 a saner, t



2.5-
LIST OF RtGISTRS M:-,I!` Tl iNi iâ tT IF/VtiF 3 JS, L'N:+ m,rt â

CH.I & II SIN S, tRIV DICtIr RRY.

------------------------------------------------------------------

Sl.No. Name of tgisters Period-

---•-----------------.----------------------------------------------
1. Duty Roster Printee 2 yrs.
2. Radio L%g Printed 1 yrs.
3. IN/OUt Message register Printed 2 yrs.
4. Message Delivery 'register Printed 2 yrs.
5. pal nook Printed 3 yrs.

6. GO's Casual lCnspectiddn Register Printed Pe ri:ranent
7, Inspr.'s Casual Inspection

Register Printed 5 yrs.

8. Forrfol Inspection register Permanent

9. Stock Register/Govt. property
iu Biter Printed permanent

10. Newspapers & Mahazines Register( as infenclosed 2 yrs.
11. Indent Book proforma) Printed 5 yrs.
12, L,A.R.S. Printed 10 yrs.

13. Trunk Call Register Printed 5 yrs.
14. Weekly Parade Register(as in enclosed proforma) 2 yrs.

15. Medical History Sheets Printed Permanent

16. Kit Carus

CIPI-ER QE LL

Printed Permanent

1. General Diar.i Printed 2 yrs.

2. Duty Roster Printed 2 yrs.

3, Tapal Book Printed 3 yrs,.

4. GO's Casual Inspection Register Printed Permanent

5. Inspr' s Casual Inspection
Register Printed 5 yrs.

6. Formal Inspection Register _ Permanent

7. Stock/Govt. Property Register Printed Permanent

8. Indent Book Printed 5 yrs

9., Clothing Register Printed 3 yrs.

10, IN/OUT Register 3 yrs.

11. Kit Cards Printed Permanent

12. Documents Register 10 yrs.



LIST OF REGISTERED MAINTAINED IN THE OFFICE OF THE HOME GUARDS

----^- - ------ ---------- ---- ----------------------------------
Sl.Na. Name of Registers _ period

------------------- --- -------- ------ --------------- ---------------

1. Cash rook for HGs Welfare & Benevolent Fund Permanent
(Printed)

2. -HGs Welfare & Benevolent Fund Subscription - 25 years
Register

3. Welfare Fund Remittance Register 25 years

4. Arms register (Printed) Permanent

5. Bus/Hail oarrantnegister (printed)-To be returned to M.T.O.

6.. Duplicate Key hegi,ter (as in enclosed proforma) Permanent

7. Stationery and other Consumables 1tegister(printed) 3 years

8. Government•Prop4:rty Register (printed) permanent

9. Clothing Register (Printed) 3 years

10. Current .regi ter (printed) 3 years

11. Despatch Register (Printed) 3 years

12.. Stamp Account. Register (printed) 5 years
13. Band Register permanent
14. Call-out Register 3 years
15. Enrolment Register Vol.I & II permanent
16. Casual Inspection Register for Inspector 5 years

17. GOs Casual Inspection Register ., permanent
18. Formal Inspection Register Permanent
19. Attendance Register (Printed) 3 years
20. Rough Duty Register 2 years
21. Orderly Room Register(Grievance/Default)Orinted) 3 years
22. Welfare Meeting Register (Printed) 3 years
23. Deployment negister (Daily) 3 years
24. Parade Attendance Register . 2 years

25. IGp's Standing Order file permanent
26. ACR t register (as in enclosed proforma) 3 yrs.

27. Weeded-out Records Register(as in enclosed
proforma)

permanent

28. Duty' Roster (printed) 3 years

29. Log Book (printed) - To be returned to M.T.O.

30. Annual Range Fire Register(as in enclosed proforma)5 years

31. Casual Leave Register (Printed) 1 year

32. IGI: t s Circulars File permare nt

33. Weekly Parade iegister (as in enclosed proforma) 2 years

34. Indent Book (Printed) 5 years

35. LARS Book (Printed) 10 years

36. Petrol/Diesel Coupon Book (printed)-To be returned to M.T.O.

37. Medical History Sheet (Printed) permanent

38. Kit Cards (Printed) permanent



LIST CF rtBGl̀ST&1..S MAINTAINED IN THE OFFICE OF THE COMMANDANT-iA

---------------------------------------------------------------------

Name of Registers period

---------------------------------------------------------------------

;p;.cial Register ( as in enclosed proforma) 3 years

Current rtegister (outside) ( printed) 3 years

Current itegister ( for companies ) ( Printed) 3 years

;espatch Register ( outside) (Printed) 3 years

es; itch register ( fur companies ) ( Printed) 3 years

er'uiar_ent advance Register (I&II) (Printed) permanent

ask. (I&II) (Irinted) Book permanent

rc.;ancnt Advance Stock Register ( Printed ) Permanent

';ta,:p Account fcegister ( in & out ) (Printed) 5 years

10. Government Properties Stock rtegister ( Printed ) permanent

11. Stationery and other Consumables Register (
printed)3 years

12. Casual Leave 11egister for Officers (printed) 1 year

13. Trunk-call "egister ( Printed) 5 years

14. Message Register (in & out) ( as in enclosed 2 years
proforma)

15. Formal Inspection rtegister Permanent

16. Welfare Meeting Register ( printed) '3 years

17. GOs Casual Inspection Register P ermanent

18. Log Book ( rinted).- To be returned to M.T.O.

19. Deployment File 2 years

20. IGI Standing I-Ird.er file permanent

21. IU".s Circulars file I"ermanent

22. Indent Book (Printed) 5- yours

23. L.A.R. S. r3.,ok rinted) 10 years

24. Newspapers/Magazines Register ( as in enclosed 2years
proforma)

25. innaul ,range Fire ' register ( as in enclosed 5 years
pfoforma)

26... A.kC< t. :cagister (as in enclosed proforma ) 3 years

27. Weekly arade itegister (as in enclosed proforma ) 2 years

28. Weeded-cut it, cord rtegister -do- termanent

29. petrol/Diesel Coupon Book (printed)- To be returned to M.T.O.

30. Attendance egister (Printed) 2 years



39
LIST OF' tIECISTLr M. INTAINED IN THE PGNDICHERRY ARMED POLICE

C CNit-- S
------- --- --- ----------------------

S1.No• ai e of Regiater -- -- ---

--- - --------------- i erio d

r 1 Order (1. Cc 111 c ,
as in enclosed proforma)

2. General L:i^ry (.rent d
5 years

e )
3 Dut 2 years. y ._ ( ntcd)
4. Mess ..c . C' 3 u., _ _-,ter
5. Mess cc ; nc

2 years

3 years:. _ ; ^L1.ster (I"Tint d(, )
6 Com = 3 yearspar

; p n kCCOUnt Register (printed)
7. Lermanen 3 years

-nice 1iE-gistur l-,Tinted)
8. Challan "_gl„tr:e

9. Demand Draft Register

5ermarsnt

5 years

10 Outside 5 years

11.
recover i,eY gister

Casual Inspection R 5 years

12.
egister (Inspectors)

Casual Inspection 'register (GOs)
5 years

13. Welfare Meetin ti i
e anent

14.
g e g ster (printed}

Despatch Register (Printed) 3 years

15. Local Despatch ti 3 years

16.
e stegi r(Tinted)

Formal Inspection itegister 3 years
._

17. Casual ,ermanent

18.
Leave R gister (Printed)

E.L. Register 1 year

19. CMT Orderly Room R i
2 yt'ars

20•
eg ster (Printed)

Inspectyr C.iu. Register (Printed)
3 years

21 Bu W 3 years.

22.

s arrant resister
6 (i'rinted) - To be returned to Chief Store

Rail Warrant register (Printed) -do-
I' ft23. ro rma givenBus 'arrant Stuck i t

24
eg s er - in SStandingBus warr t.

25.

an bill register
-do- Orderaail

26.

27

wayy warrant Stock Itgister -do-

Stationery and other Consumables I ^egister(Printed) 3 years
G e. ov rnment troperty iegister (Printed)

28. PermanentArms and Ammunitions St k
29.

oc register )Printed) 5easnt
Monthly Ammunition

30.

31.

32.

register ^`r'nted) 5 y yeearrs

Bell of ,'arms and Ammunition register (Printed)

Clothing/Unif-rm rrticles Stock register Printed)
10 yearsyears

Clothing/Unif:;rm Articles issue ttegister(
i t

33.

34.

ed 10pr n
Equipment Is ) yea

rs
sue t,egister (Printed)

Indent Look 3 years( i t
35.

Pr n
ed) 5 years

g k (i rinted)
36. e rssAssessment Register( i

a
as n enclosed proforma 33 years



37. Barb r'•s equipment Issue Register

38. Cash Memo Register (printed)

39. Annual Range Fire Register (as in enclosed
proforma)

2 years

5 years

5-years

40. Suspension Attendance Register( printed ) 3 years
41. Weeded-out Record Register (as in enclosed permanent

proforma)

42. IGP' s Standing Order file Permanent

IGp's Circulars file Permanent

weekly Parade Register (as in enclosed proforma ) 2 years

Stationery and other Consumables Register (printed )3 years

'carol/Diesel Coupon Book ( printed ) - To be returned to MTO

'-wspapers/ Magazhnes Register ( as in enclosed? 2 years
proforma)

43. Medical History Sheets ( Printed) permam nt

49. nit Cards (Printed) permanent
50. Mess Purchase Register ( Printed ) 3, years
51. Mass Expenditure Register ( printed ) 3 years
52. Mess issue Register (printed ) 3 years

53. Mess Attendance negister ( Printed ) 3 years

54. Muskatory Score Register (Printed) 3 years

55. Armoury Acknowledgement Register ( printed ) 10 years

56. Correspondence about Quarters 3 years

In respect of Residential Quarters maintaining+.
Companies (Line Officers)

1. Police Complex Cleaning recovery Account Permanent
Register

2. Quarters Stock register (Printed) permanent

3. Despatch iegister (Quarters) (Printed) 3 years

4. List of Quarters Register permaner Th

5. Temporary' Scavenger Quarters cleaning payment permanen.
negister.



4 1

17. U.D.j. rtegister (Printed)

1d. :'sonal iZegister ( rimed)

19. Stock and distribute,

10 years

1 year
after the
last entry

1 year
St1ti nor n Register fory etc. ( rinted) 1 year

2G'. Mir Copy iZegister ( Tinted)
21 . C.L. ict gister (i rimed )
22. Attenc -nce Register (Irinted
23. Movement iZegister )

24. Late attendance Register

25. Distribution Register of Tapal
(Printed)

26. Service Book Movement iZegister (as in enclosed

27. iteminder Diary (Printed)

28. Increment iZegister

25'. Service Book Register

proforma)

30. rtegister of the seniority of applicant
for allotment of quarters

31. Dc^d Stuck register (Printed)

32. ite ist r of leave application and sanction file
33. iiegistc^ of Government orders

34. Gosh Book (Non Government) (Printed)

35. Doman Lraft Register

36. T.A. Register

Lwhichever is later.

LIST OF is.EGISTE OS 1a1AINTAINED IN THE OiFICE OF THE CI. yAjNAM

----------- ____
flame of itegisters - --

Period
---------------

-----------C'si.!=c. Check i ---------' ^Eister (Printed)
2. Current Register Fer!ranent-------------(;rimed)
3. Fetit_on . ;tegistcr 3 years

4. iJespt r 3 yearsiZeister (printed)
3 yearsOua r^<: s rtegister;

6. Government Pro ! ,t Permanent
Y Register (Printed)

7. Clothing aedister (Printed) 3ermarent

8• Trunk-call Register 3 years
G

9. S.H. r , r g1• st`r rimed) 5 years
e (;:Tinted)

10. - ermanent A.dvanco rteg=i 3 years
ster (Irinted)

11. Stamp Account iZegister (=Tinted; 5eyearsnt
12. Cash Book 5 years(I rinted)
13. Short term advance Permanent

register

14, Subsidiary Cash Book (Printed) 150 yyears

15. Cheque Register ears

16. ,y Debit Register (printed) 10 years

2 years

1 year

1 year

1 year

1 year

1 year

1 year

1 year

1 year

Permanent

5 years

Permanent

3 years

Permanent

10 years

10 years
3 years or
one year
after the
completion
of audit,



37. L ?.C.
...........

c{Zistcr

38. O,i ,1 , egister (. rinted)

39. Exj onditure Register

5 years

3 years

40. C^-nt_indent Audit Register (printed) 3 years

41. Sill Lrawn register (, rinted) 5 years

42. i31-1d,_, t Check Register (rrinted) 5 years

43. Wat r and Electricity Charge Register 5 years
(as in enclosed pruforma)

44. 1y Bill .Register (printed) 35 years

4. i-. ;. Bill iccgister 3 years

4). Challan Register 5 years

47. Bill Transit Register (:rinted) 3 years

48. stock Register (^ rinted) Lermanent

49. Register of expenditure sanction and 3 years
progress and settlement of bill
(as in enclosed proforma)

50. 1.egister of bills received( as in enclosed proforma) 5 year.

51. Bus/Rail Warrant Book (printed) - To be returned to Chief Store

52. Cheque Register 10 years

LIST OF L EGISTEti MAINTAINE D IN THE i'A DETTACHMENT. YANAM

1. Duty poster (Irinted) 2 years

2. Casual Leave Register (printed) 1 year

3. Inspector Casual Inspection Register

4. GOs Casual Inspection Register

- 3 years or one year after
the completion of audit
whichever later.

5 years

Lermanent



LIST OF REGISTERS MAINTAINED IN THE OFFICE OF THE Si 1JAI KALIMAFIF

Sl.No. Name of Registers F eriod

- - - - -- - - - - - - - - - - - - -- - - -- - - -- - - - - -- - -- - -- - - - -- - - - - - - - - -- - - -- - - - -

1. Current Register (printed ) 3 years

2. Dak Register (Printed) 3 years

3. Petition Register 3 years

4. Stamp Account Register ( Printed) 5 years

5. 'Papal Despatch Register (Printed) 3 years

6. Out Tapal Register ( Printed) 3 year

7. ^'assport Register 5 years

8. Passport Despatch register I 3 years

9. Casual Leave Register (Printed) 1 year

10. Crime Register ( printed) Permanent

11. Memo Book ( Printed ) 3 years

12. Indent Book (Printed ) 5 years

13. Stock Register ( Printed )' Permanent

14. performance Register 3 years

15. Attendance Register (1rinted )8 2 years

16. Permanent Advance itegister (Printed) ermanent

17. Government Property Register ( -Irinted ) ermammnt

18. Stationery Register(Printed ) 3 years

19. ISiR Check Register 10 years

20. ISR CD Tapal 'register 2 years

21. Court Register 3 years

22. Public Meeting Register ( as in enclosed proforma ) 2 years

23. Inspection Register Permanent

24. Government Cash Book (Printed) ierma re nt

25. Cash Hook (Non Government ) ( Printed ) Permanent

26. Bill Drawn Register (printed) 5 years

27. Bill Transit Register (printed) 3 years

28, Cheque itegister 10 years

29. Fay Bill Register (Printed ) 35 years

30.Budget Check Register (printed) 5 years

31. O.B .A. Register 5 years

32.. itegister of Service Book Permanent

33. 'receipt Register 3 years

34. Personal Register ( )rinted) 1 year

35. Stock and distribution register for 1 year
stationery etc. (Printed)

36. Fair Copy Register (Printed) 2 years

37. Movement "egister 1 year

38. Late Attendance Register 1 year

39. Distribution Register of Tapal 1 year

40. Service Book Movement Register 1 year
(as in enclosed proforma)

41. Res,, . inder Diary (printed) 1 year
f



42. Increment Register 1 year

43. Quarters Register lerriianent

44. Register shows the seniority of ap^lica.tion
to allotment of quarters 5 years

45. l`'ad 'St=ek register (; rinted) 1 ermanent

46. icgistcr of leave application and sanction 3 years

47. Register of Government Orders l ermanent

48. U.D. e@,ister (irinted) 1 year

49. D.D. t°-0ister (irinted) 10 years

50. Cheque ie .inter (printed) 10 years

51. T.N. itegistr 3 years

52. L. T. C. Register - 3 years or one year after completion of
audit whichever is later)

53. Expenditure register 3 years

54. Contigent and audit fegister 3 years

55. Trunk-Call Register (1rinted) 5 years

56. Water and Electricity Charges Register 5 years
(as in enclosed proforma)

57. M.it. Bill iegister 3 years

58. Challan register 5 years

59. Bus 6 ;arrant/railway Warrant Register(rinted) - To. be returned
to M.T.O.

60. i;eegister of expenditure sanction and progress 3 years
and settlement of bill(as in enclosed profurma)

61. aegister of Bills received (as in enclosed 5 years
proforma)



}

LIST OF RgCTŜIE i;S 20 jag i,u,IN I}:IPVliD IN WME GU4i tDS iIVI T/OFFIOE
IN I{.'e IL'+IKx^L _MA F i;N D YANAM

-- -Sl.N(I. Name of Register
Period

------------------------------------------------------------------

2.

Attendance Register

Fromal Inspection Register

Printed 3 years

Pe rmanen t
3. Casual Inspection Register of

4,

In spe c to r7SP

Welfare Meeting Register Printed

5 yrs.

3 yrs.
5. Duty Roster Printed 3 yrs.
6. O.i.. Register Printed 3 yrs.
7. Welfare benevolent Fund

8.

Contribution Register

Welfare Benevolent Fund
25 yrs.

9.
Remittance Particulars Register

Parade Attendance Register
25 yrs.

2 yrs
10. clothing Register/Stock Register Printed

.

3 yrs.
11. Enrolment Register Appr- Permanent
12. Medical History Sheets Printed Permanent
I3. Deploys nt register

3 yrs.



416
Ll 1' U r lrl S l^t^YjW1Jt+11,^Ln1NL' 1)_1N flt l 1^i Il L OF TM 5St i.&0

--------------------

--------------------- ---------------------------Sl.No• Name of Register Period
---------------------------------------------- ------------------

1. receipt Register %Generai Current) Printed 3 yrs.

2. Petition register General Current) Printed 3 yrs.

3. Special time bound (General Current) Printed 3 yrs,
aegister.

4 . Message Register
3 yrs.

5. Despatch Register Printed 3 yrs.

6. Nominal Roll Register 5 yrs.

7. Deployment ' gister 3 yrs.

8. service St3,.op Register Printed 5 yrs.

91 Govt. Property Register/
Stock Regiter

Printed Permanent

10. Govt. B..oks Register/Stock 1egistor Printed Permanent

11. Permanent Xdvance Register Printed Permanent

12. xttehdance Register Printed 2 yrs.

1 Log -book Printed lb be returne
to MM 10.

14. Indent Book Printed 5 yrs.

15. L. _.R.S. Boob: Printed 10 yrs.

1b. C.L. Register for Office °taff Printed 1 yrs,

17. C.L. register for Gus & insprs. Printed 2 yrs.

18. i:0t,/viL register 10 yrs.

19. Fitness Register 1 yr-

20. I .S.R./C. S.R. case Register/
Crime register

Printed 5 Yrs.

21. a) O.R. Register(Grievances)

b) O.R. Register(Punishra nts)

Printed

Printed

3 yrs,

3 yrs.

22. Forces from out side cegistcr 2 yrs.

23. Casual Inspection Register Permanent

24. Welfare Meeting Register Printed 3 yrs.

25. D.c;. Register 5 yrs.

26., Minor eunishment Register 2 yrs.

27• Uunbplia.ice Register 2 yrs.

28. Crime Meeting Register 3 yrs.
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30,

32.

Newspapers/D 'a: inLs rtegiste'r
(as in enclosed proforma)
IGP' s Stranding Orders file

IGre S C_rcu:_ar file

HCR Register ;as in enclosed proforma 3

33. Weekly Parade Register --do-- -

34. Weeded out Records Rgister -do-

35_ Stationer- & Other cunsuaabL.s :'rintcd
register

36. Petrol/Diesal Coupen Bock Printed TO I-

37. Medical i-1--story Shoats Printed

38, Kit Cards Printed

39_. 31i:all huJ,l: Printed

-i0, r'ur:iial Inspection b,egister

41- Stamp account Register ( printed)

42: Trunk call Register

43, annual Rand firing Register
(as in enc_ '_ osed proforma)

44, Reward -%-11 1 Register

45, Land/Luil.uing & maintenance
RegisterI( as maintained in pS)

46.. Monthly porfornnce report
Register

Printed

pE'
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