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LIST OF REGISTERS MAINTAINED IN THE SSTABLISHMENT - T SECTION

T e s e i ko i g u.-——-———-t-———----_ e T . 2y

A 1 UNIT:

1. Persunsl reglster (Printed Register)

2. Reglater for vermanent j'ogtg

3. Hegiscer for Terigerary Fogtg

4. Despatch itzgigte: g?rinted'hagister)

A 2 UNIT;

1. Perscnal Hegistaer {Frinted Hegister)
2. Individual rosting Hegistep

3. Vacancy Register

4. 100 points Rogter Hegister

5. 40 points Roster kegister

"6, kd=hoe Promotion Register

7. Despatch Regigter (rrinted Register)
8. U.,0, File-ﬁegister(Station Current
5. Stock Register for Keference Books

A3 N IT:

1. Tersonal Megigter {I'rinted Register)
Training Régister(as in enclosed
Seniority Hegigter

Confirmation Register

Deployment Register fop
Sanitary Agssistant

‘prof
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Full and rart

o

Despatch Kegister (Printed Register)

A4 Unit:

T+ Personal hegister (printed Register)
2, D.E, Hegister for 1Gr

3+ D.E. Register for SSE (C&I)

4. D.E. Register tor 58t (L&O)

9. Reward Register

6. Medal Repigter

7« Despatch Register {(Frintec “egiéter)

. . T - o - T

reriod

TR s - ——

1 year
Permanent
N0 years

“after last

entry
3 years

1 year
Permanent
2 years
Fermanent

" Fermanent

Register)

orma)

~time

Deployment register fop Ministerial Staff

o

10 years
3 years
3 years

5 years
after last
entry

1. year

Permanent
Permanent
rermanent

1 year

2 years
3 years

year

yea.'s
yeal'S
years

LR RN B BN

years
Permanent
3 years



AS UNIT:

1. Personal Kegister (Irinted Register)
2. }ension Register

3. Despatch Register (Urinted Register)

4, U.0.File Hegister

GENIRAL:

1. Stock and Distribution kegister for
Staticnery etc. (pPrinted Reglster)

2. hoto Copy Register:

3. Duplicating copy Register

L. Court Case Register

5. Fair Copy Register (irinted Regisgter)

6. Casual Leave Hegister (Frinted hkegister)

Attendance Register (Printed heglster)
Movement Regilster

1 year
Fermanent
3 years

3 years

1 year
2 years
2 years

5 years
after final
decigion

2 years
1 year
1 year
1 year

LI3T OF REGISTERS MAINTAINED IN THE OFFICb OF THE SUlDT LF ¢OLICE

o s oy O o
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HEA DQUAH TERS

Receipt Hepister (irinted Register)

Deépatch negister (irinted Register)

File Movement Register

Trunk-call negister (printed Register)

Casual Leave Hegister (I'rinted Kegister)
Attendance Register (pPrinted Register)

Stock register (irinted Kegister)

Government property hegister (Frinted Reglster)
Newspaper Stock legister '

N U b

years
years.
years
‘years
year
years

- Fermanent

Fermanent

2 Years
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LIST (F REGISTERS MAINTAINED IN THE ACCCOUNTS SECTICON, CFFICE OF

———

THE I.G.r. PONDICHEKRY
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I
10C.
11.
12.
13.
14,
15.

16,
17.
18,
19.
20.
21.

22,
23.

24,

25.
26,
27.
28,

29.

Cash Buok (Goverrment) (Frinted Register)
Cashh Boock (Non=Govt,) (Printed Reglgster)
Uhéisgursed yay register (Printed Register)

Demand Draft Register
Cheque Legister
Travelling aAllowance Register

L.T.Cs Register

40utstanding Boouk AdJustment Register
Expenditure Kegister (as in enclosed proforma)
Contingent Audit Kegister (Printed Register)
Bill Drawn kegister (Frinted Register)

Budgét Check Register (printed Register)
Truk=Call Register (Frinted Register)
Atféndance Repister (Frinted hegister)

Water & Electricity “harges Register
{as in enclosad proforma) '

ray Bill Register, (Printed Register)

M.R. Bill Register ,
pPermanent hdvance Hegister (rinted Register)
Chalan Register .

Bill Transit kegister (Printed hegister)

Bus Warrant Register

Reward Register

Stock Register (Staticnery) (Printed Register)
Stock Register (Books) (Frinted Hegister)
Personal kegister (printed Register)

Despatch Register (Frinted Regigter)

Casusl Leave Register (Pringed Register)

Register of Expenditure Sanction angd
Progress of Settlement of Bills(as in enclosed
' ~ proforma)

Register of Bills iteceived {as in enclosed
- proforma)

vermanel:t
Fermanent

1 year
after the
last entry

10 years
10 years

3 years or

1 year after
completion
of audit
whichever

is later

-dC =
years
years
years
years
Years
years
years

ASLRAVEY, R E, ERY I UV I

years

35 years
3 years
16 years'
5 years
3 years
10 years

5 years
Fermanent
Permanent
3 years

3 years

1 ye.r

3 yeérs

5 years
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LIST OF REGISTERS MAINTAINED IN THE ESTABLISHMENT = II SECTION

T e s Al e o S S W g S g T S T i VP S P P e e e D Wl . o A S s, S e e i v i n ey kS e . A s S

S1.No. Name of'Registers Tericd
7. Attendance Register (Printed “eglster) 1 year
2. Late Attendance kegister 1 year
5« Distribution Register of Tapals 1 year
4. Fair Copy degister {i'rinted Hegister) 2 years
5. File Movement register | 1 year
6. Service Bcok Movement Regisfer 1 year
(as in enclosed proforma) .
7. Movement Register 1 year
8. Trersonal kegister (rinted Register) 1 year
Y. Feriodical Register (as in enclosed proforma) 2 years
10. International Driving permit Register ‘ | U . years
11. Reminder Dairy (pPrinted Register) 1 year
12. Increment Register 1 year
13. Service Bouk Register ermanent
14,  Encashment of E.L. Register | 1 year
15. Casual Leave Kegister for Ministerial Staff: 1. year
. (Frinted Register) o
f6. Despatch kegister (Printed Register) - J.years
17. Farliament Question Hegister . 5 years
18. Assembly guesticn Register 5 years
19+ rolice Band Engagement negister - - yea}
(as in enclosed profcrma) .
2C, Casual Leave Regisier for Gazetted Qfficers 1 year—
" (as in encloged proforms) _ -
21. Heme Guard Bénd Engagemeht Register 1 yveanr
, (2s in enclosed proforma)
22. Stock Register (frinted Register) Fermanent
23.‘ Quarters Register (Shanmygapuram/Gerimedu/ ?ermanent
: DiNagar/Ssram :clice Comgﬁex)
24, 'Hegister shows the seniority of applicant )
for allotment of quarters : 5 years
25, House Building Advance Register rermanent
26. Motor Cycle Advance Kegister 5 years
27. Cycle and Fan Advance Register 5 years
28. Dead 5tock vegister (Printed iegister) Lermanent
29. Register of leave applicatiovns and sanction Permanent
3U. Register of Government (Order ' rermanent

E¥-



Standing Orders Index -
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LIST OF SGIOTERS VAT INTATNED 1N THE OFFICE OF THE SECRETAHY TC
L.G.B,
Sl.No. Mo i odeglaters tericd
1. Receipt Reglster (Frinted rnegister) - - -3 years
2s Tapal we ister (frinted Register) 3 years
5. Despatch azgigtar-(Frinted-R@gister)- - -3 years
4. Trunk-call iegister (printed kegister) - 5 years
5+ (A4) G.0s 2l tcgister (as in enclosed proforma) - 10 years
(B) Imspecters »CR leeister . ~-do=~ 1u years
(C) Sub-luspectors 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=- 1C years
6. Verificaticn Register 5 years
Te (&) SS8F Account degister Fermanent
(B) SSF (Election) Account Fermanent
(C) ssF (VVII)gfccount _ Permanent
8. Orderly Rocnm netlster (Printed Reglster) 3 years
Y. File Watching Heglster 2 years

- from last

_ _ entry
10. Government properties Retlster Fermanent
(Frinted kegister)
11. Bus/Railway Werrents Register TG be
returned to
: _ . Accounts Sec,
12. Family Court - Summons and Warrants Register 3 years
13. Record Hoom Register 3 ‘years
14, List ¢f Bocks o permanent
15. rhoto Copier Hegister Till life of
_ Copier
16. Address and Telebhuﬂt Numbers Fermanent
17. Visitors kegister | 2 years
18, Magazine Hcgister‘{as in enclosed proforma) 2 years
19. Empluyment in privste 1ndust”les 5 years
: : after last
entry
20, C.L. depister ci q. Os(rrinted Reglster) 1 year
21. (A) IGr Inspection/Units Dermanent
(B) Formal Inspection £S/Cr/Units Permanent
(C) Casual Inspection Register 5 years
22. ISR Register : 5 years
23. STBK HRegister 3 years
24, petition Register 3 years
25. Grievance Register . 3 yeargg
(&) Transfer (B) Sstores (C) Increment |
(D)HRA (E) TA BI11(F) M.R. Bill ‘
(G) E.B. Croussing 26, }ermanent‘.
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LIST UF REGISTERS MAINTAINED IN THE OFFICE OF THE CHIEF STORES

T e S vy e A S g oun e Y e -n——-.—-—-__u——-—uu-——-—--—-—--—_-—._——q_.—.-_._ LRl I PR R - —

Sl.No. Name cf Registers reriod
Te 4 - Clothlng ang Equlpments Reglster S ' ?ermanent
(Printed Register) : B
2. B -="printed Forms and Reélsters ~-do~
(irinted Register) - R
3. C - stationerdes (Printed Register) 7 Mee
4. D - Furnitures (Ffin%éd“hegister).. . - =du=
5. & - rhoto Gouds (printed Register) o -ywdo*
6. F - Cycles (irinted Register) -dG-
7. G - Sports Goods (Printed Register) ~do -
© 8. H' - Traffic 8ign Boards,paints (Irinted ﬂegister) L= O
9. I - Consumable items (irinted Register) " edo-
1U. J - Cycle History sheets (rrinted Register) ' -dom
11. K - Band Instruments (irinted Hegister) -d o=
12. L - Law Books (Frinted kegister) ~do-
13. M - Motor Vehicles (Frinted Register) -3
14, N - Qther Items (Pfihted Register) | -dC-
15+ ¢ - History gheet for Typewrlter ~-dou-
16. PW- Used ltems __ -do=-
17. 9 - Cneck Register of stitched'garments _ - -do-
18. R - Wireless & Armoury Goods (irinted Register) ~do-
15. VS~ Condemnatiocn Articles (Tfinted Regiéter) ~dc=-
20. HG= Clothings & Equipments to H.QG. (Printed heglster) =d -
21. EL- Electiun Fund (irinted Register) - ~dG-

22. Repair Register _ 3 years
23. Current Register (Irinted Hepister) 3 &ears
2[. Despatch Register (irinted Register) - 3 years
25. Cash Memuv Buck (Printed Register) 5
' 26. Casual Inspection negister 5

years

_ . years
27. Bill Transfer Register : o o 10 years
28, Aucticned Goous Delivery Hegister 0 years
29, E.M.D. Register : . 10 years
30. Furnitures & Fixtures (Head of Cffice and ‘Permanent

Head of Dept. powers) Register

31. Repister for Transfer of Charge © vermanent
32. rermanent Advance neglster (L rinted ﬁeglster) - rermanent
33. Casuality Register S 10 years
34. Casual Leave Hegister (irinted Register) 1 year
35. Welfare Meeting Register (fFrinted Register) 3 years
36. Indent Buck (Irinted) : B : 5 years
37. IG's Standing Urder File Permanent
38, 1GPt's Circulars File _ rermanent
39. ACR Register (as in enflosed proforma) 3 years

4U. Weekly parade Hegister (as in enclosed'proforma). 2 years



”_41a

43,

44.

45,

46,

47.
48,
TR
- 50,

51.

52 0'.

53.

sy,

<7

Weeded out Records Hegister

' ' (FLS in enclo sed-pr Oforma)
42,

Fetrol/Dicvsel ‘Goupon Book (?rinted)

L.4.R.#, Book (frinted)

Newspipers/Magazines Register
(as in enclosed proforma)

Mecdlical nistory sheets (Printed)

Kit Cards (irinted)

Stamp Acc.unt Register (Printed Register)
Formal Tnsbecticn Register (ilain Register)
Orderiy Houm Hegister (rrinted Hegister)

Annual Hange Fire Register (2s in enclosed
proforma) -

Bus/Railway Warrant iegigter (as ber the
proforma in the Standing Crder)

Attendance register (Erinted Register)
Trunk-call Register (printed Register)
Log Book (irinted Bock)

¥ i e Shes

rermanent

To be
returned to
M.T.0.

10 years
2 years

Permanent
rermanent
5 years
Permanent
3 years
5 years

To be
returned to
Chief Store

2 years
5 years

To be returned
to Mo T.C“l
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LIET OF HLGlS;EnS Ma INTAINED IN THE UEFIbE uF‘THE SthCILL BRANCH
Si.No. Naue of Registers Teriod
1. vress Cutting Register/File 1. year
2. Receipt Register (rrinted Register) 3 years
3. Government Servants Verification Register{irinted) ‘Permanent
4o N.C.C. Register (Govt., Servant rassport) 5 years:
5. Hume Guard Veriiication Hegister (I'rinted Register)iO years
6. Dolice Verifica“icn Register (Irinted) [ermanent
7. IDL/FFC Verification register (irinted) S‘Yeafé
8. Fetition Register (I'rinted) % years
. DSR Despatch Register/File (Printed) 1U years
1C. Fortnightly/Menthly/Quarterly Reports '1L~years
(as in enclosed proforma)

1. Mlscellaneuus Reglster 3 years
after lo
entry

12. Messages (rrinted) 2 years

13. rermanent Acvance Register (Prlnted) [ ermanent

14, Fuel Advance Kegister (irrinted) 5 years

15. Newgpapers/Magazines Hegister (as in encloged 2 years

proforma)

16. Casual Leave Regigter (printed) 1 year

17. Despatch register (rinted) 3 years

18. Bus Warrant Regigter (Froforma given in Standing Tu be

Urder) returned to
‘ Chief gtore

19. Rail Warrant negister -do- -dG-

20, Indent Book (rrinted) 5 years

21. Government ircperties rRegister (rinted) Fermanew . .

22. Arms Register (rrinted) Permanent

23. Jtamp Account hegister (rrinted) 5 years

24, Night Duty register (as in enclosed proforma) 5 years

25, GCs Casual Inspection Register Uermanent

26. Welfare Meeting Register (irinted) 3 years

27. Ingpector Casual Inspection Register 5 years

28, Formal Inspection negistef rermanent

2y. vrderly Roum Register {frinted) 3 years

3u. Log Buok {(rrinted) To be returnec
to M.T.C.

3t. Trunk-call Register (I'rinted) 5 years

32. Attendance Hegister (irinted) 3 years

33. 4Lnnual rRange Fire ﬁeglster (as in encloged 5 years

~ proforma)

34, A.C.R. itegister (as in enclosed profcrma) 3 years

55, 1Gi's Standing VYrder File [ ermanent

36, IG 's Clrculars File Permanent

37. Weeded-out Kecords kegister (as in enclosed ermanent

proforma)



Weekly Parace sttendance Register : 2 years
(2s in enclosed proforma)

Statiinery and other Consumables Register(bPrinted) 3 y:wars
betrol/Diesel Coupon Book (Printed) - To be returned to M.T.C.

LeAcRe 3. Bock (Frinted) 10 years
Medical History sheets (irinted) i ermanent

Kit Cards (irinted) . ' Permanent
Smell 3Jervice Buok (frinted) Permanent
Secund wWote Bicks (Drinted) 3years

Kit luspecticn segister 5 years

Non-Convicticn Verification' Register (rinted) d years

DSR Note 3uoks of HCSM o 2 years

Motor Vehicles Noll Register : . 10 years
.

;

i
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LIST OF REGISTERS MAINTAINED IN THE CFFICE OF THE INSrECTCK CF
vOLICE, FUREIGNERS REGISTRATIUN CFFICE

SL.No, Name of Registers period
1. General Current Register (Printéd) 3 years
/2. Foreigners' Registration iegister (4dults)(irinted) Permanent

(3. Foreigners' hegistraticn Register (Minor) (frinted) [ermanent
1/&. Foreignerst! Crant of extension of stay in India Termanent
(as in enclosed profcorma) ‘ '

5. Unregistered Foreigners short term grant of i ermanent

extensicn of stay in India Register :

»6, iakistan Naticnals Kegistration Register _ yermanent

#7. Government 'roperties Hegister (I'rinted) . Fermanent

8. Foreigners' Exit permit tegister p ermanent

~Y. Stamp Accounts register (printed) 5 years

L 1o Security verification report for Indian iassport 5 years pt
(Current iegister) last enmxry *
~ 11. 3ecurity Verification“report fur Indian lrassport .l O
facilities Register (Mahe) (Current Hegisgter)
Lz, Identity verification report for Indian Fasspert ~do-
Register (fondicherry) (Current negister)
¢ 13, Indent Book (rrinted) 5 years
“14. Despatch register (local) (rrinted) 3 years
~15. Despatch seglster (by post)(rrinted) 3 years
<6, Inspector Casual Inspecticn Register 5 years
~17. GCs Casual Ingspection stegister _ _ vermanent
/(18. Formal Inspecticn hegister L ermanent
s 19, Welfare Meeting Segister (Irinted) 3 years
/@U. attendance negister (printed) 2 years
m/éj. (rderly .com kegister (yrinted) 3 yeare
/é2._CaSual Leave kegister (printed) 1 year
/23, Newspapers/Magazines negister (as in enclosed 2 years
-~ .. prciforma)

24, Annual nange Fire segister - 0= 5 years
(/25. L.AJte 3. Book (Printed) 10 years
/26, ACH segister (as in enclosed proforma) 3 years
/4271 Weekly Iarace itegister ~d o= — 2 years
//é8. Weeded=-out wecord Keéister ~ G- I ermanent
S25. 1G's Standing Crder %ile _ wdo-

/3C. 1G/'s Circulars File -do-

31, Stationery and other Cunsumables iegister(frinted) 3 years
/32. tetrol/Diesel Coupon Buck (i'rinted) ~ To be returned to MIC

"/33. Medical History Sheets (Irintegd) I'ermanent
k. Kit Cards (frinted) . Permanent
25. Busrﬁéilway warrant segister (rroforma given in 70 be

Standing Order) returned to

) : o Chief Store
. 364 Log Buck (i'rinted) - To be returned to M,T.0. T '

°
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MALivA INED IN THE PONDICHERRY POLICE WELFARE

SCCIETY
.
SR IR nyame of Registers Period
R SRS e PSS
L e iieSe Term Demusit tficgisters Fermanent
/. 3.A.F. Term Deposit negisters permanent
5, Indira Vikas Patra negisters 5 rs,irom

15t entry

+. Superannuation First and Second Scheme pPermanent
subgcriptions (Printed)
‘. weceipt/Despatch Hegister (Printed) 3 years
€. wigow Fension Grant register Bermanent
- 7. Birth Grant Hegister 5 yrse.after -

last entry
8. gpectacle Grant hegister 3 yrs,after
: last entry
G, Family rlanning Crant “egister -do=-
T, E.P.b.s.'Loan Lntry Register (Frinted) permanent
11. Neme Index'Register 3 years ?
12 . Government property register (Printed) permanent
1%, stamp Account kegister (printed) — 5 years
14, pudit File permanent
15. Stamp Use negister 5 years
16, Weckly rarade fegister (as in. enclosed proforma) 2 years
17, Weuded -ocut Hecords Register -do= permanent
18. Casual Leave Register (Irinted) 1 year
13; Indent Boock (Irinted) 5 years
20, ICGr's Standing Orcer file éermanent
21. IGo's Circulars Fiie Permanent
22. ACR nregister (as in enclosed proforma) 3 years
2%, Welfare Meeting Register (frinted) 3 years
24, Staticnery and otner Consymables Register(Frinted) 3 years '

25. Fetrol/Diesel Cougpon Book (rrinted) - To be returned to M.T.O,‘\

26. L.A.K.S. Bock (Irinted) i 10 years
27. Newspapers/Magazines Heglster (as,in enclosed 2 years

ki weiptoforna) e
28v Medlcal Hlstogg bh'ets gkrlntedi‘f”wff ) rermancnt
2y, Kit Cards (irint 3% DT . . permanent
30; Superior OfffCursﬁ&ﬁgs) Casual,lnspectlon Heglster rerm-nent
31. Formal Inspeetion ngglster ‘@ : S Dermanent
324 Attenuance:neglster (;rlntbd) Lo % 2 years
33.

Log Book (Lrlnted)-- To_be returned to MeT.C.

AT b4



12,
LIST OF CANDIDATES MAINTAINED IN THE POLICE TRAINING SCHOOL
Sl.MNo. © Name of ﬂegisters x reriod
1. Casual Leave Register of staff (Printed) 1 year
) 2. Casual Leave kegister of RECs (}rlnted) 1 year

J. Bus Warrant Hegister ~ To be returned to Chief Store
4. Kail Varrant hegister-  ° ~do=- o
2% Trunk-call xegister (irinted) 5 years

hejue negister B 5 yéars

33

Ch
C sh gnm(ﬁeg

ié,

R LT 5 yeaI'S

'-Fermdnent

P

;ermnnent

: DTt
:4@ Lﬁ“péeﬁﬁr Ua%ﬁaiLInsﬁacmiﬁhaJEE@étﬁu ‘
41; rermanent Advance neglst@rjfu
;E1é? irCs ;artlculars neglstanuzﬁj}‘ﬁﬁjg" Car e
13, Cash. Recemgtfﬂegyaﬁeﬁ § p'ﬁt@dgig OT,Z,“}T£T~N
_,;14 Tericdicals itegigter (a 5. 13 enélos&dhgfoﬁgf?g)

15. Duplicate Key Deposlt;dgaeglst@r :f'-do- jfff?F ‘Fermanent
'16. Attendance Register of Staff ( rlntcd) 7 27years

"l
J2 'years

M8 17, Current uegigter (irinted) .. '.u“_,. "3 years
)'i”“ 18, Despatch ueglster (;rlnttd) --_Vf;f=_i¢ﬁ;;ff‘7;wf* "3 years
5““‘@?13. Company pay anc Mess Bouk: (;rlnted) e 5" years

ST oG, Orcerly Hoom ueglster Axrlnted) fuj;;; 6 ;uf?f.‘3}Y9aTS
wwmn$21 A

220
w g3, Dtamp account He&lster (;rlnte ‘N"( .#f'c;a- FRgRE
G - N AP NS
R 24 LurChaBOJﬁEngtLr Jor Mess. (Lrlnted) ' year
; T year
" R
Sl Y e
prulorma)sﬁ years

'w?97*? 27 +Log! Book (Lrlntcd) Tufbc returnéd to'M 1'0 ISP
ey K . h i . v . i
: 2& Stamp Use I\<9élst:e1" (LrlnTEQ U h"' ??f years
,,,];331529}_nCu negister (as in anclosuﬂ proforma) _;{3 years

R ‘_30 Pormal Lnspectlon heglstgr
.4 31. Indent Bouok (Lrlnted)

ermanent

TYe
wid N
*‘535 years

'32. L.4.1t.8. Book (;rlnted) TR Jfg;y :éﬂﬂc years
33. Weeded=out lecords ueglster (as in enclosed” | Permanent .
proforma) f
34. I.G.i's Standing Order Fide = = oo- Lt o, .. lermanent
' 25..1G's Circulars File =~ & LI ‘é‘;i _crrermanent
36. weekly rarade AttendanceJheglsier for staff %2 years
(as in enclosed. prvfurma) TR "'}

Caaal,

':37 statlontry and other CUnsumab1e5 heglster(lrlnted) 3 years

"?35 Newspapers/Maga21nes meglster(as in éncloéed 2 years
""ﬁru orma) SR A




i

1%

41, Kit Cards (Frinted) ' rernanent

42, Mess Issue Register 3 years

43. Mess Attendance Kegister _ % years
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LIST OF HEGISTELS MATNTAINED IN THE UFFICE OF THE M.T.C,

SL.NG. Name cf hegisters Fericd
T. Work Order Registon (Vehicles) | 2 yomrs
(s in enclosed proforma)
2. Work Urder legister (Motor Cycles) 2 vears
{(as in enclosed proforma)
3. Czsual Leave keg lster (rrinted) 1 year
L. Duty Roster Hegister (rinted) 2 years
5. BUs Warrant lssue negigter - To pe returned tc¢ Cchief Scope
O. Hired Kegister (2s in enclosed proforma) 5 years
Vs Ciker Department Vehicles Hegister ~do- 1 year
&, iermanent Advance negister (Irinted) | Permanent
v itecelpt and Despatch legister (rrinteq) 3 years
10 Current fegister (irinted) : 3 years
Te distory Sheets Zor all venicles (frinted) - Till condemna’ic .
and replacement is recorded _
12. tistery Sheets Zor all Motor Cycles (irinted) ~0O-
13. Medical History Sheets (frinted) Fermancnt
14, Kit Cards (printed) rermanc T
15. Furmal Inspecticn liegister , rermansit
1. Welfare Meeting iegister (i'rinted) 3 years
17, attendance Register (vrinted) 2 yearg
18, ixail Warrant Bock - To be returncé te Chief Store
1w, Bus Warrant Bool C =du- '
2U. Government iruperty tegigter (rrinted) rermansn
21, Stationery and oZher Consumables hegister (Irinted) 3 yeains
22, irderly room reglgter irrinted) 3 year:
<3. Indent Bock (Iriutec) 5 yeanrs
2h. Luog Book (frinted) - Till cundemnation and replacement ig
recorded
25. Newspapers/Magazines Hegister (as in enclosed 2 yealrs
proforma)
26, L.h.l.S. Book (printed) 10 yea:
27. ACK negister (as in enclosed proforma) 3 yeairs
28. Weekly larade iexister ~dU= 2 vear:
29, sStanding Order File of I rer.dansnt
3C. I.G.P.Is Circulars File vermslen
31. Weeded-out Records ilegister (as in enclosed permanant
proforma)
32. retrol/Diesel Counon pBook (Printed) - To be retumed to M. 2D Ua
53. Superior Cfficers (GCs) Casual Inspection Reglster peruancat
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LIST OF 1BGLSTERS MATHTAINED IN THE OFFICE OF THE E.C..:. CELL

SL.e., . Name of hegisters

A7 S e TR e R KA e T S R SN ST ame i e T

1.

32,
33.
3.
35.

Teriod

T A CON e T e W faar . st . e e T v A G e R R il T S A mry e e e Sr i o e B T S gam e . B,

Bue/inall Warrant fegister - To be returned to Chief store

Current register (Printed)

Charge Sheet (i'rinted)

Duty lwoster (Frinted)

Despatch Register (irinted)

Final Heport Book (rrinted)

Flit Book (Printac)

FIr Index {irinted)

Indent Beok (printed)

ieS.h. Book (Printed)

H.C. 8. Notice(}binted)

verranent Advance Register (frinted)
Sentry Relief Book (Drinted)
Arrest‘ﬂepoft (-rinted)

Form 95 {(yrinted)

Casual Inspection Reglster

Gls Casual Inspection degister
Inspector Casua’. Inspectivn Register

folice Notice Buok (I'rinted)

Casual Leave Heglister (Frinted}

Crime Check negister (Irinted)

Weeded~out iHecords negister (as in enclosed

proforma)
Dupiicate Key negister _ -
sinnual ange Fire Reglster ~dG -

arms and ammunition hegister (Drinted)

U.,1l, Cases itegister

fending Trial “ases legister (as maintained in 1'S)
Government Iroperty weglister (irinted)

Puormal Inspecticn Register

Village Register (rrinted)

a8e Chargs Sheet handed over to Court Register

Trunk-call Hegisver (irinted)
welfare Meeting Hegister (Printed)
tréerly noom register (irinted)
sttendance legister (Printed)

3 years

5 yrs.after
dispisal of
the casge

e years

3 yeais
Termane it
rerimanantc
permarent

5 years

3 vears

2 years
Fermanent

2 years

2 yaars

5 years

rermanent

rermanent

5 yrs.alter
last entry

2 years
1 year
vermarent

termanent

Fermanent
5 years
rvermanent

5 yrs.after
last entry

-QC-
Permanent
-0 -
(G-

5 yrs.after
disposal of
last case

5 years
3 years

i

3 vear:

H

A years
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36. 1G''s Standing vrder file Fermanent

37. IGy's Circulars File rermanent
38. L.h.iK.S. Begister (Irinted) . 10 years
9. A4.Cohi. fegister (as in enclosed profurma) 3 years

4u. Log Buck (printecd) - To be returned to M. T.C.

41. irocess Register (rrintec) 3 yrs.fron
the date ot

42, wWeekly Farade hegister (as in enclosed proforma) 2 years
43. Staticnery and cther Consumables Register(rrinted) 3 years
4h, Newspapers,Magazines Legister (as in enclosed 2 years
proforma)
45. pretrol/Diesel Coupen Bouk (Printed) - To be returned to M. T.C.
46. Medical distury sheets (irinted) i ermanent
47. Kit Cards (Irinted) ; [ermanent
48. Stamp Acccunt negigter (rrinted) ' 5 years

4. Bus/kailway Warrant kegister - To be returned to Chief Store
5C. General biary (rrintec) 2 years
51. dell Call Legister (es in enclosed proforma) 2 years

*



7.
LIST OF «(EGISTERS MiINTAINED IN THE CENTAL CONTROL RCCM, L CNDICHERILY
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SL. N, Name of Registers ILeriod
1+ G.D. Book Register (frinted) 3 years
2.+ Telephone Message degister (as in enclosged proforma)l years
J. wutegoing Telephone Message register ~do- 2 years
4. C.Cuxte Mobile Vehicle working evaluation hegister 2 years
5. Duty iwoster iegister (I'rinted) ' 2 years
5. Casual Leave legister (Irinted) 1 year
7. Trunk-Call Register (Frinted) 5 years
8., s visiting nook Hegister i ermanent
. Formal Ingpection Register rermanent
10, Govt. sroperty wegister (Printed) - Permanent
1. luportant officials Telepnone Register Fermanent
12. Mobile Movements Register 1 year
13. attendance legister (rrinted) 2 years
14. Despatch egister (Irinted) '3 years
15+ Casual Inspection kepister of NGls Permanent
16. IBX, (P8 and CCR HG's Attendarce “egister(rrinted) 3 years
17. Welfare Meeting hegister (Frinted) 3 years
18. Lrierly H@um register (rFrinted) 3 years
19, Missing.persuns-and vehlicies particulars uecister 5 years
2u, Indent Buok (Frinted) 5 years
21, L.A.k.8. Buck (Printed) 10 years
2. I.G.L.'S’Standing Grder-File rermanent
23. 1G 's Circulars File Fermanent
24, DisasterVWarning Register{asjinienclosed proforma) 1 year
25. Weekly rarade hegistqf“éas_in enclesed procforma) 2 years
26. Weeded-out Wecords legister— =du- rermanent
27. Stationery and other‘Cunsumablé_negister{grinted) 3 years
2t. kretrol/Diesel Coupon Bock -(Frinted) - Tu be returned tc M. T.(.
24, Newspapers/Magazines negister (as in enclcsecd 2 years
proforma)
0. Medical History Sheets'(?rinted)" rermanent
31. Kit Cards (frinted) ‘ - rermanent
32, Lug Book (Frinted) - Tv be returned to M.T.C.
33. annual Range Fire Register: (as in enclosed preforma)s years



o ST D B et R OR a E  kabcC

Ho
LIST CF REGISTERS MiINTAINED IN THE OFFICE OF THE SUPERINTENDENT
CEECLICE (CID)

Sl S e T an s P S S W T s e W N e a0 s i o e Sy ol N Sy el I D S S s A e S m— TP ST i S A% g whe i e B

Si.No, Name of negisters teriod
T Welfare Meeting Register rrinted 5 years .
2, Senior Officers Casual Inspection . Permanent
Register
3. Formal Inspection Hegister . Permanent
by Trunk Call Register irinted 5 vears
5. Log Rook To be returned te MTC.
Do, C.L. Register vrinted 1 year
1o IGP's Standing Urder file Permanent
8. IGP's Circular file permanent
J Indent Boouk Printed 5 years
10. Newspapers/Magazinés Register 2 yrs.
(as in enclosed proforma) i
11, Annual Range Fire Register : 5 yrs.
(2s in enclosed proforma)
12, A.C.R. Register ~do= 5 yrs.
13; Weeded-out necords Register -dv-  FPermanent
14, Stati@nerﬁ & Other Consumables rrinted 3 yrs.
Register Stock Hegister
15. Petrol/Diesel Coupin Book - Printed - To be returned to MTG
16.  Liks Book | ; printed 1G yrs.
17. Earned Lea/e Register 3 yrs.
18, rermanent Advance Hegister Irinted - rermanent
19, Govt. Property Kegister Printed rermanent
20, Stamp Account register Irinted 5 yrs.

21. Attendence Register - - Trinted 3 yrs.
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13,
14,
15.

16,
17«
18,
19.
20.
21,
2e.

NN
o

26,
e 27
28,
29.
30,
3.
A2 .
33,

s ans . T S —

- FIR Index Register (Printed)

prigoners! Search Register (Printed)
Arrest Card [printed)

process Reglster (Printed)

General Diary(Printed)

Form - 85 (Frinted)

gearch List (printed)

FIR Book (Frinted)

Covernment kroperty Register (Pfinted)
Earned.Leave Register |

Stationery & Other Consumables

Register {(Printed)

Bus/Railway Warrant Register(Printéd)

Tapal Book {(Frinted)

'TelepnOne/Trunk—call Register (Frinted)

C.L. Register (Frinted)

Welfare Mecting Register (printed)
Tndent Book (Frinted)

IGi's Standing Order file

IG's
ACR tegister (as in enclosed proforma)

Circulars File

Weekly larace Régister -do=-

weedee-out Kecords Register — =do-
setrol/Diesel Coupon Book (printed)

L.A.R.S5.

Hewspapers/Magazines Register
(as in enclcsed proforna)

ook (Printed

Medical History Sheets (frinted)
Kit Cards (frinted) g
GOs Casual Inspection Register(rrinted)

Formal Inspection Register

puty Roster (printed)

orderly Room Register (printed)
Log Bock (irinted) - To be

Annual Renge ‘Fire Register
(azs in encloscd proforma)

U‘h‘i\‘)\)q\ﬂw
. E
H
n

- To be
M, TeCOo

returned to M.T.C.
5

REGISTERS MAINTAINED-IN THE OFFICE OF THE C.I1.D, BRANCH

YI'S.
permaneht
-0 -

3 yrs.

3 yI's.

- To be returned
Cchisf 3Store

3 yrs.

5 yrs.

1 year

3 yrs.

5 yrs.
permanent
Termanent
3 yrs.

2 years.
Perménent

P p—————— P R ket

1o

. returned tO

10 yrs.
2 yrs.

Termanent
permanent

vermanent

rermanent
2 YIS

3 yrs.

YIS,
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ABGISTERS MAINTAINED IN DIFFERENT UNITS CF THE CHIME RECORDS BUREA
PUNDICHERRY
TUSILNos o - -Name - of . Registers _“  I ' reriod
4. CRIME KECOHDS UNIT:> - - - L : °
1. FIR Receipt register S 1C yrs.
. 2. Head-wise Crime Regisgters E Printed; - permanent
: (25 numbers)
3., Conviection Menc Register | - ¢ Permanent
o M0, Index E ‘ permanent AN
5.:Lu1v1ct1un Memo Despatch Reglster i rinted 5 y¥s.
' e ]
) 6, Tapal Receipt 'wegigter . ~ printed 3 yrs.
7. Tapal Despatch Register . - Printed - 3 yrs.
8. Service Stamp accounts Register rrinted 5 yTs.
Y. BUs Warranu negister/failway Warrant = proforma To be
; : " Reglster - given returned to
' - . Chief Store
10, Stationery and vther “unbdmablbs I'rinted .3 yrs,
. neglste ‘ . |
11. Government Froperty Register =~ Trinted . pPermanent
12. Message Register o ' : I'rinted . ~ 2 yrs,
13. Attendance register - - irinted 2 yrs.
14, Venicle involved in Prlme/ACCLCent'_ 106 yrs.
- Regilster {(type >f vshicle tc¢ be: : I
, added)
15 Earlwament/Acsepbiy QUPSLlUn ' : ! 3 yrs.
Despatch Hﬁglstﬁ“ T . '
16, Superior Uffice-s Vigiting Book S  Permanent
17. weekly rarace 4ttendance Register(as in enclosed 2 yrs.
. . _ . proforma
18. Bad Charactere 3taticn-wise Register : permanent
19. Welfare Meeting kegister _ printed =~ 3 yrs.
20. C.l. Register B Printed . * year
21. Weeded out Reco: HPélﬂueP (83 in enclosged - permanent
A o : - proforma .
22 Yeriodical Heturns.Rbg:ster_ e Om - - : 5 years
23. Newspapers/Magouines Register = _go. ' < years
24, Annuel kange Fire fegigter —-do - L 5 yrs.
25, Trunk-Call Regigter - - . : .‘_ Frinted 5 yra.
26. IGr's Standing Crder file | S Permanant
27 IGe's Circulars File - - .. =7 rermanent
28, Indent RBook DPrinted 5 vrs,
2%. LARS Bouk ‘ printed To be returne:
‘ . ' : - to Chiel Storm
‘BQ, Petrol/Diesel Coupon Book ‘ rrinted Tobe preturned to

MQT-‘.‘{}.‘:



31. Motor Cycle Log Book

32. Medical History Sheets

33. Kit Cards

B. FINCER PRINT BUREAU:

1. Receipt/Current kegister

2. Record Register

/2

e i LR

- e R AT e, o s AN,

rrinted Fermanent
irinted ~do-
rinted =do=-
rrinted 3 yrs,

rermanent

3. Search register (cne more column added - Date

and No. of degpatch to ['S) ~dc-
4, Identified Register Printed ~dC~
5. Stamp Tapal Register -do=- 5 yrs.
6. Tapal Kegister -do- 3 yrs.
7. Desgpatch Register -du- 3 yrs, |
8. Weeded-out hKecords Register (as in enclosed proformgermandgnt
Jo Stationery & other Consumables I'rinted 3 yrs.
Register
1U. Newspapers/Magazines Register (as in ericlosed 2 years
11. Government rroperty Register prOfOrm%dinted rermanent
C. YHCTO SECTICN:
1. Govt. troperty hegister rrinted Permanent
2. Purchase/Receipt Hegister printed 3 yrs.
Stock
3. Despatch Book printed 3 yrse.

L. Weeded-out Records Register (as in enclosed proformsfermanent

5. Stationery and cther Consumables

Register

7. Log Bouk

6. Petrol/Diesel Coupon Book

8. Newspapers/Magazines Register

D. DG KENNEL:

. General Diary

« Movement egister
Standing vrder File

A0 ) B o NPV T A R |
P .

o
3

Feeding Register (daily)

Superior Ufficers Visiting Bock
Diet Purchase/Receipt Kegister

7« Medical Check-up treatment tc Dogs

Register

o2

rRegister

un
<

Daily/Weekly maintenance of dogs

ﬁéwspaper/Magazines Register
(as in enclosed proforma)

trinted 3 yrs.

rinted « To be returned

te M.T.C.
rrinted - To be returned
to M.T.C.
rrinted 2 yrs.
Printed 2 yrs.
2 yrs.
rermanent
...do...
Stock Register 3 yrs.
Frinted
~do- 3 yrs.
Upto one
vear after
death
1 year
i 2 yrs.
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10. Duty Roster (roughy ' 1 year
11. Weeded-out Recordg Hegister (as in enclosed rermanent
12, Government rroperty Register Proforua) o nintag rermanent

E. CUMUUTER WING:

Te Staticn-wise Computer Format Kecelpt 2 years.
Regigter '
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LIST OF REGISTERS 1VFAINEDXI§‘/?I§ IN ”‘I—E OFF‘ICE OF INSPE.C IOR{MRELL.:D)
S1. ﬁb. Name of Hegigte; --------------------- E;;I;E ------
1,  Attendance Begister S Printed 2 years
2 Current Hegister Printed 3 yearg
3 Tapal fegister - Printed 3 years
4, Casual Leave fegister ( Printed 1 year
S Bamed Leave Register Printed 1C years
0, Medical weave Register | 10 years
7 e Formal Ingpection Register rerminent
8. GO's Cagual Irspection Register Permanent
9. Welfare tieeting Register Printed 3 year
10.  Weekly Parade “egister(as in enclosed proforma) 1 yr.
11.  Bus/Rail Warrants ‘egister Proform To be retume
- ‘ given in S.0. to Chief
office,
124 Permanent #dvance Register Printed Permanent
13, Demgnd Draft Register ‘ Printed 10 yrs.
14, Challan Register ' ' 5 yrse
15, det. Property ReﬁiSfer - ~ Printed Permanent
16, ‘Stationary % @thcr consunable Printed- 3 yrs.
Register
17.  Weeded out Records fhegister(as in ernclosed Permanent
18, TLleghone Bills Register proforma) Printed 5 yrs.,
19. vdwspaper/MugazlneS Register(as in enclosed 2 years.
proforma) . ;
20, Motor Cycle log Book Printed To be retumer
_ to MTO.
21, Petrol/Diesel Coupon Book Printed _ ~-do-
22, Orderly Roon Register Printed 3 years
23, A.C.Re. Registef(askin enclosed 3 years.,

proforma)
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SL.No. Name of Regligters Period
Te General Diary Printed 2 yrs.
2. Duty Roster Printed 2 yrs
3. Attendance Register Printed 2 yrs.
L, History Sheets Printed up to disprsal of
equipment.
56 Job fegistors Printéd Permanent
6, Indent Book Printed 5 yrs.
T Loa,ReSo - Printed 10 yrs.
8. Tapal Book Frinted 3 yrs.
9, GO's Cagual Ingpection Register Permanent
10. Inspr.'s Casual Insgpection
Registor 5 yrs,
11, Formal Ingsgection Registe\r o Fermanent
12. 4.C. Generator Log Book Approved 10 yeirs.
w3, Motor Cycle Log Book Printed To be retumed
: to M:T:0.
14, Petrol/Diesel Coupon Book Frinted ~do-
15. Medical History Sheets rrinted Permanen t
16. Kit Cards Printed Permanent
7. Stock Hegister Printed Permanent
18, Battery Charging fegister 3 years
19 Battery Distribution Register 3 years
20. History sheet for the Battery  Frinted One year after
L : concemnation.
LIST OF AuGLSTEKHS Mall ’DﬂINEQ AT RADIO BRANCH STORES, DY NaGAR
Te “Stock Regliszter Frinted | Pe rmanaft
2, Tapal Book Printed 3 yrs.
3 GO's Caswal Inspection Register Printed rermgnent
4, Inspr.'s Cagual Inspection
Register _ Printed 5 ¥yrs.
5. Formal Ingpection Hegister fermancnt
6. Indent Book rrinted 5 yrs.
7. L.AJR.S. printed 10 yrs.
8. Clothing Register Frinted 3 yrs.
o. Govt. Froperty Register Printed Permanent li
10. Stationary & Other ConsunabTe B .
articles Registers Printed 3 yrs. :
1. Condemnatior Register(as in Permanent
12, Kit Carqs  (SActosed proforma) pysnteq Permnent |



| 36 | | e
LIST OUF REGISTLRED MAINTAINED IN THE CFFICE OF THE SU:DY. OF i CLICE

HOME GUARDS

T. Current kegister (i rinted) 5 years
€. Despatch Register (Frinted) 3 years
2« TL'ermanent Advance hegister (printed) 10 years
f. Stock Register (Store items) (rFrinteq) Perianent
2+ Challan wegister 5 years
C.  Government Iroperty neglster (Frinted) I'ermanent
S Duplicate‘Key hegister(as in enclosed proforma) _ rermanent
8. 4ttendance Register (I rinted) ' ' 2 years
5. CGOs Casual Inspection Registef - ermanent
10. Formal/ﬁnnual Ingpection Register rermanent
1. welfare Meeting HKegister (rrinted) | 3 yeal 3
12.  Incent Book (jrinted) 5 yea:
13. Trunk-Call Register (I'rinted) 5 years

14, Orderly koom Kegl sters Grievances/Default(Erinted) D years
15. Vehicle Log Book (Irinted) Tc be returned to M.T.C.

16, 1G 's Standing Order file Iermanent
17. 1G''s Circulars File 'ermanent
18. Newspapers/Magazines kKegister (as in enclosed 2 years
proforma)
19. A.C.h. negister (zs in enclosed proforma) 3 years
20, L.L.H.8. Buok (Irinted) 10 years
21. Weeded-cut necords Register (as in enclosed iermanent
proforma)
22. Casual Leave iwgister (i rinted) 1 year

23. Statiocnery and other Consumablesg Register(I'rinted) 3 yea”
24 letrol/Dicsel Coupon Buck (printed) - To be returned to M.T.o.

25. Mecdical History Sheets (Frinted) Fermanent

26, Annual nange Fire negister (as in enclosed 5 years
proforma)

27. Concdemnation Hegister (2s in enclosed proforma) Fermanent

28. Weekly Larade negister ~dg- 2 years

29. Assessment liegister ~do- 3 years



ot

38.
3.
4o,
41,
42,

43, "

il
45.
4é.
47.

48,

49,
50

- 51,

e — e
Caguad Leave negigter o rrinted 1 year

IG e cianding Order file , ) _ . - rermanent
IGY's ircelars {ila . rermanent
AuCone e fister (as in enclosed proforma) _ 3 yrs.
5tdtluﬂLIy And. othier Consumables .- brlnted . 3 yrs.
Register - . '
Nrwspurv¢u,lt”fvlnes Heélster(as in enclosed proforma)2 yrs.
Medical ristory Sheetg . Frinted - . .rermanent
‘Kit-cards - : frinted rermanent
Stamp ucv;ﬁnt “ellster irinted . B yrs.
Superior Ufficers ((0s) Casual - Fermanent
Inspectiuin repister :

asnnual Range Fire hegister(éS'in enclosed proforma) 5 yrs.
Sentry lelief Book ' I'rinted 2 yrs.
Detecticn Slip kegister (as in enclosed proforma) . 2 yrs.
Information Shests Despatched Frinted 3 yrs. from
Regilster o the date of last gntry.



12,

13-
14,
15.

17.

-

24,

. 25.

26,

27,
28,

2Y.
30,
31,

32.
33.

34,

35,
306,
37,

REGISTERS MaINTLINED IN THE OFFICE OF

THE TRAFFIC UNIT

General Digry
FoI.lte BUGK

F.Il.Rk. Index (Crime Negister)

Arrest Caid

Jriscners Search neglster
Bail Bondg

rrocess wegister

Charge she t Rook

Final Report peol

K.CoS. Notice _
M.Ve Petty Cose hegigter
Other tetty Cace iegligter
rvermanent Ldvarnoe “eglsto
Duty Hoster

Rough Duty Roster
Government .ruperty hegister
Trunk-Call Hegister

Casual Ingspecticn Register
Bus Warrant Issue Register
nald Warrant Regigter

Formal Inspection Hegister

. vetiticn Register

Crime Hegister

Despétch Register
Current “etlsuer
Sunmens to Ldnchayathars

Conviction Register for Lccident

Cases

Namewar Index for Lccident Casges

cerfoirmance Register of HCs/: Cs

Weeltdly | arade rHegister

(as in enclosed proforma)

Welfare Meeting hegister
Indent Book iegister
Log Bouk

Orderly hoom register
L.AJR. 3, Book

Weeded out recorcg Hggister
(as in encloseg proforma)

- —---—-.——.——_-n.———_—-—_,—

reriod
irinted 2 yrs.
Frinted 10 yrs.
irinted réermanent
i'rinted 3 yrs.
Irinted 3 yrs.
rrinted 5 yrs.
rrinted 3 yrs.
Frinted 5 yrs.
trinted 5 yrs,
rrinted 2 yrs.
Irinted 5 yrs.
Frinted 3 yrs.
I'rinted Fermanent
Frinted 2 yrs,

2 yrs.
I'rinted ermanent
rrinted S_yrs.

- fermanent
Froforma To be
given in returned to
Standing Chief
Order Store

Permanent
prroforma of 3 yrs.
Station Genl,

Current hegistep

frinted 10 yrs..,
rfinted 3‘yrs.
frinted 3 yrs.
Printeqd | 5 yrs.
irinted Genl. 10 yrs.
Con. Regigter .

n o Permanent

. - 3 yrs.

£ yrs.
I'rinted 3 yrs.
frinted 5 yrs.-.
rrinted To be

returned to

M.T.Q.
rrinted 3 yré.t
Frinted 10 yrs,

ermanent
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(THAFFIC)

MAINTAINLD IN THE OFFICE OF THE SUPDT, OF POLICE

VT i B W B TR A b s —-—-...---:..—--.-....._...-.--—_-.-....-—__-——_-——-—_---—-.—-----——-——-————-—

S51.Nu. W me vl registers
1. Altendoase Heodgter L;JJined)
2, Casuei'le;vf e tster (yrlnted)
3. Crime s o w0 ‘Urinted)
b. Criwe .oo stov (Vanam) (Printed)
5. Traffic Qiicnce Letection Slip Register
(2s 1An enclozed proforma)
6. Government froserty Register {Printed)
7. Stock kegister (Printed)
8. General Current Regisgter (Prlnted) )
9. Despatch Register (Printed) |
10, Yetition Register (General Current Kegister)
11. Crime Memo Book {printed)
12. Trunk-call Register (Frinted)
13. Formal Inspection Hegister
14, Welfare Meeting Hegister (Printed)
15. Newspapers/Magazines Register(as in enclosed
7 prcforma)
16. fnnual Renge Fire fegister 7 ~do-
17. Indent Book (Printed)
16. L.A.R.S. Book (Irinted)
19, Log Bevk - (Printed) - To be returned to M.T.O.
20, AL R"Rugister (as in enclosed proforma)
2. Urderly Rooum Register (;rlntad)
22, #eeded-out decordb Register (as in enclosed
_ proforma)
23. Weekly iarade Hepgi gter ~Q0=-
24. IGH's Standing “rder file
25. IGk's Circulars File
- 260 sta aticnery and other Consumables Reglsttr( srinted)
27. retrol/Diesel Coupon Bouok (Irinted) - To be returned
28. Mecical History sheets (i'rinted)
29. Kit Cards (irinted)
30. Bus/Railway Warrant HLglst&r (proforma given in
Standlng Order)
31. Stamp Acecount register (rrinted)
32

Superior Ufficers (G0s) Casual Inspection Register

e — - —

1 year
10 years
10 years
2 years

Permanerns
Fermanent
3 years
3 years
3 years
3 years
5 years
'ermanent
3 years

£ years

5 years
5 years
10 years

3 years

_3 years

Fermanent

2 years
Permanent
Permanentf
2 years

to M.T.0.
Permanent
rermanent

Te be
returned to
Chief store
5 years
Permanent
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AEGISTERS MAINTAINED IN THE OFFICE OF THE CIRCLE INSEECTCRS

OF POLICE
S1.NO. Name of negisters reriod
1. Crime Check fegister rrinted 10 yrs.
 (Police Station-wise)
2. 0.k, fogister printed 3 YIrSe
%, gStation Despateh segister printed 3 yrs.
(Police Station wige)
L. S.i°. Despatch neglster ' rrinted 3 yrs.
5. FIR and CD Despaclch reglster printed 3 yrs.
6. Loudspeaker Liceunce Register (Proforma as §8€9§l' 2 yrs.
7. R.R. Register (rolice Station wise) 5 yrs.
8, petition register ( ~do=) General 5 yrs.
_ Current
9. public Meeting register (as in enclosed proforma) 2 yrs.
10. Menmno Index Printed 3 yrs.
11. Memo Book (follce Station wise) Frinted % yrs.
12. G.D. Check Register (as 1in enclosed proforma) 3 yrs.
13. Truuk-call Register printed 5 yI's.
14, welfare Meeting Register Frinted 3 yrs.
15. permanent advance nepister Irinted Fermanent
16. Bug Warrant hegister § proforma To be
17. Rail warrant Register g gigigi;g Eﬁ§g§n%%o§2
18. 8gp Circular File Order Fermanent
19, Clothing/Uniform articles (printed gtock Register) |
gtock Heglster : . 10 yrs.
2¢. Clothing/Uniform Articles -do-
1ssue “egister 10 yrs.
541, Stationery and other consumables 3 yrs.
. Register ~do-
5. gtationery and other consumables printed 5 yrs.
Tssue Beglster
2%, Govit. rroperty Register ' printed fermanent
24, L.A.R.S. Book rrinted 10 yrs.
25, Indent BOOK rrinted 5 yrse
26, Formal Inspecticn heglster ’ permanent
27. Attendance Register _ frinted 2 yrse.
5. Orderly reoom hkeglster :rinted 3 yrs.
29, A.C.H. Register(as in enclosed proforma} 3 YI3e
30, Staup Locount fegister ~ frinted 5 yrs.
%1, standing “rder file of IGI ’ permanent
%2, 1G's Clroulars File permanent
33, Gos Casuval Inepecticn néglister permanent
34, Weeded-out secords register(as in enclosed prqiorma)rermanent
35, Weekly larade neglister -d 0= _ 2 yrs.
36. retrol; Dicsel Coupch Book rinted. - To be refturn

to M.T.C.



-

’1 L)

.
12,

13.

14,
12,
16,
17.

18,
19;
e
21.
22,
23.
24,
25,
26.
27.
28,

29.

30.

. Public Meetlng Kegister (as in enclosed proforma)

30

REGISTERsfMAINTAINEQ4;N'THE OFFICE OF SUPDT. OF POLICE

SUB~DIVISION
0. Name of Registers - - _ Period
General Register ' ' Printed 3 yrs;
K.R. Register {(Printed General Current Register) 3 yrs.
S.P. Petition Register ~do= 3 yrs.
i+G.F. Petition hegister (General Current :
Register) - _ 3 yrs.
STBR Petition heglster . " O - 3 yrs.
2
Court hegister (General Current Register) 3 yrs.
Stamp Account hegister Printed 5 yrs.
Louitspeaker Permission Register 2 yrs.
Tapal Despatch Register Printed .3 yrs.
Special kegister (as in enclosed proforma) 3 yrs.
Despatch Reglster ,: ‘ .. Approved -3 yrs.
Inspection Reglster (GOS) o N . Permanent
Trunk-~call Register o Printed 5 krs.
Permanent Advance Hegister ~  printed ~ Ppermanent
Govt. Property Register ' Printed permanent
_Stationery Register  stock. 3 yrs.
‘ "Register
0Office Staff Duty Register Printed . 3 yrs.
Casual Leave Register - Printed .1 year
AttendanQQVRegiSter' : printed -2 yrs.
Clothing Register = Frinted 3 yrs.
CrE@eWCheck Registers ~ .Printed :Permanent
I.S;R, Check Register Printed Crime 10 yrg.
Tapai C.8.:1, Hegister 7 Reglgter '
I.5.8. CD.Tapal ne&iéter B . ‘_. ' 2 yrstﬂ
Wireless Set Meintenance : v 3 yrs.from
Register . last entry
Personal Register of rA rrintéd | 1 year
Indent Book ' Pfihted 5 yrs.
Memo Books for Two Circles and o _ _
. Crime General : | Frinted 3 yrs.

Stock Register . . . printed . Permax =nt

] A R R R LR A R e S e R R R A NS A
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LIST OF m@x ﬂEu,S MAIN T4INED IN THE . OFFICE, OF THS - rAP DETTACHMENTS

- o

. AT KARAIKAL 4ND MAHE

oy e ~-"-.---—--y——--—w——-—«--—-u-—_-——--‘-———p—_—-'-—;—...-u--.a-—m-——_-—--._—--

SlNe, Ndm. of Heg:.ﬂ*ers Period
1. upnexal L.L:‘tr'«’ :.‘; S - . ‘-rrmted 2 yrs.
2. u ty ﬂOS'FE_I‘ LA 'Z;JrJ:Lj_l 'l{:_ed_ S0 1y,
- 3. L Bk, Uess. turchase R R S
v T Printed)_ . - 5 yrs.
Lo & o nL'mcL J(egj. ter', Mess : PR
s Leter. L _Prmted 2 yrs.
" 5. Ca'gte. CLone ne,glste CEVLUT L S Printed | .1 yr.
6. Govty Erilioty’ m:glste?“ '
- (Stusk o Lbbgf} R - J;’m.ntcd A  reriuanent
e 'Or-rlerly soume mgleter _'_ﬁPrmted .3 yrs.
a. Armouryg nchnowledgeme nt iing. ste,r- Prmted - Permanent
9. arms I'ssue Gaister “Printed 5 yrs.
10. Bell u.f Arms Register . . .+ - Printéd . ) rermanent
BEER Medical. Histcry Shee ts S Printed. Permane..
2. Kit Cargs - R Printed- = = Jrerimanent
13, Nominal noll rmegister (as per PN 1 yr.
‘B_ forma)
14, Wzetted Officers Inspection " O |
Hegls’uer . - - Permanent
15, Casual Lnspection Reglster of " -5 yrs. from
Inspc.ctor g ‘ o oo e dast entry.
o 16. .Ve_gfare l\‘EdtJnf" itug¢stpr ¢ . Printeda: . . 3 yrs.
© 7. mpal Book - ~° Printed " . 3 yrs.
- 18. Indent.Buck Frinted S . 5 yrs,
18 1Gir g Standﬁnb Order IJ.le o . .- Permanent
20. I1GP' s Circular file s .U rermanent
Lo, Wr_xekly Parade m,glster(as in enclosed pro:forma) 2 yrs.
22, Vieeded out mcr;rdg Register . .  =do~ . .. Permanent
23, “eCulte tgpdster o _do=’ . ! 3 yrs. \
‘l\l
!
L
i
\
7
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LIST OF REGISTERS FCR THE POLICE CANTEEN

Cash Book
Stock Register
Token Register

Amount Handed Over Register

. Bill Register )

Voucher File
Corresgpondence File

Minutes Book

R 5 ot b S AR



27
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Sl.No. Name of jegisters Period
T lnward Register(General Printed 5 yrs.
Station Current Register)
2, Out Ward negister 3 yrs.
3. Casual Leave hKegister crinted 1 yr.
4, Formal Inspection Hegister - . Permnen t
5. Casual Ingpection ‘egigter 5 yrs.
6. Stamp Account legister Frinted 5 yrs.
7. Stamp Uge Register 5 yrs.
8. Newspapers/Magazine Stock Register(as in_enclosged 2 yrs,
. ) . preoforma)) ,

9. Department Bnquiry Gegister 10 yrs.
10. &Qvt. Property Register rrinted Fermanent
1. #.C.H. legister(as in enclosed proforma) 3 yrs.
12 Trunk-~Call hegigter Printed 5 yrs.
13 O.R. Register : Frinted 3 yrs.
14, Despatch Heglster Frinted 3 yrs,
15. Welfare Meeting Registeéer 3 yrs.
16. Indent Book Frinted 5 yrs.
17. 1GP's Standing Yrder file . Fermanent
18. Llur's Circulars file reranent
19. Weekly rarade Kegister(as in enclosed proforma) 2 yrs.
20. Weeded out Record Megigter ~do- 1 Permanent
21, Stationary and Other consumables

register rrinted -3 yrs.
22, ~retrol/Diesel Coupon Book Printed To be returne

to MT0,

23, Lesa.R.S. Printed 10 yrs.
24, Medical digtory Sheets frinted Permnent
25. Kit Cards rrinted vermancnt.
26. Annual kange Fire Register(as in enélosed 5 yrs.

proforma)

27. Attendance Tegister Printed 2 yrs.

28, Log Book Printed To be returne
to M70.
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S1NG, Name Uf heglgter S o

1. attendance Register Printed 2 Vitsa

2. General Diary | Printed 2 yis.

3. uadio Log frinted T e o

b Duty Roster Frinted 2 yis:

- Job Hegister rrinted . K raan2n

&. Higtcry Sheets rrinted Till ai SPU s L

CUULD IR,

7 Current/ifapal legigter rripted 3 vrs.

&, Indent Book Frinted 5 vrs.

9e LeiroliaS, Printed 10 g,

10, Formal Inspection Hegigdter e mnent

11, W's Casual Inspection Hegister Frinted Ferugis " g

12 Inspr's Casual Lospection HEFIR rrinted 5 oyis,

13, Condemmation registerfas.in enclo sed proforma; Pevunanan

14, Stock Register rrinted Fermanat

15. Welfare Meeting Heglister Printed _ 3y

16.  Casual Leave fegister Printed 1 yiam

17.  IN/OUT Messa 1: Hegister rrinted 1 oresy

18, Message Delivery hegister rrinted 3 yuers,

19 leg Buck for a.l. Gnerator 10 yuos.

20.  Battery Charying register 3 yrs,

21, Battery distribution legister 3 yrs.

22. History sheet for the batteries Prii_lﬁ_‘t_e‘a. ggﬁdggggtﬁg?-'

23, Weeded out hegister (as in enclused proforma) peopmanent

24, Stationery and other consumable Reg,Printed 3 yra.

25, FPetrol/Diesel Coupcn fegister Printed To be %gu;r{m “

26, Weekly rarede hegister (as in enclosed pruformg) 2 yrs.

27. kamed Leave Registepr Printed 10 yrs.

28, Medical Leave Kegister ' ' 10 yrs.

SLANa L. LD OL

1. Attendance Register  Printed 2 yrs.

R Tapal Beok frinted 3 yrs.

3 Medical History Sheets Printed Permanent
. Kit Cards . Printed Yermanen s
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LIST OF ruGlLSTERS MaIlNBaiNGB a7 HE/VEE SIS, D'NaGaR,

-—-——.-———--——qn-__-o——w-—uu—._——-u-m.-u——————-—--.----n—-.——-u---——__uh——u—u—w-u_—-—_-.-

Sl.No. Name of Registzrs
1. Duty Roster
2. Hadic Lgg
3, IN/OUL Messags reglster
4, Message Delivery Register
5. Tapal Zock
C. @0's Casual inspectiBn Register
7. 1Ihspr.'s Casual Inspection
Regigter
8, Forgmal Inspection register
9. Stock Register/Govt. property
Hegigter
10. Newspapers & Mahizines register(as in enclosed
11, Indent Book proforma)
12, L.A.R.S.
13. Trunk Call Register
14, Weekly Parade Register{as in enclosed proforma)
15. Medical History Shects
16. Kit Cards
CIPHLR (ELL
Te General Diary
2e Duty Hoster
3, Tapal Book
4, GO's Cagual inspecticn Register
5. Ingpr's Casual Ingpection
Register
6. Formal Inspection kegister
7. Stock/Covt, Property Register
8. Indent Book
9, Ciuthing Register
10,  IN/OUT Register
11.  Kit Cards
1 Docunents Hegister

CHel & II SING, rCNDICHERRY.

Lrintea
Frinted
Printed
Frinted
Printed
frinted

Printed

frinted

Printed
Printed
Printed

Printed
Printed

Printed
Printed
Frinted

Printeq
Frinted

Printed
Frinted
Printed

rrinted

e W g Doy S AL sy e

yrs.

Permnent

5 yrs,
Fermancnt

permanent
2 yrs.
5 yrs.
10 yrs.
5 yrs.
2 yrs.
rermanent
rermnent

2 yrs.
2 yrs.
3 yrs.
Fermanent

5 yrs.
Permanent
Permanent
5 yrs
53 yrs.
3 yrs.
Permanent

10 yrs.
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LIST OF REGISTERAD MAINTAINED IN THE OPFICE OF THE HOME GUARDS

v i oy

Kit Cards (irinted)

RO CVR Y I WV 'V R Y

e e e i e i—-—-—-———-b---—d————--.\ihu_—du-hu- —--;php—————-'.—-—'-- Lk L~ T ey —

Period

Permahent

25 years

25 years
Permanent
to M.T.0.
Permanent
3 years

Permanent

3 years
years

3 years

5 years
Permanent

'3 years
Permanent

5 years

. Permanent
. Permanent

years
years
years
years
years
vears

. Permanent

3 yrse.
Fermanent

3 years

1 year
rermare nt
2 years

5 years
10 years

Fermanent .

. SL.No,... Name of Registers .
1. Cash Book for HGs Welfare & Benevolent Fund
_ (Printed)
. 2. -HGs Welfare & Benevolent Fund Subscription - - -
- Register
3. Welfare Fund Remittance Register
4o Arms “eglster (Printed)
D« Bus/rail warrant ftegister (Printed)-To be returned
6. Duplicate Key Hagistér‘(as in enclosed proforma)
7. Staticnery and other Congumables Register(printed)
8. Government Froperty Register (Printed)
9. Clothing kegister (pPrinted)
10.  Current begister (Printed)
11, Despatoh ﬂLngtLr (Printed) .
12. stamp_nooonnt.ﬁeglster (Prlntéd)
13. Band Register
14. Call-out Heglster | .
15. Enrolment Heglster Vol.I & II
16. Casual Inspectlon Register for Inspector
17. (@0s Casual Inspection Register
18. Formal Inspection Register _ .
19. Attendance Kegister (printed) o
20, Rough Duty Register ‘ : )
21. Orderly hoom Register(Grievance/Default)()rinted)
22. Welfare Meeting Hegister (Printed)
23, Deployment hegister (Laily) ¥ |
24. parade Attendance Register
25. 1IGr's Standing Order file
26. ACR negister (as in enclosed proforma)
27, Weeded-out Records Register{as in enclosed
proforma)
28, Duty doster (Frinted)
29. Log Book (rrinted) - To be returned to M T. 0.
36. Abnual Range Fire heglster(as in enclosed proforma)S years
31. Casual Leave register (irinted)
32. IG's Circulars File
33. Weekly parade hegigter (as in enclosed proforma)
34, Indent Book (Frinted)
32. LARS Book (i'rinted)
36. petrol/Diesel Coupon Book (printed)-To be returned to M, T.O.
37. Medical History gheet (Printed)
38,

I'ermanent

e ol W oo
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LIST OF REGISTERS MAINTAINLD IN Tdm OFFICE OF THE COMMAVD \NT-1 A%

gl.ijo. Name of Register§ S ce e yeriod
1. gpeeial «igister (as in en@losed proforma) 3 years
surrent segister {(outside) (Prinféd) 3 years
-+ Current nregister (for companies) (Frinted) 3 years
| sespatch negister (cutside) (Frinted) - 3 years
5.  espatch negister (fgr.cémpanies)'(Trinted) '3 years
L. Lermanent advance Regiéter (I&II) (frinted) Termanent
‘o Lash (I&II) (frinted) Book | ' Permanent
¢, _urtianent wdvance Stock negister (Printed) Fermanent
“.  Staump Account Hegister (in &,out) (;rinted) 5 years

10, Government iroperties Stock itegister (Frinted) ‘Termanent

11. Stationery and other Congumables Register(brinted) 3 years

12. Casual Leave “egister for Cfficers (Printed) 1 year
13. Trunk-call “egister (I'rinted) 5'year5'
14. Message hegister (in & out) (as in enclosed 2 years

| proforma) '
15+ Formal Inspection Regi tef ' - ‘vermanent

16. Welfare Meeting Reglstgr (Lrlnted)
17. COs Casual Inspection iegister

18. Loug Buek (irinted) - To  be retufned .to_M.T;O.

19. Deployment File
20, IGi's Starding Urder file
21. 1Ibits Circulars file

‘3 years
- rermanent

2 years

Dermane nt

Termanent

22, Indent Bock (rrinted) o 5% yoars

23. LsAJR.S. Book (L rlntgd) . 1()years

24, Newspaper)/ﬂL3521nes neglster (2s in enclosed 2 years

- : . proforma)

25. annaul nqnge Flre Weglster (as in enclosed . 5 years
pfoforma)

26... A iy neglster {(as in encicsed proforma) . 3 years

27. Weekly iarade negister (as in enclosed proforma) 2 years
28, Weeded-cut fh:cord register - =do=- permanent
29, ’etPOl/chbul Ccupon Boeok (printed)- To be returned te M.T.0.

30. Attendance «egister (printed) 2 years
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LIST OF REGISThwg AINTAINED IN THE r ONDI CHERRY ARMED POLICE
S COMeANIES :
________________ __.__‘__‘:;‘___.;-_..n___'.____..___-___.._..._-_..__..-__--_-....-_-...
Sl.No. Lame of_hégister tericd
1. Company Crder fas in encloged profoerma) 5 years
2. Genernl Dinry Leranted) 2 years
3. Duty .ost.o {1 -inted) 2 years
4. Mess At o.es . gister J years
5. Mess ..oc_unt nezister (Irinted) 3 years
6.  Company B, Account negister (r:rinted) 3 years
7e Llermancnt fdvance hegister (i rinted) rermanent
8. Challan “oglster 5 years
9« Demangd Draft Hegister 5 years
" 10. outside réecovery negister _ .2 years
-11} Casual Inspection iHegigter (Inspectors) -5 years
12, Casual Inspection negister (Gos) .  Permanent
13, umlfare Meeting hegister (rrinted) . 3 years
14. Despatch negister (rrinted) _ 3 years
15 Local Despatéh register (rrinted) _ 3 years
16. Formal Inspeétion neglster LPermanent
17. Casual Leave Hegigter (irinted) 1 year
18, E.L. tegigter | ' 2 years
19. CMT Orderly koom “egister (Frinted) 3 years
20,. Inspectgp CL i 1ieg,:‘Lsﬂ:era(I‘I'inte-d) 3 years
21+  Bus Warrant negisfer-(rrinted) = Tc be returned to Cchief Store
22. Rail wWarrant rnegister (irinted) ~do- rroforma given
23. Bus warrant Stock negister ~d0= in ‘Standing
24, . Bus warrant bill register -do- Order
25+ railway Warrant Steck hegister  =do=
26. Statiunery anc other Cunsumables uegister(?rinted) 3 years
27 Governmeh{;;roperty Regigter (frinted) I'ermanent
28. LArms and'gmmﬁniticns Stock negistér (Frinted) . Fermanent
29. Monthly ammunition vegister (Irinteg) 5 years
30. Bell of arms and anmunttion negister (rintec) Permaoent

31, Clothing,Unifira «rticles gtock tegister(rrinted) 140 years
32. Clothing/Unifirm Articles Issue ftegister(frinted) 10 years

33. Equipment Issue hegister (Frinted) 3 years

34, Indent ook (Printed) 5 years

35 L.t.it05. Buok (Frinted) 10 years

36.  issessment Kegister(as in enclosed proforma) 3 years
¥



A}O

37. Barber's equipment Issue Register 2 years
38, Cash Memo Hegister (Printed) .5 years
39, Annual Rénge'Fire”Kégis{er'(as“in ericlosed .~ 5 years
- - -+ . proforma) -
40. Suspension Attendance Hegis-ter(}?fin‘ted) 3 years
41, %heand~out Record Register (as in enclosed Permanent
-  proforma)
42, IGprs Standing Order file | Permanent
#. IGp's Circulars file Permanent
44, Weekly Parade Register (as in enclosed proforma) 2 years
i stationery and other Consumables Reglster(Printed)3 years
' Petrol/Diesel Coupon Book (Printed) = To be returned‘to MTO
Tewspapers/Magazidnes chlster (as in enclosed’ 2 years
proforma) :
45, Medical History gheets (Printed) Permarent
49, Kit Lards (Printed) - Permanent
50. HMess Furchase register (Printed) 3. years
51. Mess bxpenditure Register (Printed) 3 years
52. Mess lssue Register (Frinted) 3 years
- 53. Mess Attendance Hegister (Printed) 3 years
5k. Muskatory Score Register (Printed) 3 years
55. Armoury Acknowledgement Register (Printed) 10 years
56. Correspondence about Guarters 3 years
in resgpect of Hesidential Quarters malntalnlngr.
Companies (Line Ufficers)
1. Police Complex cleanlng rLcovery Account Fermanent
' Reglister .
2. Quarters Stock kegister (Frinted) , _ Eermanent
3. Despateh uwegister (Quarters) {Printed). 3 years
4, List of Quarters Heglister o .~ Permanes ™
5; Temporary sScovenger Quarters. cleanlng payment . Permanen .

Negpigster..
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LIST OF REGISTEAS VAINTAINED IN

AT

THE OkFICE OF THE CI, YANiM

.—....-.—-.-——--.-.~..—-..—..._-»—-.-.... T e - -

—---——-———-—-——-.—---—-——-._--——._-—_-.

Sl.No. Name of jegisterg Feriod
To Crime cueek egister (rrinted) Peruanent
2. Current hiegister (zrinted) 3 years
3. Fetition/.., legister 3 years
4. Despe -, vegister (Irinted) 3 years
5. Quari.urs Allo tment ﬁegistérﬂ Fermanent
6. Government sroperty Register (Printed) I'ermanent
7. Clothing depister (Printed) 3 years
8. Trunk-call heglstior (i rinted) 5 years
9e¢ S.Huouts hegigtep (irinted) 3 years
10. Iermanent sdvance regigter (Irinted) Fermanent
11. Stamp account register erinted} 5 years
12. Cash Book (Irinted) _ Fermanent
13. Short tern acvanc e register 2 years
14, Subsidiary Cash Book (Irinted) 10 years
15. Cheque nepister ' - 10 years
16. Tay Debit wegigter (Irinted) 1C years
17. U.D.i. negister (Printed) 1 year
after the
. : last entry
18. iursonal tegister (i rinted) 1 year
19 "Stock and distribution Regigter for ‘1 year
Stativnery ete, (¢rinted) ‘ _
20, Fair Copy xegister'(:rinted) 2 years
27, C.L. ik gister (irinteq) 1 year
<. altendance negigter (frinteqd) 1 year
23. Movement Megister | o 1 year
24, Late Attendance Register 1 year
25. Distribution kegigter of Tapal (printed) 1 year
20. Service Buck Movement wegister (as in encloged 1 year
proforma)
27. Reminder Diary (Frinteg) 1 year
28. Increment Wegister 1 year
2%, Service Book Kegister Fermanent
SU. register of  the seniority of appliecant 5 years
for allotment of quartersg
31. Diacd Steck negister (Irinted) Permanent |
32, hkegister of leave applicatiocn ang sanction file 3 years
33, hegisted of Gevernment Orders Iermanent
34. Cosh mook (Non Government) (Frinted) 10 years
35. Demanc Lraf+ kegister 10 years
36, T;A. hegister gngeig:ror
after the
lwhichever is latere completion . .

of audit,



37,

5o W
= OO\

4_‘-».
(B
L]

49.

- 50.
51.
52.

i e et b

NS L e T st e 2R T S S S e bt i et Sl
42, ,
Lol C, liceistér ; - 3 years cr one year after

the completion of audit
whichever later.

{,B.h, Heglster k‘ r'j_nted)

5 years
Expenciture Register 3 years
Contingent judit iegister (pPrinted) 3 years
;3111 Lrown tegister (. rinted) 5 years
Bud ..t Check [legister (printed) 5 years
Wnter and BElectricity Charge Hegister 5 years
(78 in encloused preforma)
Ly Bill neglster (Lrinted) 35 years
feiie Bill iwgister 3 years
Challan wegister ' 5 years
Bill Trensit negister (irinted) _ _ 3 years
Stock kegister (Lrintecd) Fermanent
eglster of expenditure sanction and 3 years

progress and settlement of bill
(as in enclosed proforma).

negister of bills received{zs in enclosed proforma) 5 year.
Bus/Rail Warrant Book (Printed) - To be returned to Chief Store

Chegue Register - o . 10 years

LIST OF 1bGISTEN MATNTAINED IN THE IAT'DETTACHMENT,'YANAM

1. Duty woester (irinted) , o 2 years

2. Casual Leave legister (Irinted) 1 year

3. Inspecter Casual Inspection Register . 5 years
B

4. GOs Casual Inspection segister vermanent
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SL.No. - Name of Registers feriod
-1, Current kegister (Printed) 3 years
2. Dak Register (Prihted)f 3 years
3. Tetition Register ' 3 years
4. Stamp hccount Register (Frinted) 53 years
5. Tapal‘Despatch register (Frinted) 3 years
6. Out Tapal Hegister (¥Frinted) 3 years
7. rassport kegister 5 years
8. tassport Despatch segister 3 years
9. Casual Léave'ﬁégiStérz(Printed) 1 year
10. Crime negister (Printedj ' yermwanent
11, Memo Bock (Frinted)  ‘§ _ 3 years
12. Indent Book (Frinted) . 5 years
13. Stock Hegister (rrinted)f““ ‘ fermanent
- 14. Performance Register 3 years
15. Attendance hegister (I'rinted)8 . 2 years
. 16. Termanent Kdvance Register (Printed) - yermanent
. 17. Government rroperty Register (Irinted) . ,Permarcnt
18. Staticnery Register (Printed). 3 years
19. Isit Check Register 10 years
20, ISR CD Tapal n'egister 2 years
21. Court Hegister 3 years
22. pPublic Meeting megister (as in enclosed proforma) 2 years
23. Inspe¢tion register rermanent
24, Government Cash Book (Printed) Fermare nt
25. Cash Hook (Non Government) (Printed) Fermanent
26, Bill Drawn negister (irinted) 5 years
27. Bill Transit Register(printed) 3 years
28. Chegue negister 10 years
29. Fay Bill Registef (Printed) 35 years
30.Budget Check Hegister (printed) 5 years
31. 0.B.4. Register 5 years
32. Kegister of Service Book Yermanent
33. teceipt Hegister' 3 years
34. bPersonal hegister (Printed) 1 year
35, stock and distribution register for 1 year
stationery etc. (Frinted)
36. Fair Copy hegister (irinted) 2 years
37. Movement “egister 1 year
3B. Late Attendance tegister 1 year
3Y. Distribution Kegister of Tapal 1 year
L0, Service Bouok Movement Register 1 year
(as in enclosed proforma) .
41, Rew. inder Diary (Printed) 1 year
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42 . Increment kegister 1 year
43. Quarters rcgister _ o ' Lermanen%
Ly, Register*shows*the'sénibrity of applicaticn L -
- te allotment of quarters S _ 5 years
45. Dead Stock negister (ibrinted) o vermanent
46, stegister of leave application and ' sanction | 3 years
47, Register of Government Orders termanent
48, U.Dur o neglster (Crinted) | 1 year
4. D.D. segilster (Lrinted) .10 years
50, Cheque iwplster {(Irinted) _ | 1C years
51. T.h. wegister | ‘ 3 years
52. L.T.C. Hegister - 3 years or - uvne year after completicn of
audlt whichever is later)
53. Expenditure negister 3 years
54, Cuntigent and audit hegister : ' 3 years
55, Trunk-Call kegister (irinted) _ 5 years
56, Water and Electricity Charges iwgister 5 years
(as in enclosed preforma) '
57. M.it. Bill Register : 3 years
58. Challan “egister . 5 years
59. Bus Werrant/iailway Warrant kegister(irinted) - To be returned
to M.T.Ca
60. Jegister of expenditure sanction and progress - 3 years
and settlement of bill(as in enclosed profuorma) '
61. weglster of Bills received {as in enclosed "5 years
proforma)
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LIST OF (CGISIERS T0 BE MaINRINED IN HOME GUARDS WIIT/OFFICE
IN _KARAIKAL, MAHE AND YANAM
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Sl.No, Name of Register rYeriod
1. attendance Reglisgter Printed 5 years
Ce From1l Inspection He gister . Permanént
3. Casual Ingpection Regigter of
Inspector7SP ) 5 yrs. -
h, Welfare Meeting Register Printed 3 yrs,
5. Duty Roster Printed 3 yrs.
o O.R. Register Printed 3 yrs.
T Welfare senevolent Fund ‘
Contribution mepgister 25 yrs,
8. Welfare Benevolent Fund
Remittance rarticulars Register 25 yrs.
e Parade Attendance Register 2 yrs.
10. Clothing Register/Stock Register FPrinted 3 yrs.
T7e Enrolment Register fppr- Fermanent
124 Medical History Sheetg Printed rermanent

a3,

Deployment wegister

J yrs.
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Perianen t

Permanent
Pe rmanen i

2 yrs.

I he rature
tc MO,

5 yrs.

10 yrs.

1 yrs.

2 yrs.
1C yrs.

1 vr-

5 yrs.

3 yrs,
3 yrs.
2 yrse.
Fermanent

yrs.

N
<
l—j
@

Sl.No. Name of Register
1. Recelipt Register {Ceneral Uurrent) Printed
2. Petition fegister (General Current) Printed
5. Speclal time bound (General Current) Printed
Reglgter. o
4, Message Reglgter ~
5. Despatch 3i3leéister Printed
6. Nominal Kcll Register |
7. Deployment hegister
8. Service Staup Hegister Printed
9. Govt, Property Reglster/ Printed
Stock Regiger - =
10. Govt_. Bocks Reg.ister/s:tock fegister Prin'*t'e'd_‘
11. Fre r@anent sdvance He_giste_r Pri_r'lté;d :
12, Atte_hdgrice heplster | Frinted
12. Logd Book Printed
14, Indent Bock Printed
15, L.aWR.8. Book Printed
16, C.L. kegister for Cffice “taff Print.d
7. Cul. yegister for Qg & lhsprs. Frinted
18. 0L/l register
19. Fitnhess Regisgter
20. I-.S.R./C.S.R. cage Register/ Printed
Crime Fegigter
27, a) 0.R. Register(CGrievances) Printed
L) O.R. Register(Punishments) Printed
22. Forces from out side register
23. Casual Ingpection Register
24. Welfare Meeting Hegister Frinted
25. D.E. Register )
26. Minor runishment Register
27. Sompliauce Heylster
28, Crime Meeting Register

W
g
!
0
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Newspapers/t -arlnes negiste
(as in enclosed proforma)
IGP' s Stending Orders file

=t

Gt s Circular file
ACR Register {as in enclosed profornma
Week ly Parade Register ~dO-

Weeded out Hecords Register -do-

otatiocnery & Uther cunguuables .iv"r'intcd'
Heglster

Petrol/Dies:1 Coupen Bock Printed
Medical H.gtory Sheets | Printed
Xit Cards ' frinted
S ll \e‘wlut Book Plrin. ted
Foraal irispection hegl ster .

Stamp account Register (pfinted)

Trurk Yall Register - Printed
Annuadl Range firing Register

(as in enclosed proferma)

Heward Ro:l Register

Land/Builuing & maintenance
Hegister(as main*tained in pg)

Monthly perfortence report
rRéglster

-
[

-~

L
L
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