
OFFICE OF Th IP1SiF TC^R G RAL 0 POLICE PONDIC[iERRY

1. VILLA:" r{l,":^:E: 3i'T ,TIE

All Police Stations shall
register of criminals residirne, in

Sub: Village crime RUgistur, Information sheet
Register Prc.laimed Offenders Register
Pore m: 1 Fil of Pr cl=,imed Offenders,

,irnned Forces Deserter negister. - Opening
and J.: inte:nanao - Req.

will be called the 'Villao a Crime

This as renieter

of the area and shill be

separately for each beat.

open and maintanin a beatwise

their areas . This register

Register'.

shall be an index to the criminals
amintained in the proforma

In this r^ is tar, entries
be made with renard to the names of parsons residing

beat wh:a have bean arrested or aoainst whom a strong

exists of involvement in cognixable cases, whether the case
occurred in the

STI1D1 PJG ORrE_ IQO. ?5 8)
^_D 2.8.89

beat or not, exists. A separate entry shall

be made for each suspect with a separate serial number. When

the person is again arrested or suspected, a fresh entry shall

bear the previ)us serial number and shall be entered below the

last 'ahtry in the form of a fraction. Persons who are suspected

to have commiittted an offence and arrested u$s 41 Cr.PC.,

would also be entered as above. Details of arrests and

conviction of such persons in cases of other police stations

shall be entered on the basis-)f information sheets received
and verified.

If A is arrested in PS Grand Bazar and is a resident is
Beat l of PS Odiensalai , the m®a;name of ' A' will be entered in

Beat I of Village Crime Register of PS OdiensMai at the last

serial No . which for rxrpose of demonstration is taken as 25.

If 'A' ,'is arrested again in a case of PS Odiensalai has entry

will be madeas 25/2. If he is .:.^-est. ed again in any case, his
,entry will be mdde as 25/3 irrespective of the serial No.
running, in the Villa a Crime Resister of Beat 1.

2. jNFORM':ATION SHEET REGISTER.

Information Sheets Register shall be maintained in two
parts viz., Part - A.- Information Sheets despatched and Part

-B- Information Sheets received, in Forms A 8:B respectively,

(enclosed ) Informtion Sheets shall be issued by the SHO/IO

...2/-

enclosed

shall

in a

suspicion



/2/

in the pr„f^rma in

f
Farm -tencl.osed) to ,ascertain the antec=dants

o i_„ars^!ns whc, ire residents of jurisdiction of other Police
Stati :ins .

a
He shil then vorify the information received about its

genuinz-ness ancient .-^r
the }; rtjcu1]rS oh-out the arrest of the

bad charact r in the Vi i l !, r . ni F sister and Beat Black
If His t,-ry 31-1"'-t is ma stained f :;r t} e individual, he shall

entries iii ' he His toT'i/ She et ;ind ChaCk Re gister
and then retu rn the Inf rrr,^Sheets to the issuing P',lice
Station i . ., rels-yrt f t r _ :^ i nru's Part-B Of the Register.

On racy ..t .f t^ _ r. , - -t f .m t` e c ncerned P_ Lca
Sta ti on , t1"la SF10 wh_! h- S_U= 1 the Inf Jr-cation Sheet, '^ all
make neress y entries in part- p of the Inroramtion Sheet Register.

3 PROCL .AI [D OF - ELD E RS REd

Pr:-aclaimeci Off::-r,d rs ? ;is±,r shall be maintained in

Farm D enclosed. In this re i.ter, name, parentaco and other

particulars of rr-,claimer; '.off .ender should be entered by the
Officers - in-ch_rr•ne of Police Stations when an offender is..

declared a proclaimed offender byy the Court. and evidence u/s

299 Cr.PC., is rcorded.

V'h:enever the proclaimed offender is crested, the SHO

shall cause appropriate entries to the made in this re-lister

regardinc;, the arrest of the offender and entries in the register

with r?-lard to the offender my be crossed out with red ink.

4. Personal File of Proclaimed Offenders:

The SHo shill prepare and maintain a Personal File in

respect of all Proclaimed Offenders listed in the PO Register

of the station, till the PO is apprehended ad produced in the

Court, and thereafter it can b<; closed on the orders of the

Supervisory Gazetted Officer. The personal file shall be

maintained in Form - E (enclosed).

The SHO should record the action taken by him to

apprehend the DO in the personal file which will be counter

checked by the Inspecting Officer with reference to the General

Diary, Pocket Note Book, S,.;c ;ial Report from the, police personnel

who were deputed for the puposa and the case. When a proclaimed

offender is arrested, his per onal file may be closed.



/3/

5. Pti 'D S Cf^ i Fsf rR REGISTEl :

ill SHOs shell
maintain a resister in Form-F(enclosed)

and enter the ^dotoils of the Descrter/Absents,, from the ArmedForces 'which they hove
s onn

r-c-ived in respect of those pc, land. ore reside nts of their station
limits. Thereafter

r` ul:', be mode to apprehend such of those dbserters/
absentees by deputin poli

ce personnel and after a
of the deserter/absentee ho shall be ppreh nsion

forwad2d without delay
to the Commandant of the Unit to

which the deserter absentee
be Ion es

Dur.i_n inspection, .he Inpecti.nn Officer should check

the por.centare of apprehension of deserter and if the some is

not satisfactory, he should find out whetherthe SHO has made

sincere efforts to trace the deserter/absentee by verifyinn

the entries in the General Diary, Pocket Note Book etc.,

with reference to the entries in the re;,ister.

Encl:a. a.

To
All concerned,

(S. RAMAKRISHNAN)
INSPECTOR GENERAL OF POLICE

PONDICHERRY.

Copy to:
SSP(I ) & SSP(II)
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POLICE STATION .................

No..... .......-

alias.

caste.

S i. 1, .'i'ION SFi T

a.r,ormnt_ion 61:1,,t ro_

age. . . . . . . .

Other detailo

Da t:oLl.

. . . . . . . . . SGn. CL.

rss rent c-- village. . . . . . .

:.:' 1c. S:acion. .

crict. . .
lig? .

Particulars

. . . ,

Date : . . . . . . . . .

Sub-Inspoctor
incharge of police Station.



R NNEXURES

NL,4JS,ti12E!iS/IvLiGAZINES REGISTER

---._----------------------------------------------------------------
Sl.No. Name os No. of copies Due date for Date of actually

Newspaper;;/ received during sending to sent
Mag•),zInes the month stores

__1----- -------------- 3-------------- 4--------------- 5--------------

- -----------------------------------------------------------------
N,,.• 0f c ^1'v^ight Signature of the person
return-ci s receiving Rem;a rks

---- -------------------------7---------------------------8----------

ANNUAL I;ANGE FIRE REGISTER

---------- t--------------------------------------------- --------------------

Sl.No. Name & Lesigxlation of the Date of last Annual Range

Officer Classification

---------------2-------------------------------3-----------------------

- -------------------------------------------------
Date of Annual Range

Type of Weapon Classification during Marks obtained
current year

-------4----------------------5----------------------------6---------------

WEEDED OUT RECORDS REGISTERS

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

Name of the'` Pertaining to period of Due date for
Sl.No. 1Yecord/rtegister period destruction as destruction

per Standing
Order

---------2--------------------3---------------4--------------

----- --------------------------------------------------------------------
Name & Designation Name & Designation Actual date I{emarks
of Officer recommending of verifying officer of destruction
destruction

---------6---------------

LAND AND BUILDING REGISTER

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

S1.No. Description Nature of Communication Nature of maintenance/
of the land/ maintenance/ reference No.if repairs carried out
building repairs any and to whom

required sent
--1---------2------------3---------- 4------------

---------------------------------------------------------------------------
Date of repairs/maintenance Date of next repairs/maintenance is

due

------------------ 6---------------------- -------7----------------------- .----



PUBLIC MEETING REGISTER & LOUD SPEAKER PERMISSION REGISTER

r---r - • r r r - Ir -.

Date of receipt Date, Time Particulars of
of application and place of applicant/

Public Meeting/ organisation
Speaker
permission

2 _ 3 4

-------- -----------------------------
Date of sending Date of receipt Whether permission
to Inspector, from Inspector's granted /Rejected
if eany Office /Police with grounds of

5 6 7
--------------------------------------------------------------

Communication No;,,; ;&
Date of sending reply
to party

Remarks

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

TOk&N FOR MAT

(Chief Store)

Denomination:

--------------------- -------------=-= -rw-_No. o ^__-- -----
Date Received Issued Balance token Sales amount

1------2--------=3------=---4---------

AMOUNT HANDED OVER REGISTER
(Chief Sore

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

te marks

,Station, rejection

--1-------2----3----4--- 5-------6----=7------8-------9------10---



3
DUPLICATE KEY REGISTER

------------------ -- ---- - - - - -- - - --- - - --•--- - - - -------------------------- - -
Date of Details of Name and- Date of handing

Sl.No . Key No. receipt key /purpose Designation of over the key and
the: Officer the signature of
holding the receiving
key officer

--1 --------2--------3-----------4--------------

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

Date of verification of the Date of receiving the
key by cher.kino officer kepi back from the

checking officer
Remarks

----------7-----------------------------5------------------------9----------

SPECIAL REGISTER (SP OFFICE)

No.

-----------------------------------------------------------------------
Reference Subject No; and date
,No. of despatch To whom sent Remarks

-1-------2---------- 3------------ 4-------------- 5-------------------- 6------

G.D. CHECK REGISTER

(CI OFFICE)

------------------------------------------------------------------------ --
S1. Date of Date of Important Action Date of receiptNo. GD receipt points

for taken of compliance Remarksaction
-1------2----------3----------4----------5-------------6----------------7---

STOCK REGISTER

(Chief Store)
---- - ------------------------------------------- - -------- - - - - - - - - - - - - -

Date F,
m

-1 O

a°

m
(U v

C)
P.

Cd
W 3) M H

Balance;

purchase

Expenditure

Balance,

Purchase

Expenditure

Balance



4
ROLL CALL REGISTER

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

S1.No. Date i._til,, Name of Officer holding roll . Instructions _ iuen in
call and No . of staff present each roll-call if any

rank-wise to be written

--1-------2--•-° °----•------------4------------------------- --- ----------

. A.C-:R. REGISTER

(N.B. One page for each Individual

----------------------
Rank and Place of Brief particulars
Buckle No. Name

duty of. good work/brief Reference No.,
facts wherein came and date of
to adverse notice communication

if any

----1-----------2-----------3------------- -4------------

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

Time Date of
prescribed receipt of Final Action
for-explanation explanation, Remarks

if any

-------6---------------7--------- ---8-------------

WEEFI,Y PARADE REGISTER

NOMINAL ROLL
Date; Date Date;

Whether Reason Whether reason WFetfier --Reason -`
Sl.No . Rank & Name present for not,.present for not present for not

or not attend- or not attend - or not _ attend9,rrr
ing in g parade 4`

parade parade

--1----------2---------------3---------- 4-----------

Date;

Whether Reason for not
present attending
or not parade

---------6----------------

ASSESSMENT REGISTER

( PAP Companies)

Rank Number & Name of the Irdividual :.................

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

Sl.No. 'Date Brief Facts Initials of G.O.

--1--------2-------------



COMPANY, ORDER
(PAP unit)

- t - J

Date Time of No. of Officers Instructions
Roll Call and men preseat given during Remarks

roll call

--1--------2----------------3-------- ---4- ------------------- 5 -----------

POLICE CONTFzOL ROOM

Out-;oing Message Register

-----------------------------------------------------------------------------
S1. Date Time From Brief Action taken
No. whom instruc- and time
n received tions (Interim & Remarks

Final)

-1---2-----3-------4----------5------------6---------------------7-----------

TELEPHONE MESSAGE REGISTER

(police Control Room)

-----

S1. Date Time Telephone B
f Ai tiNo. - NO., Name

r ce on
f t t k Remarks

and address
of the•

ac s ena

Caller

-1----2------ 3------- 4--------------

DISASTER. WARNING REGISTER

(Police Control Room)

------------------------ ---------------------------------------------------
S1. Date & Nature of Time of Time of
N' 'n Time of warning communication of despatching
`-`receipt message on phone to to Collector
of warning District Magistrate,, in writing

Sub-Divisional Magistrate
and other Police Officers

-1-------2------------

PERIODICAL RETURNS REGISTER

(C. I. D. Office)

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

S1.NO. Subject Due date Date of Despatch
Month

Jan. Feb. Mar. Apr. May. June July August gept.

---1------2-------- 3------- 4---- 5---- 6---- 7---- 8----- 9---10---- 14-- -12-------

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

Oct. November December

-13------ 14----------15------.--r----



DETECTION SLIP REGISTER

(Traffic)

------ ---------- ------------------------------------------------------
Sl. Boox No.1 Name the Officer Date of receipt Consecutive No.
No. Slip No. and Designation by Traffic PS

-1------ 2-------------------- 3-------------------- 4----------------- 5----------

- -- ----------- --- - - - - --------------------------- -_.._..------ ---
Name an(; Address Data, Ti .e and Date of Result of the
of the accused t-.:,re c,, Challan case and STR M. ttemarks

Of f€nco

----° -6 - ------;' _ ---------------9--------------- 10----

r ', ; kW :L INDEX

J. ffIc

- - - - - - - - - - - - - - - - - - - _------------- - ------------------
Vol. G.C.R. Si. License%
Ao. Page No . Nar c dress

Badge No, and
No. Issuing Authority

-1-----2-----3------4---------5------------6--------------- ----------------
------------- ----------------------------- 7 -------------------- =-==----------
Brief particulars :Reference of previous
)f the case involved convictions, if any Remarks

-----------8-----------------------9---------------------------10-------------

CONDEMNATION REGISTER

(Wir y ess Unit)

------------------------------------- ----------------------------------------
31. Descrip- Date of Prescri- Parti- Mode & date
Jo, ticn of purchase ---bed life culars of disposal Remarks

Cf con-
demnation

- I G _- ---

DINING OUT REGISTER

(Police Training School)

------------------------------
;l.No. Name of .-Period for which

Individual he will be out Signature Remarks

1----------2----------------3-------------------4-------------------5------

NIGHT DUTY REGISTER
Special Branch)

Marne-o2'--tfie --Tirne` off'-------- --
late Officers on report action taken and other work

night duty attended and initials

{ignature of Incha.r`e Unit Remarks

-----------6---------------------------------7-----------------------------



7
REGISTER OF FOR';EIGNEfS GRANT OF EXTENSION OF STAY IN INDIA

(Foreigners Registration office)

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

11.No. Name and Address`` Date of Period of
Registration Extension Action

applied for to ken
-1-----------2-------- ---------- 3-------------4----------------5-------------

-----------------------------------------------------------------------------
efereix e No. granting, Period of extension
efusing extension granted, if E^,ny L, iteraarks ti-

----------- 6---------------------------- ---------------------------- 8---------

FQITNIGHTLY i-,E!L,,T REGISTER

(Special Branch)

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

or 1---jhtly Date of Despatch
itt ;ion report Due Date

----------------------------------------------or the month of
January February, March April May June

-----1-------- 2--------3--------4---------5------6----7------8----

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

.]ly August September October November December

-9------10---------11---------- 12 ------13-----------14-----------------=-

MONTHLY REPWT

(Special branch.

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

)n'`iy Situation Due.. uaze of Despazcn
Date --------------------------------------------------;apornth t of for the January February March April May June

......

---1----------------2--------3--------4--------

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

ily August September October November December -

.8------- 9------------ 10---------- 11----------- 12------------ 13------- ------

TTA;INING CHECK REGISTER (ESTT . I) CHIEF OFFICE

------------------------------ ------------------------------------------
Order

Name And ---

Designation Duration Place Remarks

-----2---------- 3-----------------4---------------



(S

HIicED VEHICLES REGISTER

;,Motor Transport Office)

-----------------------------------------------------------------------------
S1. Details of the Register No. Date & Time KMs reading on

No.
Driver & Firm and type of -- of arrival arrival

the vehicle

-1----------2----------------3---------------4----------------5--------------

-----------------------------------------------------------------------------
Diesel/ Diesel/ Details of Details of Date and KMs reading.
Petrol in Petrol the user & the duty time of at the time
theTank supplied purpose of performed release of release

Hiring

---- -----------7------------8------------ 9=----------10----------11-------

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

petrol/ Signature of the Data of Date of despatch
Diesel in driver at the receipt of of bill to Remarks

th
thee tank

time k at of time of release the bill Chief Office

release

----- 12---------------- 13----------------- 14------------ 15--------------

WOaK O,eDEi: REGISTER
(Moor ransporf'ice)

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

Sl. Work Order Details of iarticulars of Date of-re-Geipt
No. No . & Date. - repairs drivers (Buckle of the vehicle

No.,Rank & Name) from the Unit/
Officer -. ,

-1 --------2-----------3------ --------4-------------------= 5-` -------

Date of KMs reading at Date of Whether all repairs
r,dmission of _..,_.the -time.,of return of the .. carried-out, if not
the vehicle in departure & vehicle details
Govt.Automobile- returning
Workshop

-------"-6- --'-----------7---------------8------------->--------9------------=

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

Date of recek t,of Date of sending of the Remarks
the Bill and Aulount_ bill to the Chief Office

------------10------------------------11-------------------------12---------

OTHER DEt4itTMENT 3' VEHICLES P.EGISTER
Mo or ranspor Unit)

----------------------------------------- ---- ----------------------
Sl. Name of Date-& Time Registration KMs reading PI etroliDiesel
No. Dept. of arrival No,& Type of at the time in the tank at the

the Vehicle of arrival time of arrival
-1-----2------------ 3------------ 4-------------- 5--------------- 6--

-----------------------------------------------------------------------------
Petrol/ Date & KMs reading To whom Driver's Period of Late of
Diesel Time of at the time allotted Name & duty despatch
drawn in release of release and Signature of the
the Police purpose duty..
Account statement

to chief
Office

----7 9 1u 1 1---------- 8 ---=-°---- ---°-------- -- 1--------- 12 ------=-- 3-=--



2
ENGAGEMENT iEGISTER (OLICE Bp ND)

(Rstt• II Section)
------ --------- - --•---
S rtcceipt V?ucllcr Date & ^i me Transport Date & TimeNo. No ./ Date an '

and place arrangement when intimation kemarksamountof by sent to CMTpayment is quired

_______3- ----------4---------------5--------------6----

SERVICE BOOK MOVEMENT REGISTER

(Estt . II Section)

----------- -----
- ------------------------------------Sl. Service Book Sip nat ur rid Signature

Signature Signature ofNo. pertain ing to B N ( s ti of , enlint and B . Nc:. the Dealing
L-1--, v_ct:_rl Asst ..ith of the Asst.

with datetaking the date Individual
Service 3ook. returning

the Service
Book with

-1 -------z--- ------ date
--------------4------------5-------------- 6--------

WA. -3 CONSUMP TION & CUt:itPNT CONSUI^D' TI N CHA GES REGISTER ( ACCOUNTS SECTION)
---------------------------

------------------------------5 . Bill No. iatrticulars
Jo. & Date Quarters i'olicy No. i'erio. Meter

reading Amount Remarks

-1----- 2-------------3----------- 4---------

iC_;GISTER OF BILLS RECEIVED (Accounts Section
)

----------------------------------------------- -- ---U. Dak. From whom Detail
f ----°--- --------------s o Bills[a. No. received T.A. PT . rUL
e e Oth., oneerP

Bill No.
and e

Contingent Date rn
a
r
k

-2--------3----------4----- s
5-----6--------7---------8----------------10-

REGISTER OF EXENDITUI,E SANCTION AND PROGRESS CF
^ L_ E ME '4 1 Ur L) -LJLS ccoun Se t on

---------------------------- ---------------------
1. Expenditure Nature of ---------------------------sanction No. Detail s of

expenditure Amount bills in whichand Date
claim has been Remarks

made

1---------2-------------3----------'
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