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0py of G.R No.BMA--2256-A. Dated 27-9-1956.

ahon and preservation of Municipal Records:-

The Clael” Oficer should arrange to sort the papers of previous
rear every after the annual audit of the Municipality, by the

§x{xcx-}..0cixl Fund Accounts and prepare list according 1o
cuassihcation 1 rule 4 and place it before the Vice-President or the
Charman, Standing Commitice.

Darare ol : sl . .
Papers should be classified and prescribed as shown below:-

oXNang

Particulars Period
"A" Penmanently.
"B" Thurty years.
g, Five vears.
"y

As soon as finished or after
the accounts are audited or
accepied.

Papers ready for destruction should be destroved in the presence of:
Vice-President or the Chawrman, Standing Committee and they
should certify that they are so destroved.

Papers should be classified as shown n the accompanying
statement.

1{ any dispute or doubt arnises the matter should be referred to the
Didrector of Local Authonties whose decision shall be tfinal.

No Municipal servant or member of the public shail touch any
paper without the permission of the Record Keeper.

The Municipal Servant shall be allowed to see the papers for office
purposes during working hours.

If anv Municipal servant requires a copy of any paper he shall have
to take written permission of the Chief Officer. .

On taking any paper from the record, the person who takes 1t shil
have to sign in the book maintained for the purpose.

10.The paper so taken shall have to be returned in a week. The

person who takes away any paper shall be held responsible for its
retum.
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o given only on sciting written permission from
¥ ] 0 =

11.The papers shall b
the Chief Officer.
i2.The copying clerk should
working days only. i i e rocord 0 o
X e elmeidu rolibited 1 Lad Tetie U ol
13.5moking 1s stricily projditeth it TS ’
]4 :I{lx oY quo(--i Kpn Verye 0")3_” A["t (,-_‘l.\"c ilil:\' :‘..ﬂtOl lllall(:‘d OA ShO"v all}’
14 e Kecora-Kecpel mtdit o g without written permissioy

L S N AT
papers lo any Mupisipar o000

cither fora the Presient of om et )
¢ ars OF have o COPY-Out certaj,

Councillors have to sso. aity papels : ;
D.il}:rz fé);nut?u Muieipal records they have to obtama writtey
Permission from the President. ‘ ,

‘The President may refuse permission (O SNAOW papers of
confidential and not of Public nature to-all except szttmg Municipyi
Councillors. The President shail decide whether a particular paper
is confidential or not of a Public nature.

5 capyinz work L. the record office

1 i
il

4
L

h

. MA" Papers. (Permenatly)
senera) cast Book Municipal Account code Form No.8.
Register of building permissions code form No.37.
Register of suits code form No.70.
Scale Register code form No.72.
Provident fund ladger code form no.76.
Provident day Lok code fo:m no.77-A.
Pension Register code fori 140.78.
Register of Moveable Frop.. 11 code form No.85.
9. Register of Immovable Property cede form No.96.
10.Register of lands code fortn No. 97, '
L1.Register of investment code form no,.106.;
12.Register of loans code form no.107.
}_E:’.I;cgister of sinking funds code from n0.107-A.
4.Proceeding books of Geners : n '
Sanitary Bguikling Cogln?iet;:i stfbr% i;fjr:lndmg Commﬁtee, .
Officer. Disoen s o 2 ¢ Works Committee, Chief
. ooeer, Lispensary and  Assessment and other ¢ ittees.
1.5.Birth and Dealth Registers. CMTIHEeS.

16.Government Resolu ion.
1"7. Taxation Reports,

ol Bl Ll e

ud Scheduled of taxes,

aguf_n and reconsitution of Municipality .
2 a‘ld. Sxts gaimnst or by Municipality.
Ad Standing orderg of Collector.

19.Papers regarding form
20.Papers regarding Civil
21 important circy]
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22.Plans and cstimates of Town Planning, Drainage and water work
or other capital schemos.

’)j 11.. L"‘.: 1“1 1:1* Pn Ar 5 rlj ( ) 1 .“‘" X

23.Sale deed a et Papers regavding acquisition and payment of
c:-;p-an* s e lands end buildings, |

24 A= Tistof AN P apers.

/s AL : ' ‘
24-13- List of "B", »C", "D, papuo déstroyed Lnder propcl authorlty
25. Pf»PL‘* rega 1J11 sncroachments, lands, assigned for Public

purpases.

A 1) e ot $

26 Register of Documents.

27 Jide of Kabulayts for periods exceeding even ycaﬂ

28. Administration Reporis,

Abstracts of General Cersus of Municipal Districts.

3Q.ulty Survey Maps, other mans of important historical places and
the maps of Municipal Districi.

31.Sanads.

32. Papeis regarding creation of new poats Or Tevision ot pay scales of
the posts.

"B" Papers.(30 Yems)

1.Subsidiary Registers of Reeeipts. - M.A.C.Form 29.
2.Subsidiary Registers of Miscellaneous Receipts. ' M.A.C.Form 10.
3. Trcasurers cash took. " M.A.C. Form 12.
4. Un paid Regisier . " 16.
5.Classified Register of Reueqﬁs & . ., 17.
Expenditure
6. Collection Register of Octrot ., ., 20.
7. Octroi Superintendent’s Collection Register . ., 25,
8. Octroi Accounts with firms or public bodies . . 32,
9 Register of Assessmient of Buildings & lands: . . 35
10. Demand Register of Assessed taxes . r ., 30,
11.Collection Registers of Taxes . . 42,
12.Demand Register of Special Sanitary Cess " 47,
13. Register of house connections. - MAC, Form 49.
14. Demand Register ofSpecial Water Rate. M.A.C. Form 51.
15. Demand Register of Taxes on Vehicles and animals. = 52
16. Stock account of face in value tickets » 4.
17. Regis;té" of Licences. » _56.
18. Permit book ,, 57.
19. Demands Register of rent on land and bu1dlmgs ,, 60,
20. Register of Miscellaneous Demand o L,
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1. Day bilis and acquisiion Rei o
2. Abscnrae Statemont - | w5 5.
3. Proad sheat of Provident fund : » 80,

24, Accoust of Permanent Advanes . o 2o - 62

25. Register of Hrore ledger. _— o 82-A

20, Work order baok | ' . 26

27, Stogk Tk - 490,

28, Live stock Register ' 9

29. Stock Account of Receint Bocks A 9 9;A

30. Contractor's Pay Bills 7 103 '

2]. Register of works 7 104

32. Register of stock Account 103

33. Register of Tools and plants 2 ; Oé‘

34. Cash Book of sinking Funds - 77 '

35. Registers of Advance &Deposits . » 109

36. Registers of Security Deposits ' . 110

5

37. Security Bonds {They should be treated as "C" papers
after retirement of the servant concerned).

38, Files of Kabylayats for period upto 7 vears.

39. Inward Registers,

40. Outward Registers.

41. Audit notes.

42. Gazeties.:

43. Annual Accounts,

44, Service Books,

45. Conlractor'y Agreements.

46. Dispensary Accounts,

~47. Orders of appointments, Increments, Promotions Punishments
and interrupions of service of servants, ‘ '
48. Pension orders

1.General receipt Boojk ]

2 Budget Eslimat_cs MA.C. |

3.Statement of details of Provisiong propc')sed ” H
for pay of Officers, -Establishment: '
4.Statement of detaj]s of Budget Estimate £, e
expenditure o Public works. . B ‘
| : No. 4,
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3. Statemerd ciextimated expenaiivre on WOrks
to be met out of lcan funds,

O.Statemert of Estimated recetpts, Payiients and No.3.

Balances of trusi-tunds, ’ R
7.Sta cxr'g,n‘s_och;p,p-o ariog f\o‘ o
5 & ropriation. 4 No.'7.

:_-g:-* er of Moucg,-orue_rs_

9 Challans o casti-paid into Governmen:

Creasury. No.13
{0.Remster of Biils, No.lzll
11. Bill fors. - No'IS:
12.Register of fransferred entiries. . No. 17-A.
13.0ctrot Receipt Books _ - " No.18.
14. Recerpt Books of Deposit. . ' 'No.l9.b
15. Challans of remitance of collections. ' No.21
16.Challans of remittance of Octrox Dcp031t . No.22

Collections. ‘
17 Octro Receipt Books. No.23.
18, Railway Invoice Register. ‘ No.24.
19. Chalians for remittance of Money to - o e

Municipal Office. : ‘ No.26
20, Transit Pase Book. . .. No2T
21 Yorm of appheation for rei'u ad of Octrot. No.28.
22 Octrot refund ledger. - .. No.29.
23 Declaraticn form for Loofi imported '  No.30.
24 Pass Book of eood imported. ' | No.31.
¢5 Collection Regisier of Toll Receipts ' No.34.

Register of Objeciions t0 ¢ assessed laxes. . No.J6.

"7 ’\wtsle; of increase and decrease of assessed
taxes _ No.38.
28. Bill of taxes ' ' - No.40.
29. Receipt of taxes B ' . Nodl.
30. Notice of demand. . -+ Nod43.
31.Warrant forms | - No.44.
w2 Register of Notice and warrant fees - No.45.
3 Notice of Private scavangmg service. - No.46.
34.Metcx Reading Book. No.50.
335.Pillgrim Tax Receipt Books. . No.53.
36.Licence Books. | * No.55.

37 Slaughter House Reccipt Books . ' No.58.
3R Reaister of accounts of Tickets. ~No.59.
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39 Coilection Registar of Misceilancous reveiy 62,
40 Register of Miscellancous sales. | 63,
41.Garden L\c:-sicr 64,
42 Rill boolk for miscellancous demm‘(j\n \ds. 63.
43 Register of b s for misceifancous demands 66.
44.}36‘;,1\?&' b g,\\p\.jno teus. 67
43 Rewister of travetlors, 68.
46 Register of works done for private Individuals. 69
47 Re é ster of hire of Municipal Froperty. .75'
48.Perod ml increment certifieatss. | 7.9:
49 Contingent bill forms. i 31
50 Journa! of rece ipts and issuc of stores. 8";13
31 Work order memo. 8;
32.Requisition forms. _ 81
33 .Stamp account register
54 Statement of particulars of local contingents. - 87
35 Register of kerosene oil accounts. 83.

56.Register of electric lights. 89.
57 Meter reading book for consumption of electricity. 89-A.
58.Stock account of fodder . 91.
59.Work-order bili book. 93.
G0.Register of Petro} Account 94.
61.Register of lorry account 95.
62.Schedule of rates 98
63 Muster roll of daily labour v 100,
64.Moming report 10l
¢35 .Register of petty works ‘ 102.
60.F1les of Kabulayat for period upto 7 vears,

67.Plague Register.

68.Cholera Register.

69.Small Pox Register.

70. Cheque book counter files.

71. Cattlepound Register. _

72. Cattle pond kird.

73. Papers relating to elections.

74. Miscellaneous Applications -
1 )Application for building permission.

2)Orders passed an Building Per:
rmis
3Application for Khatg Chan sions.

4)Final orders passed iy respect of khata (.hange applicati
lcations
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. Plans and estij
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. Papers regarding action ta

Papers rogording 1.
bqr:. . ]',g’".”""“‘*-’ Jeave gpgd trensferg
apers retat : .y T Se
: 1:]L15 PTG 10 Crimipg: M )
Daily despater, boaks,
ass Toolk
‘) O INEE (yye o H '
i !le‘}b (2’»1.‘d L",!i"’n,'-“(_l f\u"‘ 'ptr,’:’;,.v
Pllonanl s,

he e ' |
C dermanent projects icipali
iects of the Mun; i
i schemes, e e
2tes of original works,
register.

Anpiants.

such othey Mpats

Khata change

Other euquiry '

SN CUQUITY Dapery ST 1Oy At dmas130 LT
Enirin, ! NP PCTS 10 oonaection with building permissions,
AUy papers of khats change, |
f,/ aveination Regoster/
apers regarding to grants to Private and Public bodies.

¢ ! Xen i respect of U.H.H.Buildings.
~apers regarding dangerous building and shades,

soon as finished or after the accounts ere audited or accepted.

S VN NS

Receipt books of talls.  M.A.C.form No.33.

Sanutary [aspector's Reports of private scavenging service 46,
Wisit books kept at the MNaka and Dispensary.

Daily reports ot plague, cholera and small pox.

Casual jeave applications. e
Cther papers of important native and not required by auditors.
Report sent to Government Officers furnishing information called
for on which noc action is to be taken.
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