THE
BIHAR RECORDS MANUAL

Published under the authority of the Board
of Revenue, Bihar,

PRINTED BY THE SUPERINTENDENT
SECRETARIAT PRESS, BIHAR, PATNA
1062



PREFACE.

This is a revised edition of the Bihar Eecords Manual, 1951
and may be cited as “The Bihar Records Manual, 1960,

2. References to various Manuals, Codes, etc., given in the rules
and Appendices have been thoroughly revised and brought up-to-
date.

3. Errors and omissions in the Manual should be brought to
the notice of the Board.

5. K. SINHA,
PATNA ¢ Secretary,
The : Board of Revenue, Bihar.
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THE BIHAR RECORDS MANUAL, 1960.
ACT No. V OF 1917.
The Destruction of Records Aet, 1917.

(feceived the assent of the Governor-General on the 28th February
1017.)

An Act fo consolidate and amend the law providing for the
destruction or other disposal of certain doeuments in the possession
or custody of Courts and Revenue and other public officers.

Whereas it is expedient to consolidate and amend the law
providing for the destruction or other disposal of certain doenments
in the possession or custody of Courts and Revenue and other
public officers, it is herehy enacted as follows :—

1. Short title.—Thiz Act may be called the Destruction of
Records Act, 1917.

2. [1-] L] L L] L *

* W L o %

3. Power to certain authorities to make rules for disposal of
doeuments.—(1) The authorities hereinafter specified may, from time
to time, make rules for the dizposal, by destruction or otherwise

[{10mitted by the Government of India (Adaptation of Indinn Laws) Ocder,
1937, wide the Billar Gazette, dated the 28th April 1087, part TIT, pages 261 and 318,

_ {A) The expression “Chief Clontrolling Rovenuns Authority™ hos been  defined
i the same Order by frsertion of clanss’ 0-A of ssction 3 of tha General Clotses
Ack, 1507 (X of 15807), as follows =—

“Chisf Controlling Hevenue Aunthority” or “Chiel Revenus Authority™  shall
moanr—

{a) in Btates whora there is. p Boonrd of Bevonus; that Board ;
{(b) in States whore there iz a Revonue Commissioner, that Commissioner';
{e) in the Panjab, the Finsnoial Commissionar : and
{l) ‘elsewhors, “snch ' ‘authority as,” m relation to matters  enumersted in
List T in the Seventh Soheduls to the Government of India Act, 1835,
tho Contral Government and in relation’ to other matters, the Btate[4]
Governmont, may by notiflestion in ths' Ofidial  Gezette.  appoint
(mide tha Bikor Glazatie, dated the 28th April 1937, part IIL, pags 204).
(B) The: expression ““High Court” hsa been defined in  clonse 24 of sestion
3 of the General Clanses Aok, 18307 (X of 1387), oy follows :—
“High Court'” used with refarence to divil prossedings, shall mean the highest
Civil Court of sppeal [not ineloding the Fedaral Gourg) in the pard of
Britizh India in which the Ast or Ragnlation containing the expression
operates.” "
[41 Substituted by A, 0O, 1050 for “Provineinl™.
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of such documents as are, in the opinion of the anthority making
the rules, not of sufficient public value to justify their preservation.

(2} The authorities shall hipm—

(2} in the case of documents in the possession or custody
of a High Court or of the Courts of Civil or Criminal
jurisdiction subordinate thereto,—the High Court ;

(4) in the case of documents in the possession or custody of
Revenue Courts and officers,—the Chief Controlling
Revenue Authority; and

(¢) in the case of documents in the possession or custody of
any other public officer,—

(i) if the documents relate to purposes of a State,
the State Government or any officer =pecially
authorised in that behalf by that Government;

(i) in any other ecase, the Central Government or #n
officer specially authorised in that behalf by that
Government.,

(3) Rules made under this seetion by any High Court or by a
Chief Controlling Revenue Authority or by an officer apecially
authorised in that behalf by any State Government shall he
subject to the previous approval of the State Oovernment; and
rules made by an officer specially authorised in that hehalf by
the Central Government shall be subject to the previous
approval of the Central Government.

Nore—Undar sub-gsction (1) of acetion 121 of tha Government of Indis Aok,
1935, the Government of India  has  entrusted to  State Governments with
their consent, all tha Muetions: of ths Cenkeal Govarnment undsr this Lssction
{section 3 pf tho Destruction of Records Aet, 1917) in relation te documents or
papors  relating to subjects  which aura  administerdd . by the  Stato
Governments  andfor their offlosr: ns agunta or the Cantral Government, The
Government of Bihar declared  that tho nsasl rales regulating the disposal of
papers relating to the State subjest will apply muwtatis  mutandis  to thess
documsnts and papors. -

4. Validation of former rules for disposal of documents.—All rules
and orders divecting or authorizing the destruction or other disposal
of documents in the possession or custody of any public officer,
herctofore made by a State Government,” or with the approval
of the State Government by any authority not empowered
to make such rules under the Destruction of Records Aet, 1879
(LIT of 1879), shall be deemed to have had the force of law from
the date on which they were made, and all such rules and orders
now in foree shall continue to have the force of law until they are
superseded by rules under this Act.

Nore—Ogly one rule was made undar ssetion 4. of the old Aot IIT of 1878,
which is reproduced in rule 297 of this Manual.

5. Saving of certain doeuments. -Nothing in this Act shall he
deemed to authorize the destruction of any document which, under
the provisions of any law for the time being in force, is to be kept,
and maintained,

6. Repeals.—The enactments mentioned in the Schedule nre
hereby repealed to the extent specified in the fourth eolumn thereof.
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THE SCHEDULI.

REPEAL OF ENAQTM ENTS.

[See section 6.]

Act, 1813

Year, Number, Hhort title. Extent of repeal.
1 2 g 4
1879 IIL . | Tha Destruction of Records | The whele,
Aok, 1879,
1908 EVI The Todinn Registration Act, | The words “and also for the
1a0s, destrootion  of snch  books,
poapors and doouments as
nepd no  longer be kept
clanse (o) of sub-gection (1)
of section: 68,
| Lk IR 5 6 The Official Trostees Act, | Clause (es) of sub-section (2)
1813, of section Mk
[l 5
1913 [II  ..| The Administrator-General's | Clouse(ff) of sub-section (2)of

saction G
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PREAMELE.

Norm 1.—Rules of the Records Manual apply to all offices
subordinate to the Board.—The instructions contained in this :!fiﬂm!ml
apply primarily to the offices of Collectors and their subordinates,
but they should be followed, as far as possible, in all uific__ea
subordinate to the Board, including those appertaining tothe Excise,
Salt, Customs, &e., Departments, any material deviation therefrom
being reported for the orders of the Board.

Norr 2.—Charge of record-room and copying depariment.—The
record-room at distriet headquarters will be under the charge of a
Deputy Collector who will be called the record-room Deputy Collector;
but in special cases it or the copying section of it may be placed
in charge of a Sub-Deputy Collector. Whenever this is dose; the
term Deputy Collector in the Manual should be held to signify also
Sub-Deputy Collector. The Deputy Collector or the Sub-Deputy
Collector in charge will be held responsible for the proper working
of the record-room and the copying department in accordance with
the rules of the Records Manual. In addition to the daily super-
vision of the record-room and staff he will each half-vear make a
thorough inspection. A note-book will he kept in the record-room
in which all important orders will be entered. The six-monthly
inspection notes will be kept in a separate inspection register. In
both the English and the vernscular record-rooms should te hung
up a list, to be kept up-to-date showing who have been in charge.
as Deputy Collector and Record-keeper of the record-room, and the
doration of their charge.



THE BIHAR RECORDS MANUAL, 1960.
CHAPTER I.—English Records.

(A) BULES RELATING TO OURRENT ENGLISH CORRESPONDENOE IN
OFFIOES SUBORDINATE TO THE BOARD, WHERE THE FLAT FILH
SvaTEM AND STANDARD FORM3 FoR COREBESFONDENCE HAVE
BEEN INTRODUCED.

1. The system detailed in the following rules provides for
classifying, registering, and keeping the correspondence of an
office —

Firstly, by departments ;

Secondly, within each department, by “collections™ of papers,
each collection having its congecutive number and
distinctive title ;

Thirdly, within each “collection™ by “files,” each file having
its conseeutive number within the colleetion, and
its “subject” clearly designated.

The papers within each file should ordinarily be of foolscap
size and of good quality. Where they are not of this size, they
should be folded to fit into the same space, if larger than foolscap
size ¢ if smaller, they should be pasted on to a sheet of foolscap.

2. Files.—A single file consists of every letter received and
every draft of a letter or memorandum issued in the course of a
consecutive correspondence on one subject. Hach paper is to be
placed flatly in chronological order, i.e., the first letter issued or
received at the bottom; the next above it, and so on, the letter of
latest date being at the top.

3. Serial number.—(1) Each letter will haye assigned to it a
consecutive number within the file to which it belongs, called the
gerial number. .

(2) Every document of the nature referred to in rule 227
received with a letter will have assigned to it a sub-number. For
example, if the letter is numbered 12, the private document or
exhibit received with it will bear the number 12(a). If more
documents than one are received with a letter, sub-numbers 12(a),
12(8), 12(¢). etec., will be given to them.

4. Keep-withs.—With each letter or draft should be kept any
enclosures of the letter, i.e., papers which are sent with the letter
and are intended to be read as part of the letter and kept with
it, and any office notes which passed with regard to it; these are
technically called “keep-withs,” and except as provided in rale
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3(2), do not bear separate serial numbers as part of the correspon-
dence. These papers will be stitched together with gotton in the upper
left hand corner and will form one unit nnder one serial number
in the file.

5. Collections.—A “collection™ is an aggregate of the files,
the subjeets of which fall under some general classification and which
are tied up together and kept together on the racks for the sake
of convenience and for ceonomy of space. For instance, the Englizsh
correzpondence regarding the settlement of one ordinary estate will
constitute a file; a number of such fileg will be kept together in one
colleation, of which the title would be “Settlements”: s¢ also
there may be a collection entitled “Wards' Estates,” another
“Embankments,” and so on; each such colleetion wonld eonsist of
80 many separate files, each file containing correspondence relating
to one ward's estate, or to some one distinet question relating to
one ward's estate; or to one embankment. It is convenient, in
starting this system, that the Collector or Subdivisional Officer should
from his general knowledge of the business of the office, sketch out
a list of collection titles, which suggest themselves to him under
each department. But the number of collections and their titles
must not be rigidly fixed; they may be freely added to in the
course of the year, as found convenient. For instance, although one
collection would be entitled “Wards' Estates” within which all files
regarding wards’ estates would ordinarily fall, yet in any distriet in
which one or more very large estates entailing much correspondence
happened to be under the court, it would be convenient to have a
separate collection for each of such estates, within which the corres-
pondence on each different question might form a separate file.

6, Miscellaneous collection.—Many letters received in, or issuing
from, ecollectorate and subdivisional officers are of very transient
interest, or aresuch that the correspondence begins and ends with
one lefter and its reply. The classifieation of such letters and the
sorting of them into files and collections will not be worth the
trouble it would entail, nor is it necessary. In each department
should be opened a  “Miscellaneous collection,” within which all
such letters may be placed chronologically without reference to
subjects, in a separate miscellaneous file.

7. Departments.—The correspondence of a Collector's office may
be divided into the following departments, and as many others as
may be found convenient :—

I.—General Department.
IL.—Account and Treasury Department.
IIT.—Excise Department.
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8. Registers.—The smooth working of the system will depend
much on the correct and careful registration of the letters received
and issued. Three annual registers will be maintained, viz. :—

I.—Register of letters received. (No. 60.)
II.—Register of leétters issusd. (No. 61.)
IIT. —Index Register of English correspondence. [(No. 62).
The forms of these registers are annexed in Appendix A.

Nore 1.—Roceipt Hegister (no, 60) will be maintained in two wvolumes, Tn
vwoluma I of this ister will bhe enterad all important letters, whethee from
Government, Board of Hevenue or from other offices.  Injvolwme IT all nmimpartant
lottars nnd  other oorrespondence of s rootine  nnkure, e, g, routine- returns,
reports, ote.. will bs entered. Tssne Register (no. 61) will also bo maintained in
two volomes on the same lined as the Roceipt Register.

Nore Z—All important letters, ciroulars, eto., recoived Prom higher suthorities
partionlarly thoss relating to  schemes, whoss progress hing to be wntched, and all
important ordors issued to sabordinate officss in this connaction will reapectively ba
anterad in rod ink in voloms T of the Beceipt or the Issus Begister.  An index’ of such
lobters, circalacs, obe., will Also be maintained in the first-few pages of volume 1 of both
tho Rooaiph snd the Issas Registers in the Form (Form 10-A} given in the Appendix 4.

Frteies in the index of the two registers will ba made under the orders of the
Oommissioner, the Collastor or the Subdivisional Officer, as the tase may be, and
will ha [fom tims to fime revizsd by them after scrotiny of volome T asz well as
volumy II of the Hecsipt and Issoe Fegisters.”

9, Divisions of registers into departments.—Ordinarily each of the
Departments mentioned in ruls 7 will keep its own set of registers
and its own series of numbers;

10. Loose sheeis of register, forms or bound volumes to be
used, —Departments in which the correspondence is large should
indent for registera 60, 61 and 62 in bound volumes of 400; 200 or
100 pages. But departments with a smaller correspondence should
use a bypod flap-heading and indent for loose sheets, without head-
ings, but ruled properly. The required number of sheets should be
bound in rod kharua cloth. When these kharua bound volumes
ars, in accordance with rule 77, consigned to the record-room, the
record-keoper, as soon as a sufficient number of volumes relating to
a particular department has accumulated, shall after taking out the
blank pages. if any, have them rebound into & volume of snitable
size. On the back of each such volume he will paste a label
showing the departments and the years to which the contents relate.

11. Subdivision of registers of each department.—In large offices
it is sometimes found convenient to subdivide each department,
so that each of the officers with whom much correspondence is
carried on may have his own registers and series of numbers ; but
this will rarely be neceassary.
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12. Index Register no. 62.—The Index Register will be divided
into “‘collections™. The subjects of existing files are first entered
with their new serial number, and ample space is left for entering
new filea as they arise. The amount of space so left will depend
on the probable number of new files, but should never be less than
half a page for each collection. The arrangement of records of
current correspondence on the racks or in the almirahs ir the
English office will be in collections exmctly corresponding with the
collection title entered in the register. Within the collection the files
should be kept according to their serial order within their eollection.

(B) TREATMENT OF TRESH LETTERS RECEIVED.

18. Procedure to be Tfollowed on opening letters,—All
correspondence received will be opened by the Collactor or some
other responsible officer to be deputed by him for the purpose.
Tmmediately after the correspondence is opened, letters to be entered
in volume I of the Receipt Register will be marked ‘Important’.
Those not so marked will be treated as ‘Unimportant’. There will
be occasional check of the entries in volume IT of the Receipt
Register to ascertain whether any important correspondence has
not inadvertently found entry therein. This check can be combined
with the serutiny of the pending lists as laid down in rule 34-A.
When the letter or telegram is opened, the officer opening it should
mark on it by stamp or in writing on the first page the date of
roceipt. When the document is received in the office, the head
assistant, or an assistant specially deputed by him, will affix the
two stamps on the left and right-hand top corners at the first page of the
document as mentionsd below. The head assistant will then fill iy the
Spacos provided for the department and class of papers to which the
document belongs and note in peneil for the guidanee of the diarist
the eollection under which it falls. The head assistant is responsibls
for the corvect classification of the papers. The letter will then be
mnde over to the diarist who will enter it in the “Register of
lotters received,” columns 1 to 8 being at onece flled m, but
columns 9 and 10 being left blank till the letter is disposed of.
The date of receipt entered in this Register will be the date
marked by the opening officer and not the date of receipt in the
office. Tho necessary entries will then be made in the space
provided in the docket stamp.

14, Whenever any reply iz received necessary entry will at onoe

he made in eolumns 7 and 8 of the Register of letters issued.
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15. The following forms of docket stamps should be used : —

Left-hand docket Right-hand docket
atamp, stamp.

Diary or Registér No,
Enclosures. Department.
{
Maps or plans, Branch.
Spare copiea, Colleotion No.
1 Class of papers. f No, and year of fils.
|
Roply issued : Serinl Ho. in Fils,
No. Dats .
No, and dats of |
order isgaed.
(Mot reply.)
1

16, If the letter be the commencement of & new and not in
continuation of an existing file, it will form the nuclens of a new
file, to which will be assigned, the next consecutive file number
within the eollection to which it belongs and also a suitable file
“subject’’ or “title’. An entry of the file will then at onece be
made in the Index Register.

17. Procedure for puttingup letters.—If the letter is in continua-
tion of a file, which has already besm formed. the reforence deck
will get out the file, to which it helongs, will assign to the fresh
lotter the next consecutive serial mumber of the series of letfers of
that file, will place the fresh letter on the top of the file, and
write up the fly-leaf, which will remain with the file. Whena

El
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private document or exhibif is received witha letter, its sub-number
should be separately entered in column 1 of the fiy-leaf, its deserip-
tion in column 2 and the letter 1 in column 5. The serial numbar
of the letter should be entered in the space provided for the
purpose in the docket stamp. He will enter in pencilon the margin
of the letter the serial number or numbers of the previous letfers,
to which seference is made, and will, when necessary, get out any
other files required for the elucidation of the subject-matter of
the new letter. References to lstters in the current file should
ordinarily be made as above indicated, but flags may be used to
mark letters in other files put up or maps or enclosures to letters
in the original file, to which reference is made or required. The
greatest care should be taken by all, through whose hands the
papers pass at any stage not to mix up the letters belonging to
different files; ench file should always be fied up firmly and
separately.

18. The reference clerk will then submit the case so prepared
diveet to the officer-in-charge or to the head assistant,® as the
practice of the office may be.

19. Notes and Orders.—The officer-in-charge will either draft
a reply or pass such order as may be required. The draft reply
should be on a separate paper of foolscap size and not on the
letter itaslf, or should be afterwards copied on 2 separate paper by -
the office. If the order be written on a separate picce of paper,
the piece should be of foolseap size, and it should be stitched to
the letter as directed in rule 4 above. If the order iy short, if
may be written on the blank space on the leff margin of the
letter, and confinued on the blank space at the end of the letter.
There must bhe nothing written acioss the letter, and care must bo
taken that each order or remark follows the ofher in regular
sueeession, one below the other, and finally is continued, if necessary
on foolscap attached to the letter.

90. Note and order-sheets.—In Commissioners’ offices “Note
and Order-sheets” may be used at the Commissioner’s discretion
in files dealing with imporfant matters.

#Whara the Collsotor or Subdivisions] Officer does not himself opén his covers,
it should be made a striet rule that no fresh lstter s on - any protaxt to bo
allowesl to remzin mors than 48 hoors [n the offics without being brought to his
notice. If thare is any difficulty in finding references, thay can ba put op after
the Collestor or the Subdivigional Officor hns sedn the lettor
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21.!Reminders.—Hemindirs received should be noted in columns 7
and 8 of Rogister no. 60 of letters received, against the letters on
which. they are received. They are to be treated as “C" olass
papers.

22. Treatmant of acknowledgment.—A mere acknowledgment
should not be treated ai a fresh letter, but should be noted in
columns 7 and 8 of the issue register against the letter to which it
refers.  Wien an ackno wledgmen® on'y iz issael, if should similarly
be entered in columns 9 anl 10 ofthe receipt register, Taey ars
to be treated as ‘0" class papers.

(C) TREATMENT OF REPLIES ISSUED.

23. Issue ol letters, —When a draft has been written or approved
and it is intended to b2 enfered in volume T of the Issus Register,
it ‘ghonld ba marked ‘Imporfant’. Those not so marked will be
treated as ‘Unimporéant’. There will be occasional check of the
entries in volume ITof the Issue Register to ascertain whether any
important letter has not inadvertently found entry therein. This
check can bz combined with' the scrutiny of the pending lists as
laid down in rule 34-A. All pages of the draft if more than one
should be stitched together in the lefi-hand upper corner.
If there are enclosures to the draft they should be kept with the
draft, and should not be given a separate serial number. If the
draft belongs to one previously constituted file; but opens a new
corraspondence, it will form the nuclens (i. e. no. 1) ofa new
file to which the next consecutive file number within its collection
should be assigned, and the entry of the file should then be made
at once in Index Register under the collection to which it belongs, an
appropriate “subject” or “fitle™ being devised. The copyist will
make the fair copy for issue on ths form prescribed, if any and
submit it for signature. In each fair copy of a letter the date of
the draft should be noted under the place for the Collecturs'
signature; this will enable the Collector at a glance to check delay
in the Copying Department.

24, Enter the issuing letter in Register no. 61 of letter issued,
filling in columns 1 to 4 and entering the reminder, if required, in
colummns 5§ and 6.

25. Enter the register number and the date and give the number,
of the collection and fils, to which the letter belongs, on the draft
which is to remain in the office file: =

4 Bd. of B~v.—2
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26. Affix the two docket stamps as given below, one in the
left-hand npper corner and the other in the richt-hand uppec corner
and then make the necessary entries thereon :—

Laft-hand deockat Right.-hand doalat
stamp. B,

-

To bo marked for |
talid,

Dapartment.
Mapa and plans.

Bronch,
Spare copisa, Collection No.

No. and year of
fila.
Clags of papork

Barial No. in Fils,

—

Reply roceived :
Mo, date .

Dats of despatch.

27. Assign the serial number to the issuing letter as for lotters
received, vide rule 17,

28. In the fair copy, fill in the number of the letter, e.z.,
no. 707 |R. 8./XIL 319 (which means lotter no. 707 in Register,
no. 61 of the Settlement branch of the Revenus Depactment,
Collection no. XII, file no. 3, serial no. 19).

29. Date and despatch the tair copy.

30. Write the actual date of issue on the deaft, below the date
of the letter, and place it in its proper place at the top of the
file.

31, Fill up columns 9 and 10 (no. and date of reply) in the
“Register of letters received,” opposite the letter, if any, to which
the outgoing letter relates.

32, The above operation having been completed, the clerk® in
charge of the record will enter the newly-issued letter on the fly-
leaf and return the fils to its proper place in the collection to
which it Thelongs.

*HBelorence cleck in ths corrent rocord-room. i
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33. Entry of subjeect of letter.—In column 5 of Register no. 60
and 8 of Register no. 61 the subject of the letter received orissued
should be entered with the ntmost conciseness consistent with clear-
ness as to what it relates to. On no account should an abstrach
of the letter be given. The entries should very seldom state more
than is given in the specimens in Forms 9 and 10 in Appendix A.
In many cases indeed it may suffice to enter merely the *file
subjac™.

34. Number of typewritten copies to be prepared.—Lt happens
not unfrequently, that orders or reports in the course of communi-
cation, through the official channels, to the officers for whom they
are ultimately destined, are copied and recopied in every successive
office they pass through. As typewriting machines are now in
general use, a good deal of time and Iabour would be saved, if the
issuing offices prepaced and transmitted, with the original type-
written orders or reports, the necessary number of typed copies
for the offices which they will ultimately reach. Ordinarily, three
copies can be prepared on foolscap paper by a single operation from
4 typewriter. And if more than thres copies are required, they
may be obtained by duplicators where they are in use. Where
there is no such mechine or when less than seven copies are
required, thres copies only should be prepared by typewritersand
transmitted, leaving the remaining copies to be prepared In the
offices through which the orders or reports would pass.

34-A.—A pending list of all letters received or issued will be
prepared in the form given below. Such a list will be prepared
monthly separately for each volume of the Receipt and the Issue
Registers and submitted with the Receipt and Issue Register on
the 10th of the following month to the officers concerned for
scrutiny and ordess.

Form of monthly pending list.

Receipt
Serial no. of —————— Register, volume I/IL
Tzane
00 (= e R E o g e
Date of Becaipt or Issmei...ciiin

Present stage. Orders.

1

Lz
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(D) BEMINDERS.

35, If the officer who drafts a lefter that requives a reply has
passedd therein no order regarding the issue of reminders, and the
general orders on the subject have been issued by the Collector,
the ministerial head of the department or branch coneerned will
noté on the drafl the necessary orders. When in the letter itself
a reply is called for by a specified time, the day following the
expiry of that period should be fixed as the date for the issue of
a reminder. Similarly when the reply has to be incorporated in
a reporf which is due to a superior authority by o fixed time, and
no time has been specified for the receipt of the reply, the minis-
terial hend of the department or branch will note on the draft
when & reminder should jssue. The order regarding the reminder will
be written in the appropriate space. If it is on plain paper; the
order will be written on the top right hand corner after affixing the
docket stamps.

36. When the letter is enfered in Register no. 61, the clerk in
charge of that register will copy thiz order regarding reminders
across columns 5 and 6 of the register and will be responsible for
duly issuing the reminders.

37. Ordinarily reminders snould issue in the printed form pres-
cribed for the purpose.

38. In ordinary cases, and in the absence of special ordersunder
rule 35, the first reminder should issue one month from the issue of
the original letter. It should be followed by another reminder afier
14 days. If no reply is received within 7 days the case should be
submitted by the clerk in charge of Register no. 61 to the head
assistant of the department or branch for his orders, and the
latter will, if necessary, consult the officer in charge. In all cases,
however, it should be distinetly understood that, notwithstanding
the absence of special orders, reminders should be issuned at earlier
periods when the clerk in charge of Register no. 61 can see from
the subject of the letter or judge from known circumstances that
an early reply is desirable : in such cases he should take the orders
of the head assistant of the department or branch, and this should
usually be done at the time when he enters the letter in the
Registar.

39. In issning a reminder care should be taken that the subject-
matter of the letter, to which it refers or of the enquiry fo which
the reply is wanted, is invariably given in a clear but concise way
in order that the officer, who roceives the dak, may at once know
what is wanted without referring to the office.” This rule applies
to all reminders of every kind.
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40. Any lottor. regarding which the Collsctor has passed spoecial
orders for the issue of reminders or, in which a  reply has been
askod for by a spocified time, must bo enterod by the head minis-
torianl officer of the department concerned in a4 “Porward Diacy,”
under the date on which the reminder is to issue; and that officer
will be responsible for the issue of the reminders.

41. When no reply is needed, this will be expressed by “N. 1§45
(No reply) in column 8 of Register no. 61. For letters described

in rule 40, & R, (Spocial reply) will be entered across the columns
5 and 6.

42, When in any office or branch of an office the number of

letters issued is very small, the “Forward Diary” may b used for
all reminders,

43. The clerk in charge of Register no. 61 will note in columns

5 and 6 of that register all reminders issued by him in the manner
illustrated thus :—

AL No. , dated the lst April 19097 for (first
remindear).

B, No. . dated the 15th April 1909 (for second
remineder).

“4. R. or D. 0., dated the 1st May 1908" (for speeial or
demi-officinl reminder). -
“Tole, dated the 8th May 1909 (for telegraphic reminder).

44. Tt will be his business to scrutinize Register no. 61 daily
fio ensure that reminders are prompbly issued; and he will be res-
ponsible for all delays, except these whieh arise in connection with
“spacial order” letfers referred to in rule 40.

(E) Forwarn Disry.

45. The Board prescribes a “Forward Diary” (Form no. 18,
Appendix A) for use by ministerial heads of departments and others
in the Collectorates and Commissioners’ offices, the nature of whose
work tequires them to pub up cases, files or letters on particubiz
dates. The Diary should be used by such officers as the Collector
thinks necessary. The Diary does not supersede any existing
preseribed  register. ,

46. The following instructions are given for the use of the
Forward Diary :—

(@) The dates are printed on the edge of the Diary. Tor
ench date there are 12 compartments, facing the date.
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Ordinarily the top left-liand ecompartment on the page
would be for January, the next for February, the next
for March, and so on. For each day's entries one of the
2 compartments should be used. When the number of
entries is likely to be ordinarily very large, two com-
partments may be used for each day of a month. In
this case the Diary will be for six months only, and
another Diary form will be brought into use after six
montls.
(b) In the space below the name of the month, the numbers
of the cases, files or letters required to be put up on
the date against the page should be noted,

(¢) All entries made apainst a day should be struck out
at the end of the same day, those not disposed of an
the day being entered against the dates when they have
next 4o be taken up.

(d) Possibly in small branches of his office the Collector may
find this diary useful as a Takid Register where the
card reminder eabinet system is not in foree. (Seealso
rile 42.)

47. The Forward Diary might be used as a case Diary when
the number of cases is very small,

(F) RTLES FOR THE TREATMENT OF CONFIDENTIAL CORRESPONDENCE.

48. Confidential Communieations.—The following tules regarding
despatch and preservation of confidential communieations should he
earefully noted, and adhered to by all officers through whose hands
eomfidential communications may pass. :

49. When confidential papers are sent out of an nﬂ{cc}. they
should be placed in double covers, the inner cover being sealed
marked “Confidential’—and superseribed with the name only - of
the officer for whom fthey are intended, the outer cover heing
addressed by his official designation only and without the addition
of his name.

50. When latters are received in an office they ave usually opened
by some trusted official, whom the head of the office appoints to
that duty. When he, on opening a cover, finds inside anothor
envelop marked “Confidential’” and addressed by name to the head
of the office, he should he caveful not to open it, even if the
head of the office is away on tour. The addresses should invariahly
open the inner cover himself and allow no subordinate to open it.

(Bengal Governmant no. §75-P datod the 10ih Mareh 1905,
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51. Confidential papers should not pass through the office in
the usual course. Only the head of the office and one or Wwo
trustworthy elerks (whose names are to be noted) should deal with
them, They should pass from hand to hand and should either be
delivered personally or be sent in sealed covers.

52. Confidential papers should be classified as follows :(—

(@) Papers (mostly printed) which are confidential in a minor
or more or less formal sense, such as weekly reports
on Indian papers, confidential circulars issued by
various departments, and certain annnal reports of the
Political Department.

(h) Character statements of subordinate officers.

(¢) Papers which are confidential only during the pendency
of discussion and not after a deeision has been arrived
&tk

(d) Papers which are strietly confidential. such as weekly
police abstracts and the demi-official correspondence
of heads of offices with one another or with the Governor
direct.

53. Papers falling under heads (a) and (b) should be kept in
the office in & box or almirah fitted with a Chubb’s lock, the key
of which should remain with the Personal Assistant where there is
one, or with the head assistant unless for any reason the head of
the office thinks it necessary to keep himself. They should be
entered in a special register, in which should be entered the date
of receipt, the number and the date of the lstter, the subject to
which it relates, and the nature of the action faken. When a
cage is taken out of, or returned fo, the almirah or box, & note
to that effect should be made in the register. An index {o the
register should he prepared in offices in which the cases are considerable
in number., The register and index should also be under lock and key.
When the officer in charge of these papers goes on leave. he should
hand over the key to his sucoessor, after verifying the contents of
the box or almirah in his presence.

54. Papers falling under heads (¢) and (d) should be kept in
a locked box or drawer in the personal eustody of the head of
the office. When vacating his office he should personally hand
them over to his successor.

—_—

i

{Bengal Government Cironlar no 875F dated the o (i Mazel 10052
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55. At the end of each year tho papers of all four classes
should be exbmined under the personal supervision of thoe head of
the office; and papers, which it is no longer necessary to keep,
should be destroyed, and papers falling under heads (¢) and (d)
shonld be transferced at his disevetion to the office almirah.

56, When the offico initiating correspondence eonsiders that there
is nead for spocial secrécy, he should always indicate that Fiet,

57. Commisgioners of Divisions, Distriet Officors and Heads of
Departments shonld keep specially confidential papers in a safe.

NeB.—Thy hend of tha office intlhisss mmles 8 tho o Mlsor whe el nppoing
e b gy offiee, sivos lavee, cB6 1o o Commissioner , Collaotir, Disteiot Tudge

Huael of & Dapart mact, Sacretary to the Board of Rewvenie, éte, ns the onse may
Bra

(G) ARBANGEMENT OF FILES AND COLLECIIONS OF OUBBENT AND
RECENT NoLisw CoRRESFONDENCE.

58. Current correspondence.—In addition to the correspondence
of the current year, that of the praceding ons, two, or three years,
(23 found convenient) may be treatod as “recent eorcespondence’’
and kept in sholves in the clerk’s room for ready reference in
chargo of a veforonco clerk. At tho end of each year, the sorrespondence
of the year which passes oub of the category of *‘recent corres-
pondence,” for examplo, correspondence over three vears, will b
transferred to fhe record-room, as deseribed Dolow in fules 77 to 81,

59. Shelves to be divided into compart ments.—The cuirent corres-
pimdence: shelves should be divided into compartments. If the
correspondence of more than one depavtment is kept in one room
& conveniont number of compavtments should bo assigned to esch
deparbment, snd should bo labelled acoordingly.

80. Every collection should be kept in its proper plucs in tho
shelves, and every filo in its proper place within the collection,
oxeopl when ik is in actual usze,

61. Fly-leaf.—In every file should be kopt o fy-leaf, ie., list
of the letters. which constituto it, an addition being made to the
list, as before divected (see rules 17 and 32), as each lotter is
reecived or issued.  The form is given in Form no. 21, Appendix B.

62. Fiy-leal to be permanently kept.—The fly-leaf of English
cprrespondones will be printed on stout papec. If it contains any
A lotters, it will ha permanently kept, and will ab ones indicate
in which fils any roquired paper is to he found or that it has
been destroyead.



15

CHAR/ 1] THE RIHAR RECORDES MANUAL.

63, When & whole fils is removed, otherwise then for dealing
with letters uewly rectived as provided for in rule 17, the fly-leaf
attachad to o file board is to be left behind in its place. When
the fils is roturned, the fy-leaf will be replaced on the top of the
file.

| 64. Removal slip.—Whenever a papor is removed . from a filo
a/removal slip note i3 to ba kept in ib to indiento whesa ths papor
has been removed. The form of removal slip i3 given in Form
no. 24, Appendix B.

45, Treatment of removal slip note.—When any registr or bound
volume is sent oub of the English office or record-room, a removal
slip noto attached to a filo board (as a more slip by itself islikely
to he lost) should always be put in the place whence the register,
ete., was removed. This slip will give a deseription of what has
been, removed, and will show where and to whom it was sont,
and the date of its removal. This removal slip should be destcoyed
whon the register or bound volume is returned.

| 6, Clerks are not allowsd to keep masses of pending files on
their fable.—Correspondence clecks are not to be allowsd to keep
on their desks masses of pending files in order to go over them
periodically to sea if in rogard to any one of them action has to
be taken. No elerk should be allowed to have by him any files
save those actually required by him to dispose of work in hand.

7. Treatment of current correspondence after the close of year.—
At the end of the cucrent yoar; befors the corsespondence of that
year i5 transforred to recent correspondence and the recent corres-
pondenee of the thied preceding year iz transferred to) the eld
correspomdence in the record-room, every collection and file of tho
vear just ended must be gone through and examined:

68, All the finished and completed fles of the vewr just ended
must be transferred to the rack assigned to the correspondence
ol the firat year of recent correspondence. Similarcly the files of tho
first recent year must be tronsforced to the rack for the sseond
vear and those of the second year to the vack for the thivd year.

69. Printed slip for pending files—Form ne. 29.—As regards the
correspondence of the year just ended; all the pending files: ie.
files in which correspondence is not completed, will ordinarily bo
retained with the fles for the new yoar, their places in the original
collections beirg taken by the printed slip tor pending files; Form
no. 29, Appendix B. properly filled up and completed. Thoe separation



16

THE BIHAR RECORDS MANTAL. [emar. 1

of such filos from the collections, of which they originally formed a
part, will be final. For the purpose of tracing them in future, a
note must be made at once against the entry relating to such files
in column 4 of the Index Register no. 62 that “File N0 veccerernennns
has been transferred to and has become File no. ....... et of
collegtion no. .......ccovviuevennof the year .. ‘Similarly in
column 4 of the Index Register no. 62 of the new year a noto

will be recorded showing the old file number of the previous year.

70. The files will be treated in every respect as files of the
new year and fresh letters received and issued will be given gerial
numbersin continuation of the last numberin the files so transferred.

71. When, however, snch files ars already bulky, the transfer
neecd not be made, and a new file may be opened for the new
yoar stacting with a fresh serial number. Im such eases the previous
vear’s file will be tied up with the new file so long as required
& removal slip being kept in its place as provided in rule 61
When no longer needed, it will be restored to its place in the
collection of the year fo which it belongs.

72, If at any time a matter is re-opened, the file in connection,
with which has been transferred either to the first, second or third
yvear's recont correspondence or to the record-room itself, the
procedore in rules 69 and 71 should be carried  out.

73. Destruetion of ““C” papers.—Before transferring any eorres-
pondence to the record-room under the above rule, all “C" papers
should be removed from the files and destroyed.

T4. Spare copies of printed letters.—Spare copies of printed letters
must not be kept in the file, but must be separated and kept in
a bundie. There will be one bundle for each department, and each
year a fresh bundle will be started. The bundle for three years
will be kept in an almirah in the room where the eurrent records
are kept. Atterthree years the bundle will be removed to the old
record-room where it will be deposited in a place to be assigned
for spare popies. In front of the bundle will be suspended a luble
with the worde—

Spare copies of—,
Department—.

Year—
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75. Inside the bundle the letters will, as soon as received, be
placed according to the order of their receipt, a list being kept at
the top of the bundle of the contents in the form :—

{a) Dute of removal of
COPYE -
i) number of ocopies
rémoved;
FIne 70 WHICH LETTER (¢} balance Temaloing;
BELONGS. ;
(d) signature.
Dute of | Number| Bubject - . 1
receipts of
fooopiet Fils | Sarial ‘
Yenr,| Col- ' nuam-| mom-| F - i
lection, | Hor. bir
in file.

1 2 3 4 o [ r 5 ] 16 11
16th £ | Apgricnl-| 1808 I 3 23 | 22.8-00) 2 0 K.AP.
April turista’ 14-3-10f 3 F | RPB.
1000, lorrs, |

76. Peridical rnturne will have assigned for them a separate shelf
of ecompartment. :

(H) ARRANGEMENT OF FILES AND COLLECTIONS OF OLD ENGLISH
CORRESFONDECE,

77. Transfer to record-room.—As mentioned in role 58, as soon
ag possible after the close of each year, the correspondence of the
year which has passed out of the eategory of “reeent correspondence,”
will be transferred to the record-room as old records, along with
the registers of letters received and issued for that year and the
Index Register of collections and files: Without these registers
the revord-keeper must decline to receive any correspondence,
except nnder express orders of the Collector: It is also the duty
of the record-keeper to make such a serntiny of the records made
over to him as will satisfy him that all “C" papers have been
destroyed. that each file has a proper fiy-leaf, and that the papois
are arranged in due serial order.

. 78. Removal of the [lile-boards—Use of printed slip —Form no.
" 31.—Before placing the files so transferred on the old record racks,
all file-hoards must be removed. The boards, so removed, if tit
for uses must be put aside with their tapes and made over to the
Form elevk to be entered in hiz Stock Register and issued as requirad,
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The record-keeper should have a supply of file-boards for use in
connection with files called for by the reference department from
the old record-racks. The boards not fit for use must be repaired,
if necessary, by the daftari and put into the stock of stationery
amd forms for re-issue as required. A printed slip, Form np, 31,
Appendix B, should he pasted on the flap of the file-board when
the board is utilized for a file. When the board is required again
for a fresh file, fresh slip should be pasted over the first one.

79. 1t is forbidden to the Forms Department to issue to the
Board of Revenue and its subordinate offices file-boards containing
any printed inseription.

80. Missing files to be accounted for.—When a years corres-
pondence is made over to the record-keeper, if any of the files ave
not made over to him because they have been transferred to the
next vear or because they are missing, he must report the facts to
the Deputy Collector in charge of the record-room, and the Deputy
Colleetor must satisfy himself in regard to the files alleged to have
been so transferved that they have been transferted and must give
the record-keeper a certificate to the effact. Any omissions that
are discovered must be brought by the Deputy Collector to the

notiee of the Collector. and alse the facts in regard to all missing
files,

BI. Arrangement in record-room.—All the records of one year
<leposited as old records will hekept on theold record-racks together.
Tha recor] of each year will be divided into departments and the
departments subdivided into collections, within which the files will
be arranged numerically, ie., aceording to the number which they
bear in Index Register no, #2,

8Z. Files to he placed vertically and tied up in packets of
sufficient size to fill the depth of the shelyes.—Form no. 30.—As
mentioned in role 78 the fila-boards are to be removed from the
files, and the latter will then he arranged in due serial order in
collections. The collection will he tied up and placed standing
upright on the shelf with list in Form 30, Appendix B, on its
front.  If the collection is too deep for the depth of the shelf,
it will be divided into two or mors piackets with Form 30, Appendix
B. on each, If the collection is very small, it may be attached
to the next sevial collection or collections to make a packet deep
enongh to fill up the depth of the shelf. REanch packet must have
a flat board before and behind.

83, Contents of packets.—Form no. 30.—On the front of the flnt
hoard of each packet will be pasted Form 30, Appendix B.
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84. Packeis to be arranged by departmenis—The packets so
formed will be arranged by departments on the record-racks. and the
vear to which the packets belong should be labelled in the part of
the rick which is assigned to them.

85. On the label of Index Register no. 62 will be noted the
number of the rack, compartment and shell where the files entered
in that register are to be found. Eaeh rack. compartment and shell
must have its number conspicugusly painted on itselt, it possible,
otherwise on a black tin label with white lettering securely fastencd
in its place.

86. Checking of stamps by record-keeper.—It shall be the duty
of the record- ke#]hl:r on receiving records from any office or depart -
ment for deposit in the record-room, to ascertain personally or
throngh the examination of a luS}_‘rflTJHIhif assistant that on every
doenment chargeable with stamp duty the head ministerial officer
concerned has made the preseribed entry as to) sufficiency or otlier-
wise of the stamp borne [rule (12). mection IV(a], Part IT1, page:
267 of the Bihar Stamp Manual. 1955] and that the rules regarding
cancellation of court-fee stamps have been properly carried out.
Should any of the stamp show signs of having been tampered with,
or should there be any deficiency or sny suspieious ecltoumstance,
he must at onee submit a report to his superior officer, This
examination may be made at the time of seeond punching prescribed
in rule 87 below.,

87. Second punching by record-keeper.—The record-keeper of
evay couri or office shall, when o case is decided and the record
consigned to his custedy, punch a second hole with & triangular
punch in each label distinet from the first, and at the same time
note upon the fiy-leaf’ the date of his doing so. The second punch-
ing should not remove so much of the stamp as to render it
impossible or diffienlt to ascertain its value or nature, and should
be made on the dav the records are received in the record-room,.
or ag soon after as possible and should not await the inspection
or examination of the records. These directions apply only to
atdhesive labels used under the Court-fees Act. Impressed stamps.
used for denoting court-fees need not be cancelled, or punched,
otherwise than as required by section 30 of the Court-fees Act.
The portion punched out must be destroyed by burning.

(T} CrLassIFIOATION, PRESERVATION AND DESTRUCTION OoF ExGLism
'ORRESPONDENCE EEPT 1N BOTH 1HE CURRENT AXD THE OLD.
BECORD-ROOMS,

88. Preliminary.—The following rules are issued with the sanction
and approval of Government for the offices of Collectors of Revenue
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and of all offices subordinate to a Collector. Commissioners and
other officers subordinate to the Board will be guided by the
spirit of the rules in dealing with the records of their own offices,
and in accordance therewith will exercise their own discretion in
directing the destruction of nnnecessary papers,

89. Classification of records.—English records will be classified
on the same principle as vernacular papers. Class A will contain
papers to be permanently preserved, cliss B will contain papers to
be destroyed after twelve years, and class C will ¢ontain  papers
that need not be kept for more than fwo years. It is generally
possible to determine at once to which class a letter will belong,
and to prevent an undue accumulation and negleet of this work,
it is desirable at once to distinguish all letters as A, B, or (, and
mark the B and C letters by hand. The C letters should, when
the correspondence is closed, be separated from the rest and tied
up in a separate packet. This packet should, however, be tied
up with the packet of A and B letters of the same correspondence
until the time comes for destroying the € letters. Documents
marked D on the fly-leat as prescribed in rule 17 should be left
with the letters with which they were received and should be
dealt with at the proper time as prescribed in rule 228,

90. Responsibility of officers.—The Collectorate head assistant
will be primarily responsible for seeing that the English records
are intelligently classified in accordance with these rules. In cases
of doubt, the head assistant will obtain the orders of the Collctor.

91. Kpnowledge of officer to be tested.—Before any officer is
entrusted with B and C stamps, the Collector must ascertain that
he has made himself thoroughly acquainted with the table given
in rule 100.

92. Supervision of Colleetors.—l1t will always demand the exercise
of considerable taet, local knowledge, and intelligence to jprevent
the destruction of papers that may be needed for future reference,
Much, therefore, must depend on the careful supervision of Collectors.
No rules can be applicable to all districts in all cases, and it is
not intended that the eclassification now preseribed should be
arbitrarily followed without the exercise of any individual diseretion.
Such diseretion will generally be more soundly exercised in the preser-
vation than in the destruction of a record of doubtful importance.

93. Object of the classification.—The three lists given in rule
100 contain the detailed elassification by which officers arve to be guided
in the destruction of English correspondence. The object of this
classification is to provide for the permanent preservation of all
really important papers, and at the same time to ensure the periodi-
cal destruction of the mass of ephemeral and trivial correspondence
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that now blocks up the record-shelves and almirahs in the local offices.
It will be observed that it is “‘correspondence of imporfance” only
that is classiied under ¢lass A. The object of this classification is
to enuble a Collector to weed the files of papers of no. permanent
value. 1t is evident, for instance, that correspondence regarding
the establishments for making settlements and surveys need not
be kept for ever, though it may be well to keep it for more than
two years. In such matters the diseretion of u Collector must be
exercised.

94. Correspondence bound up in books not to be desdiroyed.—
No early correspondence that has already been bound in books is
on any sceount to be destroyed without the special saneotion of the
Board. This sanction will, as a rule, only be given when such
books are in such a state of deeay as to be practically useless,
or when a progedure has been followed similar to that deseribed
by Mr. Toynbee in the preface to his Sketeh of the Administration
of the Hooghly District from 1795 to 1845, published at the Bengal
Secretariat Press in 1888,

95. Revislon of record-rooms to be made every five years (Quin-
quennial revision).—Although, according to the lists. papers in
clazs A are to be kept “for ever”, an expression used beeause
it is unsafe to fix any period within which they may be unobjec-
tionably destroyed, it 15 necessary, in order to prevent the excessive
atcumulation of papers, to make mrrangements for periodically
relieving the record-rooms of old papers which are really of no
permanent importance or administrative interést. Such a vevision
should aceordingly be made every five years by an Assistant or
Deputy Collector (unless the Board, upon the receipt of a report
as to the state of the record-room, approves of the revision being
postponed for another period of five vears), and a report made to
the Collector npon whose authority the superfluous records will
then, after personal inspection, be destroyed. The next revision
of the record-rooms should be in July, 1960, and subsequently
at exact intervals of five years; but if any record-room is generally
so dark in July as to impede the work materially, the Collector
may select anobher month.

98. Receipt and Issue Registers fo be kept permanently.— Receipy
and Issue Registers of English correspondence should be preserved
permanently.

87. A note should be kept on a label inside the front cover
ot Register no. 62 showing—

{e) where the collections and files referred to are stacked:
(h) the annual total of letters received and issmed in each
department.
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A specimen of the proposed entry s given below —
Year 18906-07
Collectorate side,
Department—\Wards,

Total nmamber of collections L3 it I v JoB, S
Total number of letters received in 190607 20010
Total number of letters izsued in 1906-07 ., 1,800

Total . 5,500

Placed in record-room on Back no. 11, shelf no. 1.

98. Fly-leaves which contain any A letters should be preserved
permanently, while these, which contain only B or € letters or
both, should be destroved when the letters areé destroyed.

99. Memorandum to be kept.—A memorandum of English
correspondence destroved must alwayvs be made and recorded, vide
rule 230(c).

100. Detailed classification—The following table shows the
classification ot English correspondence and other English records.

(nass A.

Paprrs to be unmarked and to be retained for ever.

Correspondence of importance regarding—

Settlements. Land registration.

Surveys. (fommon and special registration.
Waste lands. Malikana,

Embankments. (ivil suits,

Trrigation. Service tenures.

Drainage. Hales.

Government estates, Enhancement of rent,

Esacheats, . Court of Wards and other private
Endowments. estates managed by the Colleetor.
Ntamps, Land improvement.

Resumptions, ,
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Boundaries, ] Land Aequisition.
Partifions, Loocal eess, *
Redemptions, Statistics.
Trinsfers. Farest conservaney.
Remissions and abatements. Floods.
Clurtoms. Famines.
Salt. Titles conferred by the Govern-
Excise. nient of India,
Assessed taxes. Iensions.+
Jurisdicetion. Appeals, where the question is
one of permanent interest.

All annual reports and returns. f
All resolutions on those returns.

All circulars from Government, the Board, Legal Remembrancer,
Ascountant-Genéral, ete,

All letters communieating rules and general instructions.

Corresponderice on other subjects of importance to be included
at Collector’'s discretion..

All old nnr:Bsponduncc already bound up in books.

All printed reports and books, including regulations and laws.

The eclassification in the record room of official publieations,
reports, ete., will be found in the Bengal Government, General
Department, Miscellaneous Circular no. 40, dated the 20th July
1901, to the address of Commissioner **

All maps and survey records.
All lists of papers destroyed.

Distriet and Subdivisional Officers’ eonfidential note book (pres-
cribed in Bengal Government order no. 42 Mige., dated the 25th
November 1908).

*(1d Cess retuwrns are to! be destroyed when o revalusiion bas been mode

+Thess cisis are to be presorved for'five years after retirement of the officeis
eoncerned,
tThey should be treated ns “C' tlsss popers if ‘they oro blanl.

#4The Provineinl (now State) Government have sines directed thot the half-yearly
Civil Lizts, aupplied to the District Oficers, should be trented ns B or Cocliss papers
in the distriot librsries ss the Commissioner of the Division moy decide:

9 Bd. of Rev.—3
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Crass B

Piapers to be marked aith the letter B, and to be kept for fielve years.

Correspondence regarding— Seourities of officers, except
Any of the subjects mentioned those of ministerial officers
under class A, which is of who are dgad and no longer
comparatively small import- *  in serviee in which case they
ance and which it iz obviously hecome C papers, the period
unnecessary to keep heyond of retention being caleulated
twelve years. from the date of termina-
Tents. tion of service.
FEeonomie musenms. Treagure trove.
Takavi advances. Recovery of stamp fees.
Executions of decréss, Opinions on Acts and RBila,
Public Works and Buildings. Appeale, except where the
Record grant. question is ene of permanent
Stationery, 2 interest. :
Matters of acoount. Appointment and dismissal of
Budgets. * miniaterial officers.
Embezzlements. Leave, appointment and charge.

Vakalgtnamas and Mulbltornamaes, except when the records in
which they are filed;, are to be preserved permanently.

Other correspondence of a miscellaneous nature to be included
at the Collector's desoretion.

The following quarterly, half yearly and Fistwar reports and
Teiurne) vig, t—

T—Detailed account of estates held under direct manage-
ment.

TA—Return  of adyances ‘made on account of works of
improvement in Government estates outstanding
more than three months.

IT—Proceedings under the Rent Laws,

V—Certificates filed under Bihar and Orizsa Act IV of
1914,
IX—Abatements of revenne and removal of estates;

XN —Demands, collections, remission and balances of land
revenie,

*Detailed budget estimates of en affice should be preserved for § vears.
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XVIII—Progress in taking up lands for public purposes.

X VITI(¢)—Progress made in the temporary oceupation of land
under section 85, Aet I of 1894, for public
purposes.

Monthly returns XVIIT and XVIII{z).

X XXIV—Progress made in valuation or revaluation operations
nnder the Cess Act.

X XXVIII—Demands, eollections and arrears of cess on land
and mines.

XX XI%—Subsidiary statement or explanation sheet of figures
shown in cross-head 5 of table II, of return
no. XXXVIIL (used in districts where the rate
of local cess is not the same).

All resolutions on above returns.

Diaries of District Officers in the Sadar and of Subdivisional
(Officers in that subdivision.

Inspection memorands and orders.

Petition for leave to appear at the Revenue Agents'
Examination.

Fire relief records.

Money order, acknowledgment receipts and postal receipts in
respect of pensions paid by money order.

Crass C.

Papers to be marked with the letter € and to be destroyed after two years,

All the diaries except those already noted under class B.

All guarterly, half-yearly and kistwar reports and returns exceph
those already noted under class B.

All monthly returns except XVIII and XVIII(gz).

All returns from subdivisions and other subordinate officers
incorporated in the district refurns.

All resolutions on above returns.

All weekly and fortnightly returns.

All the blank reports and returns.
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All reminders, memoranda, and similar unimportant small
letters in classes A and B,

Dak and town despatch-book.

Applications from ministerial subordinates; indents for forms
and stationery.

Accountant-General's uh;m:l-mn gtatements ‘and -explanations
thereon,

Office copies of the salary bills of ga,zetted officers (including
Sub-Deputy Collectors),

Office copies of absentes statements,

Statement of monthly progressive expenditure and correspon-
dence relating to discrepancies in figures.

101. Such letters of transient interest as under male G are

placed in the Miscellaneous Collection, are ordinarily to be included
in class “C".

102. Assessment lists, counterparts of chalans, records of object~
tion egases, T'reasury Officer's daily advice lists of income-tax eollco-
tions and eother missellansous papers should be considered as
falling under elass C.

103. Excise records.—The records of the Kxecise Department
will be treated in the same way as those of other departments
according {o the rules in this Manual, and will be preserved or
destroyed according to the classification.

104. The special rules for classification and preservation, ete., of
Election papers, records of the Department of Commercial sxes,
the Workmen’'s Compensation Aegt records and papers relating to
the punitive tax [that is, the extra on special police, as indicated
in Appendix 63(V)(10) of the Bihar and Orissa Police Manual, 1930,
Volums III] will be found at the end of Appendix D.

(J) PROUEDURE FOR DESTRUCTION oF B Axp C Parems.

105. Annual destruction of *C' papers and its procedure.—
There will be a destruction of English correspondence every year
in the month of August; but if any record-room is generally so
dark in this month as to impede the work materially, the Collecton
may select another month. As regards “C” papers they musf, in
sccordance with rule 90, be destroyed at the expiry of two vears,
and the duty of destroying them falls entirely on the department
to which they belong, and not on the record-keeper. 1f he is satisfied

e
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that the department has carried out the rules and classified all
the papers properly in the beginning, the officer in charge of the
department will sanction the destruction of these papers without
further serutiny; but if in any file it is found that the elassification
has been left undone or carelessly done, he will at once order
their elassification. This annual task of sorting the records for
“07 papers, their destraetion, and the rearrangement of the remaining
papers will be performed by the permanent staff of the department,
and no temporary staff should ever be employed for these purposes
without the special leave of the Board. No separate list of these
“(” papers need be prepared, for they are noted on the fiy-leat
of the file at the time they are first received or issued.

106. Procedure for checking *C” papers in each file.—When
the files are made over at the end of the three years to the record-
keeper, all he will have to do as regards “C” papers is to satisfy
himself that the fly-leaf contains an entry about every serialnumber
of the file, and that the class of every serial number has been
duly entered on the fly-leaf. It is not his business to check the
classification. If he finds that any serial number is not entered, or
has not been classified, he will immediately return the file to the
officer in charge of the department for the omission to be repaired.

107. Procedure to be followed in the destruction of **B™ papers.
Similarly, in August of each year, unless the record-room iz go dark
in that month as to necessitate the selection of another month as
permitted in rule 103, the record-keeper of old correspondence  will
under the sanction of the Collector or Depuly Collector in charge
of the reeord-room, destroy all the “B* papers which have completed
their twelfth year. Instead of going through all the papers of each
file, the regord-keeper is to find out from Form no. 30 pasted on
the front of the flat-board of each packet, what files require sorting
for destruction, having completed their twelfth year in that year,
and to get down those files only. Then the procedure preseribed
for the destruction of “C’" papers should be followed in the des-
truction of “B” papers. No separate list of “B” papers is required
before destruction:

]
i

108. Period for destruction of “B™ and *C” papers.—The annual
destruction of “0” papers will include no papers on which final
orders were passed later than the 31st March of the third preceding
year. The same principle i to be followed in caleulating the
twelfth vear for the destruetion of “B" papers.

109. Destruction of exhibits or private documents.—It is to be
clearly understood that these rules for the destruetion of English
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correspondence do not authorize the destruction of any exhibits or
private documents. The rules which govern the disposal of such
documents will be found in Chapter V.

(1

(K) CrassrFIcaTioN, PRESERVATION AND DESTRUCTION OF GAZETTES,

110, India Gazette.—The India Gazette is not required by dis-
Copies of parts V and VI of the Gazette, in which
the Indian Legislature Bills and Acts are published, may, however,
be purchased for use.

111, Bihar Gazette.—The Bihar Gazette consists of the parts

triet officars.

Part' 1

Purt T-A
Fart I-B

Part I-C

Part 11

Port TIT

FPart IV
Part ¥

Part VII

Part VIII

Port TX
Part TXA

Foart X

Supplement.

ERd

=

R

Appointments; Postings, Trans.
fers, Powers, Leave aod othar
Personal Notices.

Opdee of  dommoandants  of
Volunteer Corpa.

Programimes  and Results of
vorinus  examimnastiong, Award
of Beholazship, etag:

Edueationel Notes, Résults of
Examinations, ato.

Regulations, Orders, Notifics-
tions, Hules, ete., issoed by
tho Governor of Bihar and
by Heads of Departments,

Orders, Notifieations and Rules
of the: Government of India,
of “the. Government of Hengal
and of the MWigh Court, Papers
oxtracted from the Gasette of
Indin amd Provineisl Goeette,

Bihar Acts.

Eillz . introdured into tha Biliar
Legizlature, Reparts of Reloet
Committess) presentecd o that
Legislature and Bills published
before introduction in that
Lemislnture,

Apnts of Parliament assonted to
Ly the Prosident,

Billz introduced in Parlisment
of TIndin, Beports of Seleaf
Connnittess presentad to Par-
liament and  Bills published
before introduction in Parlin.
meTit,

Advertisements, Notices, -ato.

Bule  Notices. of  the Forest
Departmont,

Cireulasa. and Goneral  letters
by  thy Aspountont-Goneral,
Likar,

noted on the margin.

Two copies of the gazette
are supplied to each
District Officers and ong copy
to each Subdivisional Officer.
At distriet headquarters one
complete copy should be kept
in the office for three years
only for reference and then
sold as waste paper. The
ather copy; with the ezeep-
tion of Parte 1-B, I-C, IX and
IXA, should be bound with
the indexes at the end of
each half year ending on the
30th June and 31t December
and preserved for 35 years.
Parts I-B, I<{! and IX A should
be hound together with the
respective indexes at the end
of the calendar year and pre-
served for 12 years. Tart
IX will not be bound hut will
he kept for three years enly
and then sold as waste paper,

A complete copy of the
gazette should be bound at
the end of each half yvear
and preserved permanently
in each Commissioner’s office.
If a District Officer wishes
to refer to any older gazette
he may ohtain it from the
Commizsioner’s record roomi.
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112, At subdivisions. the gazettes should be kept unbound.
The unimpertant parts should be sold as waste papers alter 3 years
and the important parts, such as Bills, Acts, notifications of
Government, ete., after 12 years.

(L) CrasstrioaTion, PRESERVATION AND DESTRUCTION OF KEGISTERS.

113. Label of register.—A label should be typed in office and
affixed to the outside cover of each Register showing the number,
name, period of preservation and the authority prescribing it whether
Government, the High Court, Board or Law. Samples are givenin
Forms mos. 22and 23, Appendix B.

114, List of authorised registers and preservation and destruc-
tion of those registers.—In Appendix B is given a list of all antho-
rised registers, branch by branch, showing the period for whicheach
isto be retained, Registers which according to that list are to be
preserved for three years or less should not be consigned to the
record-room, but should be retained in the office in which they were
written and should be destroved by that office with the Collector’s
sanction on the expiry of the preseribed period. All other registers
are to be consigned to the record-room assoon as comploted. Those
that are to be preserved permanently will be entered by the record-
keeper in Register 57, and those that are to be preserved for more
than three years but not permanently, in Register 57-A. Registers
57 and 57-A, the forms of which are given in Appendix A, Forms
nos, 7 and 8, are to be preserved permanently.

Nore 1.—Registers of Revenue Deposits should not be regarded as *'completed"”
until the outstanding balances lapee o Government after 3 years aslaid down in
Artiole 206 of the Civil Agcount Code, Valome [, 3th Bdition (2nd reprint), 1035

More 9. —In distriots whors old Tegisters are mointaingd under repégled Acts
(g, Aot X of 1859 and I of 1878) they will bo. preserved or destroyed according to
the rules in existsrics at thé time whin thoss Actz were in forcs.

115. Registers 57 and 57-A.—Registers 57 and 57-A should be
arranged by branches as given in Appendix E, and for each branch &
separate volume or set of pages should be provided in aeccordance
with the estimated requirements of space for the registers relating
to that branch. Similarly within the volume or set of pages, one
page, or ‘o series of pages according to estimated requirements of
space, should be set apart for the entries of the completed yolumes
of each separate tegister. When the allotted space has been exhaust-
ed, the entries should bo carried forward to a new set of pages in the
game volume, or in a new blank volume as may be found con-
venient.

Kach volume should be given a consecutive number which
should be marked on the outside of the volume. The name or
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names of the branch or branches contained in esch volume should
also be written on the outside of the volume.

At the beginning of each volume should be pasted an index in
the following form.—

Nama of bhranch, I Deaeription of Baogister, Pago whors to
|' be found,
Batwara i J I—Cash haook of partition feos v VBT 16016
Dinto o .l | IIE—Cush hook of stamp.fees =i || 21T o B0
1

An Index of branches should also be kept in the following form
and pasted into the first volume of register 67 and of register
BTA :—

Neme of branch, Numbors of volume or volumes.

116. No unauthorized register should he kept in any department.

117. Introduction and retention of registars not expressly autho-
rised.—If the Collector considers a certain register, not preseribed
by liigher authorities, essential, such register may be kept provided
the Commissioner sanctions its adoption as necessary owing to
loeal circumstances, but not otherwise,

118. List of registers kept in each department.—In each depart-
ment should be hung up a list, showing the registers kept in such
department. This list should be signed by the Deputy Collector
in charge and be kept upto date. Where any clerk is found using
a register not entered in this list, he and the ministerial head of
the department should be required to show cause why they should
not be punished.
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119. Destruction of registers after they are rewritten.—When all
the entries in a volume of a register are recopied into a new volume
the responsible ministerial officer should cerfify in writing on the
new register that it is in accordance with the old register, and the
Deputy Collector in charge of the department, or in the case of
registers kept at subdivisions, the Subdivisional Officer should counter-
sign and date such ecertificate after such fest ‘as the Collector
may preseribe. The old register volume, provided it is not one of
the registers prescribed by law, will then be destroyed.

120. Register to be kept in English.—Registers must all be kept
in English.

(M) CrassiFroaTIoN, PRESERVATION AND DESTRUCTION OF TEEASURY
BrconrDps.

121. The treasury records mentioned in Appendix Fmaybe des-
troyed after the period noted against them.

122, The tules regarding the destruction of accounts records
appertaining to the accounts audited by the Indian Audit Depart-
ment are contpined in anmexure Bto Chapter I, Section XIII of
the Bihar and Orissa Account Code, 1926,
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CHAPTER IL.—Vernacular Records.

A —RULES RELATING To CURRENT VERNACULAR RECORDS.

Nors—nder the term " Vernsoalar” uré included &l cade roeords, ‘whother in
English ar in vernasular,

123. Deparimental heads.—The business of a Collector’s office
is divided into departments, a ministerial officer being placed at
tfte head of each department and held responsible for all the papers
of every ease in his department until it passes into the. hands of
the record-keeper under rule 125. An officer muay be in charge of
more than one department.

124. Superintendent to distribute and supervise.—The Superin-
tendent is responeible that the papers daily received are daily made
over to the officers in charge of the different departments, and duly
filed and entered on the combined title-page and fly-leaves and in
the books, and disposed of with due care and attention to arrange-
ment. It is the duty of the Superintefdent also to see that cases
required for the Collector's proceedings are duly bronght forward
by the officer in charge of the departments at the times appointed,
and that each case or paper is returned daily to the proper depart-
ment hefore the office breaks up.

125. Procedure for delivery of vernacular records to record-
keeper.—The office in charge of each department should enter every
case as it s instituted in the particular register preseribed for the
purpose.  All reeords which are not required for immediate reference
must be transferred by the department concerned to the record-
keeper within the month following that in which the reeords have
been disposed of. (The exaet date on which each department will
send its records will be fixed by the Collector under rule 146.)
The date of transfer is to be written against the entry of the case
in the departmental book. The record-keeper must receive every
completed case whenever tendered to him, signing the entry in
evidenee of his having received the case, except thaf in respect of
landlord fee cages and thoze relating to rent suits (in districts where
they are tried by Deputy Collegtors). The records c¢an be sent
monthly to the record-room with duplicate lists in High Court
Form 20 (R), when the record-keeper will only sisn and return the
duplicate Form. The Superintendent iz responsible for these ins-
tructions being duly attended to. He will sce that records are not
unmnecessarily detained by the departmental officers on the plea that
they are required for reference.

126. Combined fitle page and fly-leaf for vernacular records.—
To each case except as provided in rule 171 is to be attached
a “combined title page and fly-leaf” on which a descriptive list of
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all the papers in the case to be given with a suitable heading
descriptive of the nature of the ecase, the name of the estate and
pargana to which it pertains, and the names of the principal parties
concerned. The entries of papers in the list are tobe made daily
by the responsible officer, as the papers are filed and in the order
in which thev are filed: The combined title page and fly-leal must
never bechanged, and the writing of it must not be  deferred  till
the case is ready for transfer fo the record-roon:. The form of the
combined title page and fly-leaf will be found in Form no. 26,
Appendix B.

Wors.—Applestions for repayment of deposits in vent saitp tried by Dopaty
Collactords shonld not be treoted as separate cases but as part of tha original cises,

127. Every exhibit or other document belonging to & private
party filed with sn application or other paper will have assigned
to it & sub-number, For example, if the application or paper is
numbered 13, the exhibit or private document filedk with it will bear
sub-number 13 (). If more decuments than one are received with
an application or paper, sub-numbers 13(5), 13(¢), ete., will be
given to them. These sub-numbers will be entered in column 1 of
the combined title page and fly-leaf, the deseription of the document
in column 2and the letter D) in column 6.

198, Preservation and destruetion of combined title page and
fly-leal.—The combined title page and fly-leal of vernacular re-
cords will be printed on stout paper. Tt will have the class of the
highest paper entered init. If there isan A paper entered in it
then the combined title page and fiy-leaf willbe an A paper, (ther-
wise, it will be a B or a O paper, as the case may be, dnd destroyed
along with its B or C contente.

129. Order sheet.—To each tecord of land revenue crses is fo
be atinched an ‘“order sheet’” in Form no. 20 in Appendix B,
to enable the Revenue officers to see at once the progress of every
case from its institution to its close and the manner in which their
orders have been carried out. The form is intended to contiain
a note of every hearing as well as every order made in the case.

B.—ArnancemMuNT 0F CURRENT A¥D Orp BECORDS OBDINARILY KEPT
TN THE VERNACULAR WHEN DEPOSITED IN THEER RECORD-KOOM,

130. Each to have separate press.—A separate press or other fit
receptacle for the secure preservation of papers is to be assigned
to each department of business, the key of which is to be in the
custody of the officer in charge of the department.

131, Arrangement of vernacular records.—In the arrangement
of the vernacular records of a distriot the principle to be followed
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isto keep togother asmuch as possible all the papers, which relate
to one estate (whether it be revenue-paying or revenue-free) and to
keep the papers of each estate separate from those of another
estate. The papers relating to revenue-fice cstates are kept in a
separate place from those for revenue-paying estates, and are arran-
ged on the shelves according to their serial number in Land Regis-
tration Register B. The papers relating to revenue-paying estates
are arranged according to the serial order of their tauzi number, If
the papers of an estate are so voluminous as o require subdivision,
they may be so subdivided according to local convenience,

132. Tauzi numbers and Register B numbers to be wirtten on
shelf.—On each shelf, or compartment ofa shelf, will be clearly and
durably written or painted in a prominent place the tauzi numbers
or Land Registration Register B number of the records thereon,
e.g., T. nos. 501—700" or B s, 2H0—504

138. Papers of a general nature will have assigned to  them
4 sepurate shelf or compartment.

134. Estate party in other districts,.—Tt sometimes happens
that estates, or more frequently, portions of estates, are situate in
one Collectorate, as defined by section 3, Act VI of 1853, and
borne upon the revenue-roll of another. In such a ease the records
should be kept in the record-room of the district on the revenue-
roll of which the estate is borne, and not in that of the chintrict,
where the lands, or some of them, lie.

135. Exeeptions.—This rule should not apply to thakbust and
survey maps, which should remain where they are now deposited,
Patni records, i.e., records of the patni sales should be kept in tha_
district where the sale takes place. Therecords ofall cases finally!
dispased of under the Public Demands Recovery Act, or under the
Rent Law in force in districts where rent suits are tried by Revenue
Officers and records of cases under sections 12,13.14,15, 15 and
167 of the Bihar Tenancy Act, and corresponding section of other
Tenancy Acts should be kept in the district in which they are so
disposed  of,

136. Exceptional arrangement allowed.—Wkere arrangements
upon these prineiples may be impracticable, such other arrangoment
as is more suited to the condition of landed property in the distriet
may be introduced, with the approval of the Commissioner. The
objet is that it should he known what papers are in the office
and where they are to he found. Uniformity, though desirable, is
not to be enforeed at an expense of time and trouble which iy
be saved by adapting the arrangement to the circumstances of any
district,
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137. The records appertaining to chaukidari chakran lands and
land aeguisition cases should be kept in the district inthe jurisdiction
of which the lands concerned are geographically situated.

138, Chaukdari chakran lands andland acquisition records how
to be arranged.—The records of land situate as described in the
procoding rule (ie., not belonging to estates borne upon the
district revenus-roll) should be arranged, by ﬁstahas. in the space
allofted to the pargana to which they belong, in a different series
from that of the estates borne upon the revenuo-roll,

139. Estate papers tequired for English eorresrondence —
Whenever important papors belonging to an estate bundle are
raquired for reference in connection with a ecase and are placed in
a file of correspondence, acslip giving the reference to the Fils no,
and Colleetion no. and year should bo put with the estate papers
in the bundle in the record-room: The papers themselves, as soon
as they are no longer required for reforence, shall be restored to the
bandle. When they are thus transferred from a file & removal
alip note, that thev have been put back in the estate bundle,
should eorrespondingly be made in the file.

140, Esiate setilement papers required for English correspondence. —
Many important matters in connection with ssttlement are deecided
by correspondence, and in the absence of rules for the disposal
(ultimate filing) of this correspondence, the Board bolieves that the
papars are kept sometimes with the settlement nafhi and sometimes
in the office file without any cross-roferences. The Board now
directs that the origingls of all impﬂrt.ant orders should always be
kept in the settlement nathis, copies being kept in the Lnglish
Office filog with clear references to the nathis in which the originals
are kept. Reference notes should also be made in the nathis to
the files where copies are kept.

141, Arrangementi of cases in bundles.—All eases of whatever
nature, except Land Aequisition records for which a apecial proce-
dure is prescribed in rule 142 at page 138 of the Land Acqui-
sition Manual, 1052, connected with one estate, are to be kept
tugathnr ¥ach case iz o be tied up separately (between boards,
or in cloth, if cheaper), and all the cases of one estate are to bo
umludu:i in one bundle and with each bundle a lisi in Form no.T,
Appendix A, of the onses enclosed therein{not the papers, but
merely the cases), and the date of the year in which they ocourred
arp to be put. When any fresh case is added, the name and date
are to be added to the list. This rule doss not apply to € papers
separated off for eventual destruetion. '
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142, Comparison of contents of bundles with lists.—The record-
keeper should examine each working day the contents of one bundle
to see if the contents agree with the list in the bundle, which list
as woll as the corresponding entry in shelf Register 41 of records
is to be signed and dated by him to show when he made the
comparison, As each bundle is examined, it should be plainly
marked, initialled and dated outside by the record-keeper. Oppor-
tunity should then be taken to ses that all B and ( papers have
been destroyed in due time, and omissions of this nature, as well
as the fact that any papers ars missing, should be reported fo the
Deputy Collector in caarge of the record-room.

143. Register 41 (Form no. 1).—From the sk of contents of
the bundlos prescribed in rule 141, a Rogister (no. 41) is to be
kept up for each shelf or almirah. The sanction of the Board
should be specially obtained whenever Register 41 is rewriften, The
form of the register is given in Form no. 1, Appendix A

144. Register 41-A (Form no. 2).—Register 41-A of rocords of
cases not connected with any estate is alsy to be maintained. The
form of the register is that shown as Form no. 2, Appendix A,

145. Register showing receipt and disposal of records (Register
41-B, Form no. 3}, —Register 41-B aliall be kopt by the record-
keeper, showing the receipt of records: by him and his disposal of
ihem. The formof the registeris given as Form no. 3 in Appendix A,

148. List of Courts and Departments from which the record-
keeper has to reeeive records.—A list of all the Courts and Depart-
ments from which the record-keeper has to raceive records shounld
ba prepared and the Colloctor shounld fix the date on which each
Department is to transmit its disposed of records to the record-room.
The date should be fixed in consideration of the volums of work in
each department so as 10 ensure as far as possible that the
records will come in evenly throughout the month and that one
batech will be registered and shelved hefore another bateh is due.
The last date for the month should be fixed so as to allow plenty
of time for registering and shelving all the records before the end
of the month, The roster should fix dates for roceipt of sub-
divisional as well as sadr records. For the form of the list, see
Form 19, Appendix A. A eopy of the list should be pasted imside
Register 41-B, and another copy should be hung up in the record-
koeper’s office, and the record-keeper should examine it every day
and send a reminder to each defaulting department on the morning
after the default. The list shonld be shown to the Cellsetor not

less than oncee & month,
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147. Procedure for sending records to the record-keeper.—The
head of sach department should forward to the record-keeper with
each monthly or quartedy batch of records and each annual batch
of registers a certificate that all records of the previous months
have been deposited in the ecord-room exeopt the records noted
below which are required for immediante reforence. The Tecord
kecper should see. that the records which have not been deposited
during the month in which they wore due to the record-room are
accounfed for in the next month.

148. Reference to record-room and removal slip.—When any
case 15 required from the record-room for raference, the officer of
the department in which it is required iz to give a note o the
record-keeper, specifying the case required. The record ig immedia-
tely to be furnished, and the note kepf in the bundle threaded to
the removal slip note, the form of which is given in Form no, 25
in Appendix B. If the Collector thinks fit, the removal slip may
be used as a requiring note by the officer sending for the rocord.

149. Register 41-D (Form no. 5).—On the roturn of the record
the note is fio be given up and cancelled. A register shall be kept
by the record-kesper, showing the records sent out from the record-
voom. The form of the register is given as Register 41-D, Form no.
5, in Appendix A. This form is to be used for all vernacilar as

well as English records removed from the record-room whether
current or not,

150. Index of unrelurned records.—At the end of each vear
the serial number in Register 41-D of racords, which have not
been returnad, should be brought forward in red ink boefore any
ontries relating to the new year are made. It will be the duty
of the Deputy Colleetor incharge to examine the register periodi-

cally and take steps to secure the return of th

os8 records, and as
each is received back its serial red ink number should be erossed
onuf.

151. Records retained in record-room to be enfersd in preseribed
register,—Kxcept records under examination prior fo admission, no
records should be retained in the record-room which do not find
entry in one of the prescribed record-room registers.

152, Registers 41, 41-A and 42 mupst be kept up regularly.
Colleetors are held personally responsible for the expense of writing
these up should they be suffered to fall in arrear.

153. Valuable documents,

—All quinguennial papers and rent-free
registers, copies of title

deeds; bonds for loans granted undor the
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Land Improvement and the Agriculturists’ Leans Aets, ete.;, and
ather valuable documents are to be kept under double lock
and key, either in a wired rack or in a separate almirah, the
front and sides of which nmst he furnished with wire-work, so as
to admit the free eirculation of air. 3

154. List of records keptin almirahs.—In each of such almirah
or wired racks should be kept a list showing what iz contained in
the almirah or rack, and the documents should be arranged and the
lists written in such a way that any document required can be
at once found. The contents should be periodically compared with
the list by the Deputy Collecfor in charge of the record-reom
and the results of his comparison recorded in his inspection note.

155. Survey records, Register 42 (Form no. 6).—The survey
records. which admit of arrangement by villages; are not fo hbe
mixed up with those relating to ordinary matters connected with
land revonue, but are to have separate prosses and separate regis-
ters. All pargana volumes; estate and villags registers, and such
docnmenta as consist rather of volumes than loose sheets tied
fogethor must have o distinet shelf with a separate list forming +n
appendix to the general survey Repister 42, The form of this
register is given in Form no. 6, Appendix A. The survey records
and maps must be specially inspected and mentioned in the
(Commissioner’s report of his visit to the Collector's office.

156. Settlement records under the Tenancy Acts.—The original
sottlement records of private and ward’s estatessurveyed and settled
are to be made over to the Colloctorate record-rooms of the dis-
tricts in which the estates are situated. These records are public
documents, and the rules for their custody are the same as those
which apply to the custody of ofher public documents. If parties
concerned with the survey and settloment proceedings degire to
inspect the records and take copies of them, the rules in Chapter
VIII are applicable to these as to all other récords.

157. Duties of record-keeper as to checking of stamps.—It shall
be the duty of the record-keeper om receiving records from any
office or department for deposit in the record-room to ascertain
personally or through the examination of a responsible assistant
that on every document chargeable with stamp dubty the head
ministerial officer concerned has made the prescribed enfry as to
sufficienicy or otherwise of the stamp borne [rule 12, section IV(a),
part 111, page 267 of the Bihar Stamp Manual, 1955], and that the
rules regarding cancellation of conrt-fee stamps have been properly
carried out.  Should any of the stampa show signs of having been
tampered with, or should there be any deficiency or any suspicious
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circumstance, he must at once submit a Teport o his superior
officer. This examination may be made at the time of ‘socond
punching preseribed in rule 158 below.

158. Second punching by record-keeper.—The record-keeper of
every court or office shall, when a case is decided and the record
consigned to his custody, punch a second hole with a triangular
punch in each label distinet from the first and at the same time
note upon the combined title page and fly-leaf the date of his
doingso. The second punching should not remove sa much of the stamp
asto render it impossible or difficult to ascertain its value or nature
and should be made on the day the records ase received in the rocord-
ropm, or as soon after as possible, and should not await the ins-
pection or examination of the records. These directions apply only
to adhesive labels used under the Court-foss Act. Impressed stamps
used for denoting court-foss need not be cancelled or punched
otherwise than as required by section 30 of the Conrt-fees Act.
The portions punched out must be destroyed by burning.

159. Prozedura when a record shows sum due to Government.—
It should bo established as an invariable rule that when & -record
shiows a corbain (Government due as recoverable in eonnection with
it, the record-kesper should refuse to take it over without the
exprass orders of the Collector, unloss it containg the treasucy
receipt for this due.

18). Checked by record-keeper.—It is the dufy of the rocord-
keoper to check the elassificztion made by the departmental officars
and not to place any case on the racks until he has salisfied him-
solf that the papers have been correctly distributed into the three
files. He is also to compare the entriés referred to in rule 169
below with the records themselves and sign the cortificate at the
foot of the combined title page and fly-leaf,

181. Distribution in record-room.—Files A and B are to be
deposited in the place on the racks to which the case properly
belongs. TFiles O and D are to be placod on a separato sob of
racks, set apart solely for C papers and private doenments. File
D will disappear at the same time as the C files, after the pro-
codure degeribed in rule 228-B(3) in Chapter V has been carried
out.

162, Arrangement of C papers,—The #drrangemernt of the papers
on the rack assigned to Cgfiles is not to be by parganss and

9 Bd. of Rov.—¢
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ostatos, but according to dates of decision and ‘classes of cases,
thus—

Shalf for eases decided in January 1910, | Shelffor cases ducided in Febraary 1010,

divided into s meny bundles ss thers subdivided into as many Bundles s
are clngses of cases, thore are’ olasses’ of cages.
Balas; Rant | Muta. Divi- | atad obto Hales. | Rent | Muots- | Divie ete.] ato.
suite.| tion: Blomns, I suits. | tiom. Eions. r
! } i

163. Explanation.—For instance, if one shelf be allotted tio the
cases docided in January, one bundle on that shelf will contain the
C papers in all cases of sale: another the C papers in all rent
suits, and so on, there heing as many bundles as there are
denominations of eases. Again, within the bundles, the files of the
cases will-be arranged according to the date of their decision within
the month. TFrom the shelves thus arranged the record-keeper and
his assistants will have no difficulty in finding any file which may
be required for referance.

164. Sanads to revenue agents and licenses fo stamp vendors
are not to be freated each as a soparate case, buf they are to be
kept in monthly bundles.

C.—Crasstricarion, PRESERVATION AND DESTRUCTION OF Venyicunan
Ruoorns.

165. Classifieation of vernacular records.—Under the term
Cverneular’ are ineluded all ocase tecords whether in English or
in verncular. Upon the completion of a case it is the duty of the
dopartment to which it belongs to divide the papers, of which it
consists, into four separate packets—A B0 and D,—of which A,
B and C will consist of public papers classified according to Appen-
dix D, and D will consist of the exhibits and other documents
belonging to piivate parties filed in the case together with the list
or other subsidiary paper, with which each such document was
filsd. Packet A will confain all papers that are of sufficient im-
portance to be permanently preserved, packet B will contain papers
that may bo destroyed after 12 years, and packet C all papers
that need not be kept for more than fwo wears. The papers in
packet D will be disposed of in aceordance with the rules Inid down
in Chapter V.

166. Special cases,—Notwithstanding the classification in Appen-
dix D (vide rule 173 helow), the Collector is competent to direct
in special cases that papers falling within eclass B or may be
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rotained for longer periods than twelve years or two years as
the case may be. When the Collector may deem it necessary
to pass such an order, he should specify the number of years for
which he considers the papers ought to be retained, and at the
expiration of this period the necessity for their further retention
will be again considered.

167. B and C papers to be marked.—The A papers are not to be
marked, but every other paper should, except when immediate
classification is impossible, be marked with the letter B, Cor D as
soon as it is received in the department, and it should be entered
in the combined titlo page and fly-leaf at once.

168. The ministerial officer in charge of the department must
himself make the above classification, and himself mark the B,C
and D papers. He will see that the combined title page and fly-
lpaf has been duly prepared as prescribed in rules 126 and 127.

169. Classifieation to be noted on combined fitle page and fly-
leal.—Before a rocord is transferred to the record-room, the depart-
mental office must satisfy itself that the class of each paper has
besn duly enfered in the combined title page and fiy-leaf, and that all
B, C and D) papers have been marked with the appropriate letters.
At the bottom of the combined title page and fly-leaf the papers

under each elass—A, B, C and D—will be noted by their serial
numbers as shown below —

A B C D
1 3 4 8
2 vi = 8(a)
E‘ LR g - .
6 10

170. Enowledge of officer to be tested.—Before any officer 15
entrusted with the marking of B and C papers, the Collector must
ascertain that he has made himself thoroughly acquainted with the
rules for the classification of records,

171, “C" class records consisting of a single document whether
in one sheet or extending over two or more sheets shall have no
combined title page and fly-leaves, and shall be sent to the record-
room tied upin monthly bundles, department by department. On
the top of each bundle there will be a slip mentioning the depar-
ment, the month and the total number of single documentsin it.

172. Revision of record-rooms to be made every five years.
Quinquennial revision.—Although, according to the lists, papersin
class A are to be kept ““for ever”, an expession used because ib
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is unsafg to fix any period within which they may be unobjectiona-
bly destroyed, it is necessary in order to prevent the excessive Accil-
mulation of papers, to make arrangements for periodically relieving
the recordwooms of old papers which are really of no permanent
mmportance or administrative interest. Such a revision should accord-
Ingly be made every five years by an Assistant or Deputy Collector
(unless the Board, upon t%m receipt of a report as to the state of
the record-room, approve of the revision being postponed for another
period of five years), and a report made to the Collector upon whese
authority the superfluous reaords will then, after personalinspection,
be destroyed. The next revision of the reeord-room should be n
July 1960, and subsequently at exact intervals of five years ; bot if
any record-room is generaily so dark in July afto impede the
work materially, the Collector may seleet another month,

173, The table showing the classification of vernacular records
will be found in Appendix D.

D.—ProcEpURE FOR THE DESTEUCTION oF B axn C Paress oF
VEerxactoar REeEOoRDS.

174. Destruction of C papers.—In January of each year the
Tecord-keeper will take down from the shelves all the bundles of ¢
papers which are more than two years old and destroy them in
a mass. No further examination will be required if the rules as to
classification have been strigtly adhered to. It will therefore be
necesgary to take partionlar care that no document, to which the
rule under section 4, Act IIT of 1879, a8 described in rules 227 to
229 below, applies is placed in the C files. Bimilar caution is neces-
sary with regard to the B files.

175. Destruction of B papers.—Similarly in January of each year
the record-keeper will, under the Collector’s sanction, destroy all
B papers which have completed their twelfth year. To get out
these papers it will be necessary to open the bundles containing
them ; but Register 41 will at onee show in what bundles B papers
are t0 be found which have completed their twelfth year, so that
no bundles need be unnecessarily taken down and opened.

176. Destruction to be annual.—It will be understood that no
C paper must be destroyed until two complete calendar years have
elapsed since the decision of the case. Records are to be destrgyed
once a year only, in January. The destruction made in January of
any year will comprise no cages which were decided Iater than the
41st December of the third preceding year. Thesame principle is
to be applied in caleulating the twelve years for the destruction
of B papers.
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CHAPTER III.—Subdivisional records.

177. Record-keper.—The duty of keeping the revenue records
of subdivision is' to be specially entrusted to one of the minister-
ial officers who will for the purpose of rule 220 of the Bihar Board’s
Miseelluneous Rules, 1947, be considered to be an Assistant
hecord-keeper.

178. Classification and deposit.—At the end of each month the
officers it charge of departments are to make over to the subdivi-
sional record-keeper all the cases decided during the month, the
papels in each case being first properly classified and marked and
the combined title page and fly-leaves attached, asrequired by rules
126 and 168.

179. Monthly bundles.—The cases thus received are to besorted
into classes, -according to their character, as “settlements”, “parti-
tions”, ete. (the cases of each class being arranged according to the
date of their decision), and then tied together. The whele of the
cnses decided during each month, thus classified, are then to be

tied together in one bundle, which is to be deposited in its proper
place.

180. Registers 41-C and 41-D (Forms nos. 4 and 5).—The sub-
divisional record-keeper will keep registers 41 Cand 41 D instead of
Registers 41, 41 Aand 41 B. The forms of these registers are given
in Forms nos. 4and &, Appendix A,

181. Removal of records.—Whenever any case is removed from
his charge, either for appeal or for any other purpose, the sub-
divisional record-keeper iz to deposit in its place a removal slip
note, vide Form no. 25, with the date and purpose of its removal
which slip niote is to be destroyed on the case being returned.

182. Receptacles.—The subdivisional records are to be kept
either in boxeslined with t¢in or on shelves, as may be most
convenient.

188, Records consisting solely of C class papers should be
retpingd at subdivieion and destroyed afier two years. Before
ordering their destruction the Bubdivisional Officer should satisfy
himself that they have been carefully examined to see that no paper
that ought to be kept longer is left among them, With the Collec-
tor’s sanction the following registers may also be destroyed at
eubdivisions '—

(a) Registers containing matter that is also to be foundin
District Registers, such as settlement, partition, and
land acquisition cases.

(b) Temporary registers after the period preseribed in this
Manual,
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The Subdivisional Officer should submit in April of each yoar
a list of registers to be destroyed for formal approval by Collector
of the order to destroy, and these should be destToyed in the Sub-
divisional Officer’s presence on receipt of the Collector’s sanction.

184. Permanent registers kept at subdivisions.—The Tegisters
enumerated below are permanent registers kept at subdivisions.
Column 3 will show the period for which these registers are to be

kept at subdivisions and also when and how they are to be
destroyed at headquarters :—

Number Feoriod for which they are to bo kept b
of Name of Register. subdivisions and their destruction ot
Registar, hoadguarters,
1 2 3
1| Estates nnder pettloment Shauld he sent tuh-.:'m.dquu.ﬂu'rﬂ whon o nuw
Togister i3 opened every 12 years, pending
settloments being entered in the new regia-
ter, and should be destroyed after compari-
son with the sadr register.
£ | Proccedings for the partition | Should be sent to headquarters every 12,
of gstates under Bengsl Act | years, pending batwarsa being cntered in
¥V of 1897 0 mew rogiatar,
5| Land Aequisition cnses Shonld be sent to headquarters when -oll
csses in the register are finally disposed of.
6 Lapdsused for public purposes | Should he sent to headguerters  when o new
rogistar 8 opened; iF old entries are recopi-
ed, npd should be destroved after compari-
Bon with thesadr register,
6-A | Lands in the ocoupation of | Should he kept permanenily &t the subdivi
Municipalities, Distriet | sion.
Boards and Tiocal Boards.
23 | TUnder-termres  sold under | Bhould besent to head querters when o new
Bengal Aot VITT of 1865 registor is spened.
32 | Estates held under direst | Should be sent to hendguarbers when o new
minagemant. register is opened, only entriss  concerning
eetutes etill undor managemont being copied
inthe new register, and shopld be destroyed'
after comparigon with the sadr regiater.
a3 Dependenttenuresin Govers- Ditto ditto,
mont-estites,
34 | Estates manaped by  the | Should be sent ta headquarters whep a new
Hevenne anthorities. rogister s opened, only entrics coneerning
estates-atill pnder management being copied
in the new register, and shonld be destroyed
after domparisen with the sedr register.
85 | Attached estates Ditto ditto.
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Number Period for which they are to be keplat
of Namea of Register. subeivisions and their destroption of

Registar. head guarters,

1 2 &

41-C) BHegister of receipte and dis. | Should be kept permancntly.
posal of revenue regords.

41-D | Registar of zeeords {Englizh | Shonld ba kept at E_uhdivial'nrwt umntil -all
apd wernncular) sent put | records coterod thorein are recelved back.
from the revord-room. (Vide aldo column f sgainst serial no. 6 in

Appendix B, page 194 of the Manual.)
45 | Lands, ete., owned by mipis- |
terinl officera.
48 | Leave of ministarinl officers .
87 | Of rogisters to he preserved
pormanently.
G7-A | Dfregigters which are B olass | }8hould be kept permanently at snbdivisions.
papers.
B0 | Registor of lottars receivod
1 | Rpister of lettars issmed £
G2 | Index register of English cor-
regpondences, J
67 | OF particulirs of newly formed | Should be sent to heddguarters when a new
istand. registor is gpenad, all ponding  entriés being
rocopied in tho new register, and should be
destroyed after gomparison with the sadr
rogister,
73 | Register of securities of minis- | Should bo kept ot subdivisions for so long
terial officars. ne tho offcers concerned are in gervieo.
IT | Of applicationa {for commuls- | Should be kept pormanently st subdivisions.
tion of rent poyabls in kind
under section 40 of the B T.
Aot
I¥ | Of applications for rogistration ]
of  Improvements under sen-
tion 80 of ths Bihar Tanangy
Aot.
Should be sent toheadquarters whin all

VII| Of applications torecord parti- the oases in theregister ore finally digpos.

culars spovified  insection 102 od of.
{to mpkes  record-of-righta
under section 101), whether
muade under seefion 103 or
101 (2) (a) of the B. T. Aot.
1to 11| OF suits. applications, ate., | Should  be seni to headquarters whon  all

under Tenancy Acts.

the cages enterod in these registers are
finally disposed of.
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185. Transmission to headquarters.—The records of all decided
eases, with the exeeption of € class records to be destroyed under
fﬂlﬂ 1583, shall be forwarded quarterly to the district record-room
in bundles after the expiration of one year from the date of their
dispozal,

186. Retention of records at subdivisions,—District Officers are,
hawever, authorised, according to local circumstances to preseribe
shorter periods forthe retention at subdivisions of the records of
seversl clasees.

187. Check by district record-keeper.—The district record-keeper
musg check the A, B, C, D classification of the subdivisional officers
before he destroys any papers and before he deposite the cases in
the district record-room.

188. Application of rules.—Except in so far as they clash with
these special rules, the general rules contained in this Manual are
applicable to subdivisional records and record-keeper.

" 189, Classification and preservation of English records at sub-
divislons,—The English correspondence of subdivisional officesis to
be kept permanently at the subdivision. The general rules forthe
English correspondence contained in this Manual will apply asfaras
practicable to. the classification, arrangement, preservation and
destruction of English records at subdivisions.
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CHAPTER IV.
A—MISCELLANEOUS.

190. Correspondence in English—All correspondence between
officers qualified to write and understand English, is to be in English;
the practice of correspondence by vernacular proceeding is forbidden.
This prohibition applies both to gazetted and non-gazetted officers
alike. Vernacular progeedings, unless preseribed by law, are fo
be discouraged. Subordinate officers are strictly forbidden to
comment on, or contradict in, & vernacular proceeding, the propriety
of orders passed by their superiors. If a subordinate wishes 10
question the orders of a Bupﬁridr, he must do so in an English
letter, This does not, of course, apply to & native officer who is
apquainted only with the vernacular.

191, Name and official designation to be mentioned (Bengal
Government Cireular no. 5 of the 28th February 1895).—The name as
well as the offivial designation of an official should, as a general
rule, be mentioned .in communications to Government, 8g this is
of much use when tlie weight to be attached to any particular
officer's opinion has to be considered.

192. Formal correspondence between a Collector and his subordi-
nates in the same station prohibited—Order book be used.—
Corpespondence by formal letters between a Collector and his
subordinates in the same station is prohibited. The Collector ghould
establish an “order hook,” divided length-ways by folding or
ruling, and correspond with his subordinates. if oral communication
is impossible or undesirable, by question and answer on opposite
portions of the page. Each officer should similarly maintain a book
in which to insert matters requiring the Collector’s instructions. If
instructions are required in a particular case only, they should be
obtained on a separate paper which should be filed with the record.

193. Signature to be legible.—Officers are required fto take
particular care that their official signature is always so distinctly
and readily legible that there may never be any room to doubt
hereafter that it is genuine and authentic.

194, Whenever an officer affixes a date to his signature or when
a date is given on an order sheet or other paper, the year should
invariably begiven, and not merely the month and day.

195. Transmission of records.—The following rules should be
observed in connection with the transmission of records to the
Board, and from one Revenue Court to another :—

(¢) Records to be transmitted by parcel post. Record should
be transmitted by parcel post, prepayment of the
requisite postage being made in every instance in the
manner preseribed by the postal rules.
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(#) Forwarding letter to be enclosed.—In the parcel with each
record should be enclosed a forwarding letter (Form 47,
Appendix €), and the cover of the parcel should bear
the distinguishing number and date of that letter.

(c) Letter of advice.—A letter of advice (Form 48, Appendix
) should be forwarded simultaneously with the
despatch of the parcel, but separately and by ordinary
letter post, and in it the number and date of each
of the forwarding letters referred to in the preceding
clause should be guoted.

() Acknowledgment required.—An acknowledgment (Form
47, Appendix C) should invariably be required from the
office to which a parcel containing records has been
despatched, and in the event of none being received
within & reasonable time, inquiry should be made to
ascertain the cause.

196. Forms to be used.—In Appendix C are given the forms to
be used in this connection, wiz., no. 47 Form of letter to accom-
pany records and of Memorandom acknowledgment, and no. 48
Form of letter advising the despatch of records.

197. Records when allowed to go out of the record-room.—In
order to prevent revennue records: being unnecessarily detained in
Civil or Criminal Courts, the rules framed hy the High Court,*
which provide for cases where records are called for by other
courts are prescribed for adoption mutatis mutandis in Collectorate
record=room.

198. Pending work In record-room.—A statement should be
prepared for and hung up in each record-room showing item by
item what remains to be dene to put such record-room in proper
order—omitting structural alterations, and against each item shounld
be noted the approximate date when the work is expected to be
eompleted.

199. How fo trace documents.—A statement should be prepared
and hung up in each record-rosm showing briefly, but accurately
for each class of decuments to be preserved permanently, what has
to be done in order to get a specified document of that eclass.
For example—

English correspondence—Wanted a particular file collection of a
partienlar year :—

(@) Get Register no, 57.—Register of registers to be preserved
permanently, in which the registers are entered by
departments.

*High Court's Circulars: 1922, Givil velome T, rules 20 of seq., page 80,

*
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(b) Look at the index and find out the number of the page
on which Index Register of English office or Excise
office, ete. (as the case may be) is entered. There
the Index Registers are entered in chronologieal order.

{¢) Find out the entry in the Index Register of the year in
question, and against it will be noted the number of
the press, rack and shelf on which it has been placed.

{¢) Go there and take out the register, and on its outer label
you will find noted the number of the press, rack and
shelf on which the correspondence referred to in the
Index Register is stacked. There the correspondence
18 arranged in choronological order.

(¢) Go to such shelf and get the fils needed

200. A rrngement of registers and use of iron supporis.—All
registers, books, ete., should so far as possible be arfanged vertically
and in chTonological order, and not horizontally, and each should be
labelled on the back of the eovers with a number corresponding
to that against which it has been entered in Register 57 or 57A.
Where & shelf is devoted wholly er to some considerable extent to
registers, it is necessary to relieve such registers from the lateral
pressure which the mass exerts. For this purpose vertical battens
or double-twisted thick wire, or iron supports should be used ab
suitable intervals. Care should be taken to see that small registers
are not arranged on shelves where the inter-spaces are large and big
registers on shelves where the inter-spaces are small and that space
bﬂt.ﬂ_’nun shelves is sufficient to permit of the registers being arranged
‘l:'ﬂrtlmnlly. Almirahs should not be used for registers. For con-
venience of arrangement both when deposited in the record-room
and when in use of clerk’s tables the ‘use of thin volumes should,
so far as possible, be avoided. When the entries for one year
ordinarily oceupy only a few pages, asuitably thick volume should,
when possible, be used for the entries of a number of years.

201. Back registers not to be kepi on clerks’ table unless needed.
—Where a clerk or muharrir is allowed to keep by him many back
registers, such as is often the case in the tanzi and cess offices,
he should be made to keep a list of the occasions on which he
has to refer to any of them, and of the reasons which necessitated
the reference. In the case of the tauzikhana, no such entry need
be made until after the yearly reconciliation of the new with the
old registers has been completed. From this list can be judged

whether the plea that such back registers must be kept by him is
valid .or not.

202, Almirahs.—Much needless expenditure is incurred and waste
of space permitted in the matter of almirahs. Every consideration
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should be given to the height from shelf to shelf. Shelves can easily
be adjusted and thus much space saved and expenditure curtailed.
Again, in many instances, each clerk is allowed a whole almirah
when half an almirah would be ample. This can easily be arranged
for, and the necessary security obtained by having the almirah doors
cut through midway horizontally, the upper and lower portion L"E.{I_IE
each provided with a padlock. In almirahs used for Enghgh
correspondence the files and collectionsshould be -arrunged Iﬂ-ﬂgjtﬁma‘m
on edge, and not Hat. By so arranging them the . file qul!-ll'Ed 18
more easily obtained, and the space provided in the almirah is
more fully utilized.

203. Responsibility of offieers.—Any officer who permits the
records of his office to fall into disorder is, under the orders of
Government, held responsible for the expenses incurred in their
re-arrangement and any officer receiving charge of an office, the
records of which may be in disorder, or so unmethodically arranged
a5 to prevent the ready produetion of papers when ealled for, who
shall Tail to make a timely report of their state, is similarly held
anwerable for the cost of time and arrangement.

204. Disposal of waste paper.—All confidential records ordared
for destruction under rule 56 should be burnt under the personal
supervision of the Deputy Collector in charge. The destruction of
all “B’ and *(” papers sanctioned under rules 105, 107, 174 and 175
should be effected by tearing them into quarter sheets which should
be either burnt or sold. No third course is permitted: The Deputy
Collector in charge will, on each oceasion, consider whether the cost
of arranging them for sale would exceed the probable sale-proceeds.
In case of doubt, he will take the orders of the Collector. If the
Colleetor orders them to be bumt, the Deputy Collector will super-
vise the burning. If manufacture of paper is carried on in the
distriet jail, the nseless papers instead of being bumnt or sold other-
wise, should be =ent to the officer-in-charge of the jail who will
pay at the current market rate for waste paper. The expenses for
sorting and tearing the condemned records may be charged against
the sale-proceeds, the balance being credited to “XLVI—Miscel-
laneous™.

205. Valuable records.—Paper to be used.—None but properly
prepared paper must on any account be employed for purposes of
record. Country paper* must never be mused.

206. Endorsement form.—When a letter from either a subordi-
nate to a higher authority, or vice versa, contains nothing but a
plece of information for the future guidance of such authority: or

*NoTa—This doss not apply to paper manufactured in this countty after Buropean
methaods.
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a piece of information sought for to complete any proceedings, or
to rectify any error, or a direct affirmative, or direct negative, to
any question put either by the Board, the High Court or the
Government, it will be quite sufficient if the letter be endorsed or
passed on with the signature of each successive authority. The:
transmitting authority, to retain a trace of the Ietter, should make
a memorandum (duly numbered and dated) in his record book;
but the same fact is not to be repeated in two, or as is sometimes
the case, in three, successive covering letters; nor to be entered in
the record by a copy of the letter at length.

907. Letters to be avoided.—Memoranda and endersements
should be substituted generally as much as possible for covering
letters, in forwarding documents, when a brief remark in reference
to the document, will suffice; all such memoranda and endorsements
should be numbered and dated.

908. No letter with returns.—No letter is to -accompany &
monthly, quarterly, kistwar, or yearly statement of any kind which
explaing itself, or in regard to which a diztinet and elaborate report
is mot required. The signature of the transmitting officer, with
date and number to the document at the foot of the statement,
will be gufficient in all such cases.

209. Use of forms.—It should be the aim of every officer to
reduce as much as possible the amount of clerical labour.in his
office by the introduetion 'of lithographed or printed forms. AlY
statements, forms and returns, such regular monthly bills as take
some time to prepare, and any other documents whieh are in fre-
quent use, should be lithographed or printed. The printing of
forms will be executed by the Forms Department; and each depart-
ment or office will be separately debited with the cost of the forms
indented for, proper check being exercised in the Forms Depart-
ment over all applications for such forms, which must be submitted
in accordance with the rules. Tt is to be observed, however, that
o form must be sanetioned by the Board before it will be supplied.

940, Vernacular words.—The use of vernacular words in English
correspondence unless, in any case, it is unavoidable, is prohibited.
If a vernacular word is nnavoidably used, the English equivalent
must be added. '

911. Vernacular dates and measure.—When the Bengali or any
other native year is given, its corresponding English year should
also be given. Similarly, when local land measures are mentioned,
the equivalents in acres or square miles should be gtated.
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212. Form and despatch of letters.—The name and official desig-
nation of the writer of an official letter, with the number and date
of the letter, is to be prefixed to it; the number and date of every
letter referred to is invariably to be quoted, and every paragraph
is to be numbered.

213. All communications are to commence with a reference to
previous correspondence whenever there has been any. All the
letters of one day’s despatch addressed to one authority are to be
enclosed in one envelope, unless this would make the envelope
inconveniently bulky and heavy. When a District Officer has passed
a draft while on tour, and the letter itself issues from his office,
the signature should be as follows : L

A. B,

Deputy Collector
for Collector on lour.

214, If the draft has not been seen by the Distriet Officer, the
Deputy Collector should correspond in his' own pame, adding, if
such be the case, that he writes under the instructions of his
BUPETIOT.

215. When District Officers are at their headquarters they are
expected to sign their own letters.

216. Arrangement in envelope.—Lefters sent in one envelope
should be intelligently and carefully arranged, so as, with their
enclosures, to be distinguishable easily the one from the other.

217. Reporis to be complete.—All reports to superior anthority
must be complete in themselves. Voluminous enclosures are not
to be submitted with a simple expression of opinion, 1t is the duty
of every officer making a report to superior authority to state the
casze coneisely in his own language, avoiding all unnecessary prolixity,
and not submitting enclosures that are not distinetly required to
elucidate the subject. This rule applies with speecial foree toverna-
cular documents, which it can be very rarely necessary to forward.
It is a primary ruole that all useless correspondence is to be
avoided.

2918, Maps sent with letters.—Maps sent up to the Board as
annexures to letters are frequently separated from the letters, which
they are intended to illustrate; sometimes three or four maps are
received in the same proceedings with different letters. In such
cases confusion often arises from the difficulty of connecting any
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particular map with the letter to which it was an annexure,
Whenever Revenue officers send a map out of their offices, they
are to have distinetly marked on the face of the map itself—

(@) the purpose for which it was prepared ;

(b) the number and date of the letter to which it is an
annexure,

219. Use of postage service labels.—Postage on the correspondence
between public officers about the administration of local funds g
a public charge, and service labels bought with publie money: should
be used in such correspondence. Covers stamped with service postage
labels should be superseribed “On India Government Serviee”
under the full signature and official designation of the Government
official who sends the cover, or of the head assistant or of other
responsible officer to whom the duty of despatehing is confined,
The smallest possible number of postage stamps should be used on
each cover,

220. No letters with bill—No letter of any kind is ever to
accompany & monthly bill for payments of salaries: or any oontin-
gent bill, which is neither unusual nor extraordinary, nor likely to
be disputed: or any bill fegarding which only such short explana-
tion is necessary as can be submitted, in a few words at the foot
of the hill; or in a side note.

221. Reference to order sanctioning expenditure.—In case where
grants are made, or charges sanctioned, by the Government, or the
Board. the disbursing officer is not to send copies of the orders
sanctioning the charge to the Accountant-General, A copy of the
order sanctioning the charge is sent to the Accountant-General
direct. Tt is therefore sufficient to quote in the hill the number
and date of the order.

222. Admittance to record-room prohibited.—Admittance to the
record-room should be absolutely prohibited to all persons . ather
than the Deputy Collectors and Assistant Collectors serving in the
district and the officers of the Collector’s Court, except on produc-
tion of a written order for admittance signed by the Collector,

228. Records or offices subordinate to the Board.—All the rules
in this Manunl are to be applied, so far as they are applicable, to
the records of Commissioners’ offices and those of other offices
subordinate to the Board.

224, Inspectiopn by Commissioner.—Tt iz the Commissioner’s dut+,
when on ecircnit, to make it a point of inspecting the state of
every Collectorate record-room, and when dissatisfied with it to
make a report for the orders of the Board.
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995, Inspecting officer.—In Appendix G questions are given for
the use of an officer inspecting the English Department and
Mohafizihana of the Collestor's office with reference to records and
correspondence and also Library and Copying Department.

B.—Rurks REGARDING RECORD-ROOM PLAR,

996, Index plans.—For every separate room which is used for
the storage of records of any description, except current correspon-
dence, an index plan will be prepared showing clearly where every
class of records in the charge of the record-keeper is to be found.
This plan will be hung up on the wall of the room. In addition a
copy will be prepared of the plans of all these rooms and hung up
on the wall in the record-keeper’s room. At the end of this
Manual will be found & model plan. 1t is to be clearly understood
that record-rooms need not be re-arranged so as to be exaetly the
same ad this model plan; but it should be imitated, as far as is
converient, in the arrangement of records and the methods of
numbering the racks and shelves. In preparing the plan the
following rules should be followed :— |

(¢) The plan should be drawn out showing briefly but
aceurately for each class of records what exactly hasto
be done in order to find a document of that class.
Tn fact there should be no class of records (vernacular
or English), maps, plans and registers, the position of
which is not shown in this plan. Almirah containing
valuable documents, ete., should also find entry therein.
Each record-keeper, his assistants and his daftaries
should be familiar with it. The Deputy Collector in
charge should also be fully conversant with it.

(b) The plan in each case be drawn to show the entrance to
the record-room, the number and position of each
room, the number and position of each rtack, the
A and B. ie., left and right side of each rack, and the
doorways leading from the various rooms. :

(¢) The Index portion will be arranged alphabetically upon
the same principle &s that shown in the model plan.
The column “date of records’ will contain the first year
to which the records belong, and a blank will be
left for the last year, e.g., 1876.

The blank will be used in the following ways :—

Take the first item in the specimen Index “Application for
exemption from revenue sale”. Assume that these records have
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become so numerous between the years 1805 and 1007 as to fill
rack 2, shelf I-B, and the 1908 records hava to be put on another
shelf. In the column ‘“‘date of records,’”’ the entry will be—

Fill in 1907 in the blank. ].mmed:raieh? beneath it enter the next
year's records 1908 to.. itk ..For the remaining columns
fill in the numbers of the new Toom, rack and shelf on which the
records for 1908 have been placed.

(d) The solumn ‘“room number” will contain the number of
the room where the particular records are placed.

{(¢) The column ‘“‘rack number” will contain the number of
the rack on which the records are placed.

(f) The eolumn “shelf number” will contain the number of
the shelf on which the records are placed.

{g) If at any time the plan or the index become illagible
owing fo age or alterations, new copies should be
preparad.

(k) On each iz to be written the date of its preparation and
it is to be signed by the record-keeper who will be
solely responsible that it is accurate and up-to-diate.

9 Bd. of Rev.—5
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CHAPTER V. :

A.—RULEs BEELATING TD THE DESTRUCTION OF RXBIBITS OR PRIVATE
DGEE"MEHTS.

227. No unreturned exhibit or private document shall ever be
destroyed until & notice has been publicly advertised in the Collector's
cufchery that, unless objection is made, it will be destroyed after
the expiry of one month from the date of publication. A notice to
the same effsct should also, when possible, be served on the parties
interested.

Nore—Thia zale was originally mads by the Board of Revenue, under seotion

4 of ghe Destroction of Records. Aov ITT of 15878, confirmad by the Government
of Bengal and sanctioned) by the Government of Indin (vids notifisaton, datsd
the #8ch Qotober 18581, pavs D86, Parc ] Caloufre Gorefieof 1881).

228, The following subsidiary instructions under the above rule
have been issued by the Board for the guidance of Revenue Officars.
They apply, as far as possible, hoth to subdivisional offices and to
gadr offices :—

{A) Exhibits or private documents received in connoction
with English correzpondeance —

(1) At the time of destruction of € class papers of a file of
English correspondence, or at the time of consignmenf to the
record-ropm of filss that do not contain C class papers, the ministerial
officer in charge of the Department should have all the papers in
anch file carefully examined and cause a list to be prepared of all
the unreturned dosuments found in it belonging to private parties.
The general notice prescribed in rule 227 should then be hung up
on the Collector’s notice board. If the document was originally
filed in a subdivisional office, the notice should be published at the
subdivizional office as well as at the Collectorate. A copy of this
notice with an extract from the list should, if possible, be served
on the party or the agent of the party from whom each document
was received,

(2) The notice and the list may be prepared in the following
form 1 —

NOTICE TO TARKE BACK PRIVATE DOCUMENTS.

Notice is herehy given to the parties who filed the documents
shown in the list below that they will be destroyed unless they are
applied for and taken away within one month from the date of
thia nofice. F

56

g
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Numkber and date N of the party from Natuare
of lettar with whom tha lstter was of REMARES,
which fitad, Tatnivad « docnment.
| Hj 3 4

(3) On the expiry of one month from the date of publication
of the aforesaid notice all unreturned private doenments will be
submitted to the Collecior or Subdivisional Officer, as the case may
be. The documents will then be destroyed under the Collector’s
orders, unless they are of permanent public interest or obviously
of great importance to private person. In the latter case they will
be trented as A class papers, and the letter with which they were
received should also be treated as an A class paper.

(B) Exhibits or private documents in connection with Verna-
eular Records—

(1) It has been laid down in rule 165 of the Manual that in
vernacular records, exhibits or private documents and the list or
other subsidiary papers with which they were filed are to be placed
in & soparate packet to be called the D packet and rule 161 lays
down that this packet is to be placed on the same sof of shelves
as the C packets. The record-keeper at the annual destruction
of C papers shall also examine all the D packets of that year
(i.e., D packets more than two years old) and shall make a list of
all the unreturned exhibits or private documents found therein,
The statutory general nofice prescribed in rule 227 shonld then be
hung up on the notice board of the Colleetor or Subdivisional
Officer as the case may be. Tn tho case of records in the Collectorate
rocord-room recoived from a subdivision, the mnotice should be
published both in the subdivisional and in the sadr cutchery. A
copy of the notice with an extract from the list should as directed
in the statutory rule, be served, if possible, on the party or the
agent of the party from whom each document was recsived.

(2) The notice and the list should be prepared in the following
form :—
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NOTIOE TO TAER BACK DOOUMENTS OONTAINED IN VERNADULAR
Rreconrps. '

Notice is hereby given to the parties who filed the documents
in tha list below that they will be destroyed unless they are applied
for and taken away within one month from the date of this notice.

| I

Nuafura Matora of Name of
Clare of Namps of partiea, the person. | Hamuarka
M Dt CASS = dooum gnts, filing .
1 2 3 & i3 g

|
g

(2) On the expiry of one month from the date of publication
of the aforesaid notice all unreturned exhibits or other private
documents will be submitted to the Collector or Subdivisional
Officer, as the case may be, who will order their destruction unless
they are of permanent public interest or obviously of great
importance to a privete person. In the latier case theoy, as well
ag the list or other paper with which they wera received, should
ba treated as A elasy papers and placed in the A fila of the caze
to which they belong.

229, In the case of exhibits or other private documents that
were consigned to the record-room before the separate D packef
was introduced, a similar procedure should be carried out at the
following time :—

() in respect of B and C papera at the annual destruction
of B and C files;

{(l) in respect of A files at the guinquennial revision of the
record-room directed in rule 172.

In the case of all returned exhibits or other private document
the date of return and, if possible, the signature of the parly to
whom returned should be given in the remarks column of the fiy-
lsaf,
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B.—RULES RELATING TO DESTRUCTION oF DOCUMENTS WHETHER
Pysiic or PRIVATE RENDERED ENTIRELY ILLEGIBLE OR USELESS,

230. Destrueiion of spoilt document.—When a document is found
to be entirely illegible or useless from age, worms or other ecause,
it may be destroyed at any time subject to the following econditions —

(#) The document must be personally examined by the Collector
or Bubdivisional Officer.

(b) In the ease of a Subdivisional Officer, the sanction of the
CUollactor must ba obtained.

¢) In every case a memorandum must be prepared stating
the fact of the destruction and the nature of the
document destroyed, and this must be signed by the
Collector or Subdivisional Officer. :

(@) If the document is a private exhibit or document the

proeodurs laid down in rule 227 above for the return

of such doouments %o their owners must be carefully
observed,
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CHAPTER VI.

IECORD-GRANT AxD RECORD-ROODM RECEIRTS.

231. Assignment for keeping record-rooms in order.—Under the
powers delegated by Government the Board of Revenue and the
Commissioners. of Divisions are authorised to sanction the enter-
tainment of temporary establishment for their own offices and

district offices for keeping in efficient order the record-rooms of the
Provinece.

232. Budget estimates.—District Officers should make necessary
provision each year in the budget estimate under the head 25—
General Administration—District Administration—General Estab-
lishment—Pay of HEstablishment” for temporary establishments
required by them during the succeeding year with a full explana-
tion of the reasons for which they are required, Commissioners of
Divisions should similarly provide for the requirements of their
own offices in the estimate under the head “25—General Adminis-
tration—Commissioners—Main office—Pay of Establishment’® clearly
indicating the purpose. The temporary establishment requived by
the Board will be included in its own office budget under the head
“20—eneral Administration—Board of Revenue”. On the budget
estimate being finally passed by Government the Board will distri-
bute to each division whatever sum may be available for its use.

233. Item not absolutely necessary or of great importance to be
excluded from estimates,—In regulating the estimates received from
the several distriet offices under him, each Commissioner must bear
in mind how small a sum it is possible for the Board to place
each year at his disposal. He should accordingly exclude from the
esbl mates every item of expenditure on work which does not
appear to be absolutely necessary or of very great importance and
which can, without risk to the records, be sttended to in ordinary
ciurse by the permarnent staff.

234, Power of Commissioners and Distriet Officers to sanction,—
Commissioners are empowered to accord executive sanction and to
make the distribution within their divisions, of the sums, allotted
by the Board from the record-room grant to each division. They
are also to communicate to the Board the distribution of the grant
made by them to the several District Officers within their divisions.
From the district grant which has been allotted to him, the District
Officer is empowered to create the temporary establishment required
in his record-room, subject to the condition that the annual district
grant for the record-room is not exceeded.

60
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235. Permanent clerks to be employed in record-room.—The
work of the reeord-room should, as far as practicable, be entrasted
to permanent clerks only, their places being filled up, if this should
be neecessary, by temporary hands,

236. Supplementary  applications.—The Board will reserve
small fund to meet unforeseen exigencies, In pase any such should
arise in the course of the year, Commissioners may submit supple-
mentary applications.

237. Power to vary details of temporary establishment—Bihar
and Orissa Government order no.9684-F., dated the 24th July 1815.—
The Board of Bevenue, Commissioners of Divisions, District Officers
and Subdivisional Officers are empowered to vary details (namely,
the rates of pay of particular posts, the number of hands employed
and the psriod of employment) of the appointment of any temporary
establishments employed under them, whatever be the periods of
their employment, subject to the following conditions —

(@) The cost of the temporary establishment shall not be
raised beyond the total amount sanctioned for the
establishment by the authority which sanctioned its
employmeit.

(%) Where the authority which sanctioned the employment !
of the temporary establishment is the State Government
the pay of no post shall be raised above Rs. 70 a
month without the special sanction of the BState
Fovernment.

(¢) In other cases the pay of no post shall be raised above
the limit of sanction enjoved by the authority which
sanctioned the employment of the temporary estab-
lishment. .

238, Contingent expenditure in record-room to be met from
ordinary contraet grant.—Under the orders of Government the cost
of items sheown in the sub-joined Table A, and of the pelty stores
detailed in Table B below not obtained from the Stationery office,
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when required for use in the ravord-room, should be met from the
ordinary contract grants of the several officers concerned.

Fable 4, Table B.

Almirahs, Country ink.
Shelves. Stamping ink.
Oil (Kerosens). Thread.
Tar (coal). Country pens.
Cloth (kherua). Book-binding,
Wooden hoards. Lae for sealing.
Repairs to furniture. Tale for native colour.
Buckets. Vinegar.
Solution of corrosive sublimate. Ghee,
Powder of Naptha. Paste.
Chareoal (Coal). Stamping ink stand.
Bat traps. T'wine.
Rags. Pounce.
Dusters. Sand.
Brushes, Sandpots.
Rope. Country envelopes.
Iron supports. HRepairing scissors.
Axes, Pins and needles.
Lanterns. Oil for lights, eto.. eto,
Other articles necessary for record

roon,

239. Establishment.—The cost of establishments for binding

books and registers kept in the record-room, for sorting; arranging
and destroying records, and for recopying revenue records, other
than those belonging to the Survey Department, may be debited
to the grant.

240, Items not to be charged against the record-grant.—The cost
of structural alteration of, or additions to, record-rooms and the
cost of improvement, such as paving, coaltarring floors, electric
fittings and constructing iron racks, aven if required for record-
room purposes, should not be charzed to the record-grant but
should be met from the grants made to the Commissioners of
Divisions for minor works.

241. Survey Maps and Land Registration Registers.—The cost
of copying survey maps and records is not debitable to the grant
nor is that of rewriting or binding the Land Registration Registers
(A, B; C and D).



63

CHAP. v1.] THE BIHAR RECORDS MANUAL,

249, Sale-proceeds of useless papers.—The sum realised by the
sale of useless papers in the manner indicated in rule 204 must be
paid into the treasury and credited by the Collector to Government.
Mention must be made in the annual report of the amount so
realised and eredited. All expenditure for keeping the office records
in proper order will be made under the Board’s orders from the
record grant. As in the case of Collector’s records, paper should be
defaced before they are sold. Useless papers and registers removed
from the record-room must be either sold or burnt. No third course
is permitted. The Deputy Collector in charge will on each oceasion
consider whether the cost of arranging them for sale would exceed
the probable sale-proceeds. Tn case of doubt he will take the orders
of the Collector. If the Collector orders them to be burnt, the
Deputy Collector will supervise the burning.



THE BIHAR EECOEDS MANUAT, [omar. vir.

CHAPTER VIIL
LisrARY.

243. One library in each distriet and each subdivision.—The
library attached to the office of every District and Subdivisional
Officer is intended to be for the use of all Government officers
in the district or subdivision. All books required, both for the
magisterial and collectorate work of the office, are to be placed in
this library, and no separate official library is to be kept by any
officer subordinate to the District Officer (other than a Subdivisional
Officer) without his express permission. The library attached to the
office. of every Commissioner is intended to be for the ngs. of all
Government officers including the ministerial officers of thut office.

244. Place, eharge and librarian,—The books in each library are
to be collected together in one place under the charge of the Head
Asgistant, who will bhe responsible for the library. The ordinary
work in eonnection with the library at a district headquarters office
will, however, be performed by a clerk of the English office, who
should be appointed librarian, A specified gazetted officer will be
in general charge. In subdivisions the head clerk is the librarian.
The books in the Commissioner’s office library are to be collecteds
together in one place under the charge of the Revenue Head Assis-
tant who will be responsible for the library. The ordinary work of
the library will, however, be performed by a clerk of the Revenue
Department who should be appointed librarian. The Personal Assis-
tant to Commissioner will be in general charge.

If practicable, a separate room should be assigned for the
library,

245. Duties of librarian.—The librarian should keep o complete
list. of all manuals, ete., in all departments (all of which really
belong to the library) and call them in, when necessary, and post
the correction slips. It should he strictly forbidden to any depart-
ment to get manuals except through the librarian, who will be held
responsible that the manuals, codes, books of references, eto., relat-
ing to every department are kept corrected up-to-date.

Norg.—In the aobdivisional offices tlie Head Clerks, in the digtriot offices
tho Office Buperintondents; and in the Divisionel sficss the Revende Head Agzistents
should sea thot correction glipa mre duly pasted in the manuals, roles or codea.
Tho Subdivisions]l Head Clork, the Ofice Superintendent and the Revenus Head
Aszistant should sulmit an annusl certificate to the Subdivisionnl Offieor, District

g[ﬂmr and -Commissioner, respectively, in April to tho effoct that this bus been
CELLEY,.

248. Lists of officers in charge.—Lists should e prepared, dated,
signed and hung up in the library in a conspicuons place, showing
during what period, what gazetted officers and what librarians have
from time to time held charge of the library.

t4
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247. Catalogue.—A catalogue of the books in the library is to be
kept in Form no. 14, annexed in Appendix A.

248. Revision of the eatalogue.—The eatalogue should be revised
every fifth year, and a report aboutall books then missing ghould
be submitted by the Subdivisional Officer to the District Officer and
by the Distriet Officer/Personal Assistant to Commissioner to the
Commissioner, respectively.

The letter A should precede the almirah number entered in
column 4 ; the rack number should be entered alone with no letter
preceding it.

249, In preparing o catalogue a bound velume with an
appropriate byped flap heading should be used : Under each class
where all entries relating to existing books have been made, &
certain number of blank pages should be left for future entries. At
the end of the volume a few blank pages should be reserved for the
purpose of entering therein books of any class for which the space
allotted has proved insufficient. The necessary cross reference fo
such pages should be made.

950. Accessto library.—The library is to be kept open during
office hours, the keys being in the charge of the librarian, or in his
absence, of such clerk as the head clerk may depute.

951. Register of books and reports, ete., received, no. 77.—A
register of all books, reports, returns, ete., receivedin the library
it to be maintained in Form no. 12, annexed in Appendix A.

In column 6 “how disposed of” should be noted whether a
particular book has been kept in the library or made over to some
Officer. The librarian’s signature should appear in the remarks
goiumn against each book received. As soon asanything is received
in the %‘hmr}f, it must at once be entered in this register. Once
a quarter the head clerk will submit it for inspection +to the
District Officer/Personal Asgistant to Commissioner/Subdivisiona
Officer.

252. Stamping of books.—All books, reports, returns, etc..
received in the library should be stamped with the library seal on
the title page, and also on one or two pages within and should be
duly entered in the catalogue under their proper heads.
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On the back of each book should be affixed a label in the
following form ;— : I

f

Office
Group no.

Serial no.
Rack no.

Shelf no.

When besides its own permanent cover a book has also a

paper cover, two labels should be affixed —one to the permanent
and the other to the paper cover.

253. Subjects.—The books in the Library will be: arrenged
according to subjects. The following main groups will probably be
found to be sufficiently comprehensive. A list of them will be put
at the beginning of each ecatalogue with numbers and reference
letters showing the pages in the catalogue, the rack or almirah and

the shelf or shelves where the books of that group ate to be found.
This will form the index to the catalogue.

Pages in  Almirah.
Groups. the

catalogue. Shelf,

(1) Acts of the Indian Legislature and 1—3 AT
Parliament of India.
12
(2) Aets of the Bengal/Bihar Legislature 4—0 A
4.5

(3) Ethnological and Linguistic (includ-
ing Census).

{4} Gazetteers and Hizstorical (including
services of officers, list of officers and
oivil list).

(6) Manuals, Codes and Rules (non-
legislative).

(6) Botanical and Zoological.
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Pages in  Almirah.
Groups. the A
catalogue. Bheli.

(7) Agricultural [Ses also **Annunf 4
Beport™, Group (10)].

{8) Industrinl and Technical (inclading
monographs).

(9) Educational.
(10) Annual Reports—

General Administration,

Land Revenue.

Registration.
Stamps.
Hospitals and dispensaries.
Palice,
Jails,
Fublia Healthand Vaceination.
Execize.
Chvil Justice.
Criminal Justice.
Settlement Report.
survey Beports.
Agricultural.
Season and Crop Reports.
Agrigultural Btatistics.
Co-operative Societies.
Agrigultural Experiments.
Agricultural Income-tax.
Sales Tax.
Wards, Encumbered and Trost

Estates.
Resolution by Local Self-Govern-
ment Department.

Foresta.
Civil Veterinary Department.
Trade—Rail-borne Traffic.
Trade—River-borne Traffie:
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Pages in Almirah.
Groups, the
catalogue, Shelf,

(11) Oceasional Reports—
Famine Reports,
Plague w
Fisherigs 53
Supply of Labour.
(12) Seientific, not included under preced-
ing heads—
Archaeologieal.
Meteorological.
(13) Law Reports and Digests.
(14) Proceedings of the Bihar Legislature.
(15) Miscellaneous.

264. The names of the annual reports should be shown in the
index. The years for which the reports exist should he shown in
the catalogue proper.

255. Arrangement of books on the shelves.—Ample space should
be left to add other annual reports as they are received in the
library. They should be kept on the shelves vertically. As each
annual or periodieal report comes in, it ghould be put in its proper
place on the shelf.

256. Arrangement of books in almirah.—Where possible, books
that properly fall in the same group should be kept side by side
it the same almirah. For example, the bulky volumes of the Lin-
guistic Survey and small pamphlets like Grierson’s Seven Grammars
of the Behari Languages really belong to the same group and should
be kept together. Where, however, space does not admit of this
arrangement and books belonging to the same group have to be placed
in different parts of the library, the almirah and shelf number or
letter should be properly shown againat them in the catalogue.

257. How to utilize space in the almirah,—Tt is often found that
the library almirahs are far too deep for the books in them, and
thus muech valuable space is wasted. In such cazes, provided that
the depth of the almirah is not less than 16 inches. it is possible
to place the almirah with its end, and not its back, against the
wall, and to convert the back portion by means of deors into g
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second receptacle. The almirah will thus open from both sides and
the available space would be thus doubled. An almirah only 16
inches deep from front to back can be utilized in this way for
books such as the ordinary manuals, imperial gazetteer, eto. The
doors to almirahs should, when possible, be sliding and not swing
doora,

258. Paint in white letters on racks, shelves or almirahs.— All
racks, almirahs and shelves should be lettered or numbered. The
numbering of the racks and almirahs should be done with paint in
white letters on the rack, shelf or almirah itself. The use of proper
labels pasted on should be discontinued because in a short time
they either fall off or are eaten by insects. Similarly Joose  fin
labeld tied on to a shelf are not suitable, as they often got dis-
placed and lozt.

259. Binding of Acts.—A good deal of useless expendifure
has in the past been incurred by hinding in a separate half-leather
binding each separate Act passed by the Indian or Provineial Legis-
lature. In future such Acts as they are received shall be kept in
a bupdle between two Hat boards, One bundle should be kept for
“Acts of Parliament” and pne for “Bihar Acts”. These bupdles
should ordinarily be bound annually, though oceasionally it may be
advisable to bind the Aets for two or three years in one Yolume.

260. System of issue.—No book is to be issued from the library
except on the written requisition of a gazetted officer. In the Com-
missioner’s office book may be issued from the library on the written
requisition of a Head Assistant. These requisitions are to: be pre-
served chronoclogically in files till the books, ete., are returned to
the library. When a book is returned, the requisition relating to it
should be returned to the borrower or cancelled.

261. Register of issues, no. 78.—A register of all books, reports,
returns, ete., issued from the library on requisition is to be kept
in Form no, 13, annexed in Appendix A, and all books issued must
be entred therein.

262, Issue of reminders for books not retumud.—Exnept. in the
ca se of books required by courts or officers for continuous referenees
if & book is not returned within a month from its issue, a4 reminder
must be sent at once, and repeated every fortnight until the book
is returned. At the end of each year the entries relating to hooks
isgued but not returned within the year should be brought forward
in red ink.

263. Time of stock-taking.—When charge of the library is made
over or stock is taken, the officer taking charge of the stock must,
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satisfy himself and note the fact in his report that all the books
alleged to have been issued as necessary to officers of eourts for
continuous reference are really in existence.

264, Receipt to be {aken for the books sent out of the library.—
Where possible the signature of the receiving cofficer should betaken
in column 5 as provided. When, however, this cannot be conve-
niently obtained, a separate receipt should be taken, These receipts
should be fled in chronelogical order, serially numbercd and the
serial number entered in eolumn 5 of the above register.

265. Verification of library,—Every officer upon receiving charge
of an office to which a library is attached is to satisfy himself
about the state of the library. In the Commiszioner's office, Personal
Assistant to Commissioner is to satisfy himsell about the state of
the library when he assumes charge. Unleas he then reporta that
the books are out of order, or that any velumes are missing it
will be assumed that he received the library in good order, and he
will be thenceforward personally responsible for any defects.

266. Inspection.—A thorough inspection of the library iz to be
made by the librarian onge in three months and the result reported
to the L{)mmiﬂsiunerfﬂiﬂtrict Officer/Subdivisional Officer by the
gazetted officer in charge. Thn,t officer will inspect the library every
six months.

267. Guard file.—A guard file should be kept in the library in
which should be entered the periodical inspection reports of the
gazetted officers in charge and copies of all inspection notes made

regarding the hbra.ry by the Collector or by officers superior to the

. f_'cb]Ief:tﬂl‘ These copies should be paged and indexed and should he

on half margin, the action taken thereon being noted, dated and
signed on the margin against each paragraph concerned.

263. Register of inspeetion report.— —There should also be a register
in which the gazetted officer in charge should enter his permdma.l
inspection remarks.

269. Disposal of obsclete or useless books.—When a Distrie
Officer has ascertained by a personal inspection of a district op
subdivisional library that more space is required on the: helves for
new books, he should examine the existing books and make a lisf
of such hooks as are obsolete or useless and forward it, with his
recommendations for their disposal, to the Commissioner for orders,
The Personal Assistant to Commissioner will likewise submit his
recommendation for disposal of obsolete books to the Commissioner
for orders.
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270. Annual report.—The state of the library is to be described
in the annual report, it being specially stated whether allthe books
are in good condition or not and if any of them are missing.

271. Indian Law Reporis.— One copy of the Indian Law Reports.
is supplied by Government to each District Officer and one to each
Subdivizsional Officer. The copy supplied to the former should be
bound and preserved for purposes of reference in the yearly volume
which should be entered in his library catalogue. The accumulated
monthly issues of an incomplete volume are to be counted as one
volume only for the purposes of the catalegue. The copy supplied to
the latper should after his perusal reach the munsif within one week
for preservation in his office. To ensure care the Subdivisional Officer
should keep a receipt register appropriated to this one periodieal
and the munsif should give his receipt in a column of this register.

272, Bihar Hali-yearly Civil List—With a wview to economise
gpace in the Collectorate library, volumes of the Bihar Half-yearly
Clivil List should be treated for the purposes of destruction as B or
O class papers gecording as the Commissioner of the Division
converned may direet.

0 Bd. of Rev.—6
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CHAPTERVEY,  — — — ——
The 4th April 1966,

ConpeCTIoN BLIF %o 1

v. . Preambleof Chapter VIII of page 72—

o | Insert the words the Head Comparing Clerk under the direct supar
vision of" between the words “and” and “the record keeper' in the 3rd
line of the rule.

(Qorrection slip no. 1, dated the 4th April 1846.)

tions may be received from the pupne tor—

(i) information rvespecting the contents of papers and
documents in the distriet office, whether such informa-
Ml L Ll M aak weninired for the nurbese of eoreeids

CorpudTioX SLIP Ko, 2.

Rule 278, page 12— |

I'ngert the following *Note” below the rule :—
¢ NoTr. —Every application for copy shsll state whether or not tha
person spplying is a porty to the esse from the record of
which copy is wanted, 1f =uch person is nol a parly or
his pleader, tho application shall state the object for which
acopy ia required”,
(Corraction slip no, 2, dated the 4th April 1966.)

e e L L o Sl

|
CokrECTION Suir xo. 3.
Rule 274.page 79—

Inseri the following “Note 2", below the existing aNote" of Rule
“4L 974 the existing note being numbered ns “Note™;—

f » NoTk 2,—Fur the purpose of this rule records called for in connec-
tion with nn original cage or asppenl will be treated asa
patt of the rocord of such cage or sppenl”,

(Correction slip no. 3; dated the 1th April 194686.)

AR P AR A R TTTRALL S S &ad - RAm — = —mmege— ——

- i — __ £ - # v . E
is mnecessary. When copies of, or information refating to. papers = =
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nore than one entry, e.g., the number of separate accounts or the
number of proprietors in an estate. An application wil not be
considered complete and the preparation of any copy of the required
information from Register D will not be commenced until the
requisite searching fees are paid in full, If full payment be mot
made within a week of the application it will be struck off unless
the Collector thinks fit to grant extra time.

Wors.—In the districls of Patna, Oaya, Bhahabad, Seran; Muzaffarpur, Darbhanga,
Monghyy and Bhagalpur, where shores are very poetby ant eatates frequently lio

in many villages, {ho strfet application of this rule wonld canse difficulty. In theso
districts, one application moy be made by o single proprictor in respect of all his
shares in one estate, and searching fees charged at the rate of 25 b, for sn
number of villages in the estate up to four snd an addilional fee of 25 nP.
for cach further set of four wvillages inm the estate, Thuk in an estats  containing
34 villupes an applicant may file & single spplication for information but he must
pay s 2.25 nP. nescarching fees. In nF:[ﬂitinu to the fees mentioned above, aeur-
chnrge af therates mentioned in the note helow Artiels & of Seheduled 1, Ael VI
of 1870, which is reproduced in role 208, shall be levied,

976. When and to whom applications are to be made, Registers
to be maintained.—All applications for information or copies must
be made on printed forms and, with the exception of those on
which expedition fees are paid, are to be made to the Deputy
Collector in charge between the hours of 10-30 A. 3. and 12-30 Py,
except when office is held in the morning, when the hours should
be between 6-30 a.M. and $-30 A The forms of applieation for
information and for copies are given in Appendix B, Forms 27 and
98. Thev are obtainable from the nazir or from stamp vendors at
0.02 nP. per sheet. One of the comparers will attend the court-
room of the Deputy Collector in charge and will take charge of
the applications for information or copies together with the court-
fee stamps and folios as soon as they have been presented to the
Deputy Collector. The comparer will check these applications, obtain
the Deputy Collector’s initials and date on gach, punch in his
presence the court-fee stamps affixed on it under the roles below
and then enter the applications in the prescribed registers—Appendix
A, Forms 15 and 16 and the punched stamps in the court-fee
register 58 of the Register and Return Manual. The Deputy Col-
lector in charge will check and initial all these registers daily.

W |t ——w— x- S # * — K

977. Terms of sale of Forms 27 and 28 to stamp vendors,— The
forms (27 and 28) of applications for information and for copies
referred to in  role 276 may be obtained by stamp vendors from
Colleotors’ offices at rupee one and rapee one and twenty five nP. res-
peetively, per 100 copies for retail sale to the public at 0.02 nP,
per sheet,
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= CorrkcTiox Suip no, 27
Bule 278, Page 74—

Dielots the words Ywhether certified or uncertified!! :
I ertified" in :
of the rule, the d4th line

( Correction slip no, 27, dated the 4th April 1966 )

J—'-U'LIIJ-“.ENUH_.-I'II TR - i e
be used in all cases.

NoTE~—{1) Tnder ¢lanse 19 of Government notifestion no, 20TR-L.A.-25, dated
the 6th December 1021, tho fee ohorpeabls on applisstions for eopies of - the doou-
ments  defailed in clauses (4) ond (13) thersof (se pages 77 und 79, Bibar
Stamp Manugl, 1055) hes been remitted,”

(2) No court-fes is chargeablé on sn application by & person eliiming under an
wwittd oF an ment made npder, the Land Acouisition Act’ (T of 1804) for &
oopy ol so0 much of the said award or aprocment s eoncerns himself, (See S, 51,
Page 28, Bihar and Orissa Lond Aoquisition Manual, 1958 read with Land Acqui-
sition Colleotion 10, Fils 200 of 1003

(3) Under GQovernment notifleation no. W914-F., dated the 2951 December 1039
ne pourt-fee is ehirgeshle on an applintion for & copy of an order of  nssessment
passed under section 18 of the Bibar ‘Agreultnral Tnoome-Tax Agt, 1938, i the copy
i3 reqiired for the perkonal nse of the pusessen, i v o

(4} A surcharge at, the rate of 16 1P, shall bo lovicd on tha fos  prescribad
under this rule for each application for informstion or copies, whether certifled or
uneertified.

279. Searching fee.—The ordinary searching fee shall be uni-
formly 25 nP. for all cases, leviable in adhesive court- fee
stamps. This stamp is to be affixed to the application in addition

- | 1

to the 15 P, stamn  racuiued .

1
f} CornEorioR Suie ¥o. 6.
in
M Rule 270, page T4—
ng
fe (i) Substituta the words ¢‘form no, 27" for “*forms (27 and 28)" in
# fhe 11th line of the rulo.
fu {7y Delele the worda “dnd foc coplea” in the 12th line of the ruls,
re

ra (Qorrection slip no. 5, dated the 4th April 1967)

R

oribed undsr this rals,
280. Applications to be numbered. Method and period of praser-
Fi HE 3

vation.—/ ™ ——= rem—ulamnatian gl copies received from

the ap-
CorrEcripy Sip 50, 68

I!.'L["'IhE
filed 11 Rule 280, page 74—
i be

i fi } ] f Ao "wo- -
gularll after tho words *Record-keeper” in Tth aud sih lines of the rale

(Curreetion slip no. 6, datod the 4t April 1966.)

— —

onal Head Clark as the & 88 may ha'l

H
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3.8
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nhovrs  sffan ekl - 1 dean o le Lt 4l o :

QorrEcrioN Spar No, T
Rulo 281, page 75—

Tnsart the folinwing below the existing rule —

«The time-limit may be extended to a week in the case of language
or eharacter with which the Copying UDepartment Eatablishment 18 not
acquainted, as it may take gometime to lind cut o snitable outsider to. ba
employed for the work”.

(Correction slip no. 7, dated the 4th April 1966)

CosRrEorTion SLIF No, 8.

Eulz 282, Page The

Sw sbitubs the following rule for the existing rule—

L Distribution to copies and informuation s'ip lo the ﬁm“m‘.__,ul
copies and information slipa should b distributed to the public in the
presence of the Deputy Collector Incharge of the Record Room between
380 . M and 4,30 ». M. during duy courts and between 10.3 4. o, and
11-30 o. M during worning court, All copies ready for delivery shall
ba ontered in the prescribed register no. 160, App-A, which shall be
paced cut-side for inspestion between 2 ». M, to § v a1, during day courts
and between 9 a M to 10 &, M. during morning eourts; The Appropriste
;ubriz& in this register should be struck off a5 soon as the copies are distri-

uted”,

(Qorrection elip no. 8, daled the 4th  April 1066)

information can be farnished at once, the domparer will note tne
same on the npper portion of the form in the eolumn for remarks
and make that part over to the applicant, taking the latter’s
recoipt in the column for remarks in the lower portion, which will
be retained and recorded in the office. If he cannot furnish the
information at once, he will enter in duplicate; in the sixth column
of the form, the date; and, if possible, the hour by which the
information ean be furnished. The npper and lower portions of the
form with columns 1 to 7 thos filled up, will then be separated.
The lower part will be made over to the applicant with a direction
to return with it at the time fixed. The upper portion will be
passed on to the clerk to whose department it pertains, who will
enter in the column for remarks the neeessary information and
reburn it to the receiving officer before the time prescribed. On the
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applieant’s reappearaiice, this upper portion, bearing the information

will be made over to him, and the lower portion, bearing his dated

receipt in the column for remarks, will be taken from him and
recorded in the office.

284. Extra searching fee.—By paying an extra searching fee of
one rupee the applicant shall be entitled to receive trh.ﬂl_ infurm,?.»
tion applied for by 4 ®. . (or 11 A. 3. when the office is held in
the morning) of the day on which his application iz presented. This
application fee shall be paid by means of an adhesive stamp with
the application. Under the orders of the High Court when fees i.'u.r
searching records in the Collectorate and other revenne offices are
remitted by the Civil Couris, they could be sent in court-fees
stamps, and not in cash,

Nove.—A surcharge ab the rate of 50 nl shall be levied on the  prescribed
fee under this ruls.

285. Rate of searching fees for information regarding landlord’s
fees.—The rate of searching fees to be levied on applications f;mm
landlords for information regarding landlords fees shall, as given

in role (F). Chaoter 11 _nace 101 of the Bihar Registration Manual,
CornueTion SLP xo. 0.
286, page To—

Substitute the foliowing rule for the existing rule ;—-

“Presentation of wppli-ation for copies— After an application for copy

has been registered, the Head (Jomparing Clerk shall forward the applica-

tion

to the proper officer who shsll ab once euter it in the preecribed

register in Appendix A, form 16A, bring out the document to be copiad

and
foe &
AT

keep it in readiness for the estimiativg of the |olice and the courts
tawps required’ in the spues provided for the purpose in the applica-
sign and date the entries; make the neceseary eolries in column B

of Register no. 16A snd return the completed application o the Head
Comparing Clerk,

The number of folivs required should ba carefully caloclated so that

it may not be necessary to oblain additipnal foline from the applicant,
o contingéncy which under a proper system ought never to arige,

Norg 1L.—‘The exprossion «Heoad Comparing Clerk” in thern les in

this chapter includes a cemparing clerk to whom the the functions pf
the Head Comparing Clock heve boen delegated by the Deputy yOollector
Iucharge for the purpose of these rules-

tho
the

Norg 2.—If the records from which the copies are required g in
record room, the comparing clork should ke shown Lthe record in
record-keeper's office,

i |

tion:
any
full
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Nore 3.—1n outlying stations whera there ig only one Gnmpnriug
Olark, the estimating of the folipe amd court-fee stamps may, if the
Depuly Collector Inchargn 8o dirocts, be made by the offiter to whom
L the application is forwarded.

Nowe4.—The Deputy Collestor Incharge should make gpecial
arrangements for the proper custudy of the documents removed from
the shelves for complianca with applications for copies until ‘I;I:l&
doeument is sent to the ¢ opying Cepartment 1o be copied or until nti-
F __mation is recgived of the reiection of wha annlicgtion”,

- ConnecnioN Sure xo. 10,
Rule 257, page 77— 11l
t Dhelet rule 287. =

(Correction slip no. 10, dated the 4th April 1966 )

TN &uuy e S —————

Substitute the following rule for the gxisting tulo :—

v M ethod of comunica’ing necessary gnformalion to applicarts —
| The Head Comparing Clerk shall uotify the number of folics and
court-fee stamps required for the copy in the ease of pach applica-
lion on the same day, of at the labost, on the doy following, unless they
have already been filed by means of an entry in the prescribad register
(Form no, 165, App A). This register shall be kept at & convenient
placo preseribed by the Deputy Collector Tncharge for public inspection
during such hours as the Depuaty Collector Incharge may direer. When
the folios or stamps are deficient, the deficit shall be notifled in the
game manner, Rejected applications shall also be shown in this

registar.

Nore,—In comlying with a requisition for copies of papers contained

. in a tecord, the Record-keeper chould not permit the entire record to

I be removed to the opying Departmaent but only such documents as are

specified in the application, unless the documonts gpecified in the appli-

5 sation constitute the entire record, The case pumber should be given

in all the pages of the paper forming the record before gending them Lo
the Qopying Department”.

e e P—

(Correction slip no. 11, dated the 4th April 1966}

tions will not be considered complete nor will the preparation of
any copy be commenced until the full court-fec stamps and the
full number of folios specified in column 4 have been supplied. '

(v



78 'y thl

THE BIHAR BECORDS MANTAL. [CEHAP, VIIL. 3
1l'.'IJl'll

|y
hion]

If in any case the *said stamps and folios are not supplied PPl
within one week of the date of this notice, the application will |

£l

be struck off— lefate

Date
ot |
[ppli

Biate of Berinl namber Informntion givan lfp
npplication. of Namiof applicant, to applicant, Ramarky, (e
applicntian, App.
1 9 5 o4 5 15L11n
o . =il — . jhe ]
. esh0l
mbri
Signature of Comparer,

Signature of Deputy Collector in  Charge.
Dirtee.
R
NoTa—In the column 4 the quantity of stamped folios, plain paper, court-fea

stamps, éte., requirsd should be entered,  Any special information neoessary in any
particular case should wlso be entered in this coliumn,

289. List ol copies ready for delivery.—The comparer v.-illpra]nj::{‘a | del
ily and hung up on the record-room notice board at 4 P, ‘ eng

for A.M. when the office is held in the morning) a list of the ap
copies ready for delivery. The list shall be in the following form: his
: =t
= NOTICE,
Lrs:;f-"w Cories Reapy vor DELIVERY, ) ! ;
— - — X -
CoriEorios Seir o, 12 2
bl
Rule 289, page 78.— p
Dilete. Bulo 289, _

— (Correction slip no 13, dated the ath April 1961) i«r
e £4ic ™ :
s i ol

- % 1

- ) ey

| ~ Signature of Comparer. Bl
Date, Bk lo]
Signature —of —Degnly—Collector - Charge.— .,

Date. ot

wil

ol



CoRRECTION SLIF No. 19

Rule 290, page 79—
’.{ﬁ Substitule the following two e temons
Fthe axisting rele—

WThe requisite folios and stamps, bef .
L "'IF:Th&HLunqhgiﬂilgf:hgrE: within the prescribad lmumgﬂ“qf ]l'.'n.lnnl_r;hxia
B iuing of notice preseribed in rule 288, a applicants _
ot gl i.ip[]'malfi: l-uEvi:h I:;:r_r fuI.iE-s lists ahowing the num}lmr E!.Illi rldﬂtﬂ of - LB
E liasion : plicant qud tbe nanbar of folios filed”.

: 5
for the first two Ecntence

ote.. ghall be fled before the

pplication, the nawe of ap . L

| (i) Add the fallowing sentences at the end of tlm. first paragraph and o

lalete tho last two paragraphs of the exishng mles :— s, SdLCs-
P the applicetion may be rejected, 1f the }51 }._.u-}'}.n

R EL T is 1z not done. oo
ppﬁs::l}nu f]iu;hfn.aun rejocted, & L6 £o thot effect shall be made agunst er

ention i reatti ister (Foim no, 1614,
' v of the application in the preseribed 1egi ) e :
“Tf The {:L;meing Ulerk while going round the cffices to muke fﬁ
51:?u.1ar.alshull saka with him tvhe rejectd applications ang show them to E

i icabi gq and oiter fe
i shall sign the application on the reversc and ol
jhe proper oflicers who ° Aadileliee

) Liaces
Bsloring the documeuts to the pPrOpeE [Races, [WHE :
tries gin soliimas T, 8 and 0 of the register ub. LEA", :r;
{{;urmanim: slip na: 13, doted vhe 4tk April, 1866). b
Sl

b peesws TRRPET 701 cotrt-fops of reguired ?&]HBB,
Corkecy 0N Brirso 14,

Rule 291, page 79..

Yinany ] Subatitute: the following rule for the exisiing’ rulei—
Procedure for furnishing the date when th copy will be read for
Epu-rf delenery.— When the stamps and folios are filed, the date shnii be
L ra0 entered in place proyvided in  the form for the purposs. The
the applicant sball, ut vhe same timo, present the counterfoi]l of
o — his application, which has  been returped to him  apd &

! memorandum shail be made thereon stating the date and hour

when Lhe gogp ill b - cortesponding ote shall ie on the bods
ind main porion of the o T et LeILLE e cn the fody &
| : : orm, e Heud Comparing Clerk will i
same Line tuke the applicant's signature with d h e
e ant's signature ate on the mididle i
n[dl.h-:;lapphl.nuuu below the entrios asto the date of filing the folivs uutlﬂ?gg“
| n];: ‘[. ] dal,ra'.'l_.'hen the copy will be ready for delivery. The applicant ghall raba?x?
| ] the counterfoil and it shall bo his duty t0 attend oo the date fixad for the

purpaza of receiving the copy.

*J ]‘l‘hc Qumparing Qlerk deputad for the purpo
| | Clerk 1?‘-h|1l] taka the tpplication on the same day to the propar officer witl
. [ ﬂ;: T;'.‘ Lursaﬁ%ﬁnuiraqu:nug bim to ssud the necessary document Such ui’f’i1 u:'
siali inwediately hand over the document witl ication :
L 3 ctment with the application to  (he O
paring Clerk and ante on the aprplication i e
Reth the fact of compli 5
requisition, The Comparing Clatk shull mak s
uisil : 8 mike uecessary entry in i
7 : ; column
rii_!{ggznlur no, 16A. The Comgparing Clerk deputed Lo mnkir esbimato E;
" i olios: und gourt-fee stamps shall take with him original dog o
fCharge:—|  copies are ready and rocurn them  tothe proper office ?uman'?? Ml
| : dy n ath cer, who will m
uecossary entries in column 7 of Register no. 164, The Com mri.um!.:E'll;h'3
) wfltl hc'lbim?; Sap Limo raoeive from such officer the docuiumnnupiargmls;t
w 1~ E =y - - 1 5
3 ch the requisite folios und stamps have been filed by the applicant, *

(Correction alip no, 14, dated the 4th April 1066.)

—

20 by the Head Comparing
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e TTATT: = — = 1 i -l'-'-—_{..a - ;i'_-
CorgrEcTiON SLIF No, 18] i3 T35

Rula 202, page 78—

Insert the following at the end of the rule :—

v Lhis should be dona ulso where the aplioation iz withdrawn and the
tolice ond stamps have not been used, 2uch stamps should dob inelude
soarching tee and expedition feo affixed to the application.”

(Correction &lip mo, 16, dated the &th April 1986.)
A NLLME o =T ATLTLATETR ML PTTRRV O PINNNS - - ey ut=  FTRSARE 2 S A s L SR =
eannot be granted, the folios and stamps supplied by the applicant !
. ~ ghould be returned to him at the ti he is so informed. 7. JEE
Vst |;_"' - 1%”&%‘,}{ _,._%1 ﬁr—na_. au_«_ja_tlﬂ?_ﬁ_m"w:h_an_ {Illﬂ-' :'T"]h‘“'l_.' L —— g A ;"WL'A Wi 4
AR = 3. ‘Bxira fee.—When any applicant requires his copies to bo
- Furnished on the. dav of apnlication an extra fee of ong rupes
CoBrECTION SL1P x0. 146, -
Jule 293, page 80—

Ingert vhe following below the rule 203 :—

*“In case of alanguaege or charscter with which the Copying Dapart- N
ment Establishment is nok acquainted may ulso include any reastnable .
amount ta be fixed by Deputy Qollector Incharga, Record Room which may E i
have to be paid to the person conversant with the script who ia epeciully !
utilised for the work",

Note to rule 293 may boe numbered as “Note 1" and below that

J; following may be added se Note 2 ;—
wax Ny — v
CorpEcTION Spe xo. 17 lﬁﬂ
Rule 294, page 30— !

Insert the following «Nate' baelow the rale :i—

<N otm—Every application for copies of dﬂpu;i.t.'l.uu in a casn which .=
boing heard ehall be lnid before the Teial Magisteate for such orders as 1n ;
Wiz discretion may make. I such Magistrate so diracts, s0 muoch of the 1
deposition shall eagh doy be given G0 the Heand Comparing COlerk -as l:;Ih.uze |

.5 a reasonable hope of weing copied in the epurse of & day. Thﬁl end
_Qomparing Olerk shall return the portion Lo the M_ugmmt.a nt._bha 'E'uiﬂ-n :: :
Y the day subject always LO (a) the precedence which mnst invanably 3 1
accorded to applications on which an expedition [fee has been paid, an i
I

r

) ro delay ocourring es & consequence iy respect of ordinary appheations of
-Lm aarlier date such eopiss will ordinarily be issusd on thio satne day or
" - L] 7 F
the [ollowing day™ !
' . - - |
nt {G.erer_bi@n slip mo. 17, dated the 4th April 1960) |

s Grmlﬁ"ﬂfm' STTE Tus ==

. e 20—
14 e iﬂbr F'L‘—'G ; : o |
u {”, Jte Rule 206. atod the 4th A‘Pfﬂ 1066.)

: g,d
[Gnrtuuniun dip ne. 1 i
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applications a court-fee stamp of 15 0P and —a—searching fes 4 . o
ot 25 nP:-as prescribed in rulos 278 and 279 above, inaddition .. e
totlie fee required for authemtication. et

(lornecrios Suip xo0. 19.

Rula 207 page 81—

Bubstitule the following for the first sentence (—

«Ju the case of cupies fited  cxhibited or recorded 1o any L‘.ul.'ll'ii*l L_hg (A% =
spurt-fes chargeable nnder the Court-fee Act Bhl:lﬂri be levied by affixins 3,
the necessary 8famps Lo tho Arst folio of the: copy’.

(Correction slip no, 19, dated the 4th April 1866.)

officar who compares fhe copies shall note the number of  words
written by the copyist or typist on the back of the folios, so
that the record-keeper, who should from time to time check the
number so reported may be able o veridy the correctness of the
stamp affixed.

298, Stamp duty.—The following fees are prescribed by law i —

Articles 6—9, Schedule I, Aet VIT of 1870,

[ When such judgment ororder
ia passed by any Civil Court
other than a High Court, or
by the presiding officer of
any Revenue Court or offiee,
or by any other Judicial or
Executive authority —

Article 6,—Copy or translation | (@) If the amount or value
of a judgment or order not 4 of the subject-matter is
being, or having the force of, fifty or lessthan fifty
& decree. rupees—40 nb,

excoeds fifty rupees.—
75 nP.

When such judgment or orderis
passed by a High Court

I

| .

I (h) If such amount or value
|

|

L —Re. 1.50 nP.
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3

CWhen such decres or order is
made by any Civil Court
other than a High Court, or
by any Revenue Court—

| (a) if the amount or value of
the subject-matter of the
suit wherein such decree

Article 7.—Copy of o deoree or < ororder is made  is fifty or
order having the foree of a | less than fitty rupees—
doecroe. 75 nk.
(b) If such amount orvalue
| exceeds  fifty rupees—
Re. 1,60 nP.

When such  decree or prderis
| made by aHigh Court—40 uP.

[ (@) When the stamped duty
Article 8.—Copy of the doeu- | = chargeableon original docs 1ot
ment liable to stamp duty | oxceed—50 nP.—one and half
under the Indian Stamp Act, times the amount of the duty
1879 , when lasft by any party chargeable on the ?
to & suit or proceeding in place |
of the original withdrawn. | (b) Inany othes case—75 nk.
: L
Article 9.—Copy of any revenue For every three hundred and
or judicial proceeding or orler  sixby words or fraction of three
not otherwise provided for by  hundred and sixty words—75 nk.
this Act, or copy of any account,
statoment, Teport or the liks,
taken out of any Civil or Criminal
or Rovenue Court or office, or
from the office of any Chief
Officer charg ed with the executive
administration of a division.
N B.—Al court-fees levisble under tho Aok, aé s anidod | frome tinny to Hme Do
its application to Bihar, ahall ba inorenmad by surcharge ot sho following rates

as preseribed by Scction 4 of tha Bilinr Bntertainmanss Doy, Court- Foes pnd Staznp
{Surchuarge Amendmant) Adt, 1043 (Ape XXV of 1045) +—

1 On avery whols rupes Ak o . 40 nP,
2. {a) On o froction of n rupes up &0 anid ineloding G150k
025 nF.

(k) On a fraction of i Tupes exceading 0.25nP. but (.20 nl,
not 060 nF.

(¢} On o froction ofs  rnpee axeesd ng 050 0. but Bank.
nof exessding (L756 nP.

(d) On ufraction exceeding 0,76 nP. bot less than (-)nk.
& TupPao.

*5es 0w tha Dodisn Stamp Ant, 1809, Gansral Aoty Volums Ve
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Baplanation.—On a court-fee of Rs. 20,40 nP. the surcharge will
be (205040 nP)40.20 nP. wviz., Bs. 820 nP. and the total court-
fee leviable will ba Rs. 28.60 nP.

NorE | —Tndor Covernment netification peo. 2570-L.A—25,  dated the  5th
Docomber 1921, the following ceductions sind remissions of duty hove besn ordered —

() The fees chargeable- on () copies of villoge settlement records furniehed to
Inmdholders and eultivators duving the curroney or ot the termination of - settloment
operations, ond () liste of fielde extruetcd from villago settlement-records: Tor thin
purposo of belpg filled with' petitions - of ploint in settlement eoorts have bean
rommified 1

FProvided that nothing in this oluuse ghall apply to sopiea of judicinl  prooeed.
ings, or b coplon) of villngo suttlement reconds (other than lists of fields) extracted
ns aforesnid, which muy be filed in amy fourt or office.

(&) The fes chargeable under Artieles 6, 7 nnd 0 of the first schedule to Lk
Court-foes Aot on copisa  furnished by eivil or criminal  ourls or revenin conrts
or officés for the private nse®* of persona applying for them hive been remittod @

Provided thet nothing in this claose shall apply to copies when flled, vxhibited
or recorded in any coort of justito or recaived by any public officer.

(¢) The fiea chargeable on the following dociments have been remitted :—

(#) Copy of & choarpe framed under ssction 210 of the CGode of Criminng
Provodure, 1853, or of & translation thereof when the copy & given
to-an tocused parson; - .

(##) Copy of the evidenee of supplomontary witnestes after commitment, whon
tho ecopy is given nnder seclion 218 of the =aid Code to an acoused
Prrsnmn;

(¥id) Copy or translation of o judpment in & eazo otber (ham & spmirons
east, and eopy of the hoosds of the Judge's chorpe to the jury, when
the copy or tmnslation 38 given usdor szection 371 of the enid Cedo
toan nooss] ) parson

(#y)  Copy or translation of tho judgment in a -summons cass, when the mecused
porfon to whom the copy or translntion 8 given under Bection 371 of
the said Code i in juil:

() Copy of an order of pinintenpnes, when the copy is piven under soction
480 of the said Codo o the person in whoss favour the order iz mado
or to his goardion, if any, or to the poraon to whom theallowance iz
to boe paid;

(ef} Copy furnished &6 any person affocted by & judgment or order paszad
by o Criminal Coocl of the JTudge's: charge £6 the jury or of any
ardar, deposition or  other part of the tecord when the copy i not a
eopy whick may be geanted under any of the proceding sub-clauses
without tho paymont of a [es, but i3 a copy which, on its boing
applisd for under seotion 548 of the said Code, the Judge or Magistrate
for koma speciil reason to be roeorded by him on the copy thinks it
to fuenish without such payment;

*Having rogard bo tha pravisions of seetisn 76 of the Bvidence Ast this con-
cosslon rifars £o uasertifiod copizs only.

tSee now the Oode of Ceiminal Provedure, 1898 (Aqt V. oF 1535), General Acts,
Volumo V. i ;
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* Article 24, Schedule IA, Aet 1T of 1894

Article 24, —Copy of oxtract, (i) If the original wasnot charge-

cortified to be a frne copy or able with duty, or if the
extract, by or by order of any duty with which it was
public officer and not  charge- chargeable does not exceed
able under the law for the time one rupee—75 nk.

huing in force relating to court-

fops.

(i) Inany other case—Rs. 1.50 nP.

N.B.—In addition fo stomp duties of 980T and Ta: 1,60 oF. n surcharge ot
the! tute of 80P, and 00 0P, reapoctively shall be  lovidd o8 preser thed Ty
seetion B of the Bibar Eptertsinments Duty, Court-Foes and Stamp (Strcharge
Amendmant) Aok, 1048 (Bihir At XXV af 1048).

Fremptlions.

(a) Copy of any paper which a public officer is expressly roguired
by law to make or furnish for record in any public office or for
any public purpose.

(b) Copy of, o extract from, any register relating to births,
baptisms, namings. dedieations, marriages, divorees, deaths or
burials.

Norm—Tho expression “any registor relating to *** martirges in. thia elauen
ineludus rogisters celiting to the dizssolotion of marrisges,  (Government of Tnilia
Order ng, 2800-Exe, dated ghe Sth May 1807, fo the Governments of Tustorn

Beanpgal ano -'\J'f_-r'mm. roecived with “Bangal Government Orderno IITEE.R, deted
the 2200 May 1HT-)

299, Particulars to be recorded on the back of the copy.—When
a copy of a judgment, decree, sentence, or order is granted, the
following particulars must invariably be recorded on the back of
the copy itself and in the form given below for the imformation
of an Appellate Court (section 12, Act XI of 1908, the Indian
Limitation Act) :—
Tate af annlication for the eon:

ConreoTioy Sue xo. 20
Rule 299, page 85—
Insart the folluwing sub-paragraph  below the rulg i —

«[n the caso of a gopy of a jndgwment, decree or order, the date,
axeapting Lha dats of miking ovar tha copy of the applieant shall nlso be
pxprossed 1o words, Each date cn which extea folios are to be notified
and eich date on which they are delivered shall ulso be regorded"’,

(Qarrection slip no, 20, dated the tth April 1966).
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(vid) Copics: of all doouments fornished under ‘the orders of oy Courl or
Mogistrate, to ony Government Advocate or Pleader or other person
spocially empowered o Ghat  behalf For the purposs of conducting sny
trigl or fvestigition on the part of the Government before any Crimvinal
Conrt; ¥

{1} Coples of oll documents which any such Advoesle, Pleader or other

person is roquired to take in conneotion with any sich trial or investi-
gation for tho use of any Court of Magistrote, or may congider] nocessary

for the purpose of advising the Government in | connection with ooy |

ariminsl procecdings ;

{fx) Copies of judgments or depositions required by officers of | the Police
Department in the eourse of their duties.

{d) The fees ehorgesblo on certified copies of entries in record -of rights furnished
in-aveordanos with gny mules forthe t'me  being fn foree opder the® Bilier Tinancy
Acty, VITL of 1885, and the Chote Nagpur Tenaney Act [Bengal Act VI of 1008)
after the fing pablication ol dfuch record-ofrights under section 103A(2) and 83(2)
of thess Ants, have boon remitted,

(2) Tho fees shinrgesble on eopies 'of documents fornished by o Dstrict Magisirata
to o pleader appointed By the Court to defend s pauper acoused of murder havo
been  rarmattad.

(f) 'l'jm gourt-foes in  oxcess of (.50 nl'. chargeable on certifiéd  copics” of
entries in record-ofirights of ‘a willage or & portion therenf, mainthined under the
Bibar Tensney Act (VIIT of 1886), and the Choba Nogpur Teneney Act, VI of 1008
have besn reduced to the sum of .50 0P <

[The sbove order rolated to copies: pranted aubsoquently to the free distribution

of copies of record-of-rights.]

() The foes chargeablo on copies of decroea of Civil or Revenue Coorte situsto
in the territories of His Highness the Gaskwar of Baroda forwarded to any court
in Bilnr for execulion in porsuance of the provisions of seetion 44 of the Civil
Procedurs Code, 1008 (V of 1008}

2. Undor section 61 of the Land Acguiaition Aet (I of 188M) any person olaim?
ing under an award or agrestent made ander that Act I8 entitled free of cost
to ono curtificd copy of B0 much of the award or agrecment as concerns himeclf,

8. Undor wootion 34(2) of tha Cess Aot (Bengul Act IX of 1880) the Board
of Rovenus has directed that—

(¢} copiea: of g0 much of the saluation roll and of the returns sz relafo to
the lands included within the applicent's estate, tenpre or holding may
b given to him on’ pasmoent of the eopying fees only.

{7} on application, which may be in pliin paper, from the superior holder
in whose esbite or fenurs the tent-free land bas bean incloded under
sontion 71, copivs of raturng (without boundasries) filed by the rent-fooe
lungl-holdor should be given on the printed form frea of cost,

4. Caertifind copies of the sohednlea prepared for cases. of commutation of prodoce-
rents  to edshaents shoald  benr Ccourt-loes: stamps ealonlated  socording o
Artiole 6 of Scheduls. I of Act VII of 1870 (Court-foes . Act), the caleulition
being - based on the cash-rent fixed in ench esss; epm., iF 25 cases wers trisd
togothor, ‘and the cash-renta fixed pre all below Ba. 60, the wehia of the oonrdg.
for. wtamps would be Re. 026 nP. 5 agein’ ifan applisstion iz made for copies of 4
out of 23 onbries in o echeduls and the commuted oash-ronts in thess four ensoa
bo Ha. 1§, Ri. 18, Hao 60 and Bs. 13, teapeotively, the valoe of the' sourt-fees
ptomps leviable wonld be Ba. L0 nP. anly (0040 nP, - 0-40 0P, +0.75 nP. - 040-nP:).

H. Artiole- 9 of Schedula I of the Court-foes: Act refers: to sxemmtive orders orp
b judivial orders i which oo monéetary valno g nsassanble eoeh o8 thosa andee
pection 85, 10, 81 or 113{6) of Act W, B, G, of 1807 (Matntes Pactition Ant)y.
If an order 3 of a judicizl npatore anl & valur oan be asssszad-itshiuld bo 8o
piesesged, and the coorl-fes  regolated by Article 6 or 7 of thet schedule,

g J—
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v300. Use of printed forms.—Whenever copies are required of
any portion of the registers and forms enumerated in the Hst below,
they should be made on printed forms.

Collectors should allow for the requircments under this rulein
preparing their indents for these forme. In doing so it should be
remembered that if forme run shert the public will either have to
wait for their copies or pay the greater cost of copies to beé made
entirely by hand :—

(1) Settlement khatians.
(2) Waorking khatians.
{3) Settlement khasras.
(4) Settloment khewats,
(8) Settlement village notes..
(6) Terij in settlements under the Bihar Tenancy Act.
(7) Bhuinhari register and map under Bengal Act II of 1860,
(8) Forms of kabuliyats.
(9) Forms of pattas.
{10) Loeal cess revaluation rolls under section 35 of the Cess Act.

(11) Local cess valuation statements under section 34 of the
Cess Act.

(12) Local cess form  of return prescribed by section 14 of
the Cozs Act,

(13) Land Registration Registers A, Part I, and D, Parts I
and 1T,

(14) Application for mutation of names.

(15) Decree and kaifiat in land registration eases. -

(16) Board’s miscellaneous forms of rubakari and intimation slip.

(17) Land revenue and cess tauzi ledgers.

(18) Sale proclamations.

(19) Form B—Agreement under the Land Tmprovement Loans
Agt,

(20) Forms ol certificates. *3

{21) All kinds of chalans.

22) Register IT—Ledger of each raiyat in & khasmahal,

(23) Land acquisition awards. 4

{24) Partition statements,

(25) Khasras, khatians and khewats prepared under the Partition
Avt.
(26) Rent suit faisalas.
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801, Procedure for using printed form.—The forms enumerated
in ruls 300 will be supplied by the office, and the charge for each
form used for copies will be 0.10 nP. execept in the case of the
forms of Settlement khewats and khatians, the price of which will
be 0.02 nP. per copy, subject to & minimum of 0.10 nP., what-
ever be the number of forms taken, and to the reckoning of
incomplete fractions of 0.10 nP. as 0,10 nP, which will be paid
by a ecourt-fee stamp on the application for the copy. Thus the
forms need not be treated as saleagble forms, and no further aceount
need be kept of them than is kept at present. Copies of obsolete
forms are to be given on folios, as in the case of ordinary copies.
A label or slip may he preparved which ‘will show the number of
printed words for every form mentioned in rule 300, in order
to save the trouble of counting the words for the purpose of as-
certaining fees for nuthentication on every oceasion,

(@) Copying fee will be charged only for such part of the copy
as is written by hand or type-written, and will be realised by
court-fee stamps affixed to the applications.

(b) Court-fees for certified copies will be charged both for the
printed and written or typed words and will be affixed to the
copies.

(¢) If the copies are made on printed forms and the headings
of the columns are in two languages, the court-fee will be caleulated
on the number of words in one language only. If the forms are
printed on both sides and one side only is used for the copy,
the court-fee will be caleulated on the number of words on one
side unly of the form,

302. Cancellation of stamps for copying fees and payment of
remuneration to copyists.—All stamps, aftixed to the application
under tules 278 and 289, will be punched and entered
in the Court-fee Register according to rule as soon as filed; but
the stamps for authentication, topying fee and value of forms
will be punched and entered in the Court-fee Register as soon
as the copy is ready. In addition to the ordinary punching, stamps
for copying fees will be marked “cancelled” in the presence of the
Deputy Collector in charge, af the close of each month, and copy-
ists or typists will be paid two-thirds of the total value of these
stamps on bills, to which will be attached a certificate by the
Deputy Collector in the following form —

“Certified that the total amount realized by court-fee stamps
on account of copying fees during the month of i
Bs. and that stamps to this value have been
murked ‘cancelled” in my presence’,

9 Bd, of Rev.—7
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hide c.c .

—— e

CorgrcoTIoN SLI? No. 21
Rulo 303, page 58—

Delete the word t'certified” trom the headisg and the word *Aunthea-
ticated ' from the first santence,

{Corrastion slip no. 21, the dated 4th April 1966)

MALLUEHIV R LT L1 S LRI,

NorE —A aurchergs ut tha puts
undér this rule.

oF 055 6Py shull be 1evikd on the e prosecibod

304. Maps available to the public.—Among the maps of the old
surveys there are surveyor's village plans or revenue sSurvey
survey, thakbust and khasra  waps, and amongst  thosa of
recent. cadastral surveys there are village cadastral maps
consisting of one or mors field sheets. The yillage maps
of the recent eadsstral surveys dre in  fitwe to  bo
printed. and the rules for supply and sale to  the public
arc to  be found in rule’ 334 pages 142-145, Bihar Boaril’s
Miscellaneous Rules, 1958, Copies ar extracts of snch maps or
portions thereof may, however, be supplied to persons’ who
apply for the same, and Collectors are to ‘pucourage, in gvery
legitimate wuy, the widest distribution of copies of all kinds
among puarties interested.

maps, diara

305. Tracing eloth and copying fees for copies of maps, how
to be paid and accounted for.—Copies of maps of the old surveys
and those of new surveys when necessary should be supplied on
tracing cloth, of which two kinds arve supplied to the District Officors
viz., (i} bright, and (ii) dull black, in pieces of 24 vards long by
36 inches wide, and the quantity required of either kind is to b
supplied to applicants for copies of those maps at the rate fixed
by the Superintendent, Government Printing, Bihar, in his price
list for each year. The cost of the tracing cloth is to be paid for
in the same way as the copying fees laviable in respect of the
sapply of copies of these maps, namaly, in court-fes stamps.  The
amount of such stamps is to be noted in solumn 12 of the register
of applications for copies (Form 186, Appendix A},

~.808. Copies to be issued on prescribed stamp paper.—To protect
the interests of Government, care must be taken to see that all
copies issued from the office (except those referred to in rules 300
and 305 and those issued free of cost) are prepared on the pres-
tribed stamp paper. They must be written or typed on one = side
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of the sheol only, and must not contain more thau the authorized
number of words, On the other hand, care must be taken to see
that applicants are not imposed upon by the copyistsor typisis

spreading their writing or typing over a large number of sheets

than is necessary. By insisting on the number of lines in each
sheet or space being uniform, control may easily be exercised in
this matter, the number of words in a few of the lines in each
folio being carefully checked by the comparer. The record-keeper
and the Deputy Collector in charge should also from time to time
check at random. The business of a copyist and typist is (like
most other oceupations) one ealling for skill, and is greatly depen-
dent for its successful practice on experience. Copyists and typists,
therefore, must possess or acquire skill in their business, or they ought
not to be retained.

/307. Use of proper ink.—All copies, whether granted free of
cost or on payment, should be written lagibly with good ink.
The officer entrusted with the duty of examining a copy shall
be held responsible for the copy being written with broper ink.

C;'onnmrrmx Srip ¥o. 22

Rule 308, page 80—
cubstituts the following for the existing rule :—

«(artified copies must, a8 requited by :':m:tjml 76 of the Indisn
Evidence Act, bear st the ook af tha '.'.'cur:lF_-'{:erLi.hEd to be & true copy®
over the signature (not initiels) of the officer baving custody of the
ariginal who shall add his designation and the words * ﬁuﬂ:ﬂlrlﬂﬂd '|_‘,|.n-|jgr
gection 76, Act T of 18727, All (hesa w:cnrda_axurvpt. ;h-_- sigoature itealf
may be impressed by 4 stamp. The officer in guestion is the Record-
keaper, or the Subdivisonal Head Clerk, as the case may be'.

Ins rl the following rule as Bule 80sA, below the role 308 :—

w3084, Canc:llation 6 Stamps in copiee—The court or office
issuing copies, cerlificates or other almilnr_du:au:nenta linblae to stamp
.L““-,_L-_;.r.][ before izgeue caneel le. ]r:l.m}s nihixed to them by punching
out with a square punch, a porkion of the label in I'ﬁtll:h f ITETDEr 68
to romove neither the figare head nor that part Cf the label upon
which its value is expresscd As an additional  precautivn, the
cienature of the officer attesting the decument, wllth Lhr{ date should
hgwriueu across the label nnd upon the paper oo GsL-r}.':Er gide of it 4z is
fiequently doue by person siguing stamped [EEEE.HE The stamp ahall be
punched at the tiwo of attosting the documents”,

(Correction glip oo 22, dated the dth April 1u66)

Lde €. 5.
wli e i_'é_

vide ©.%
e~ 22,
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, should be ghown on the back of (i

il ; | e copy by means
& rubber stamp i theform given heloy @

s 1. Rs, uP.
. Cost. for—
: Application for COpips
' Searching fee
Hxtra fee o
Authentication fee e -
Number of —

[

Plain paper-—

Printed forms —

Tracing cloth—

Copying fee (number of
words),

Tatal
(In words) R,

np,

Ty i =

CereECTioN Sy Ko, 238

\nay Bule 310, page 90— S0

e (?) In the third line of rula 310 at page 83, Chapter VIIL, delefe the
words inside the bracket “whother certified or uncertifigd!,

N (1#) In the seveuth line, ingert the words vor Hindi in Devenngri
= Script” and a comma (;) alter the word “‘English" ang the words and

brackets (“except Hindi in Devnagri Seript") after the werds
“Vernacular',

(i) Delete the existing brackets before and after the words
“English’ and « Vernacalar”,

"~

CorrEOTION SLIr X0, 24
" Rule 311, page 90—

(#) In the 2nd live of the rule 311, defste the words “certified and
uncertified",

(i) In rule 311 (¢) in the tenth tina, S-'E-Eh‘i-'l."tf.& the followiong for
*“English" words *English o Hindi in Devanagri Seript'’,

' (Correction slip no. 24, dated the 4th Apil 1966.)
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(h) the same impressed stamped paper of 0.20 nP. with
an pdhesive stamp of 0.20 oP. affixed thereto
for copies of documents, containing from 1561 to 300
type-written words; and

(¢) the same impressed paper of 20 nP. with an adhesive
stamp of 40 nP. afiixed thereto for copies of
documents containing from 301 to 450 type-written
words. These sheets should be used for copies of
lengthy documents. For the concluding portion of
such documents the stamped paper (m). (b) or (¢) should be
nsed according to the number of weords remaining to
be typed. These charges, it will be seen, correspond
exactly with the charge for manuscript ies, viz.

20 nP. for folio of 150 Englisllﬁ"i% s,w)‘fﬁkcﬁ“' 2 i

sheets will be divided into three equal parts by blue

lines, each part being intended for 150 type-written

words. In the case of the charges (b) and (¢) above,
the adhesive stamps will be affixed across the per-
forated lines on the top of the sheet of the impressed
stamped paper.

Norei—A surcharge nt the rata of 16 WP, on the foe progoribed ander elanse
(a}, ot the rate of 20 nP. on the fee pregoribied in  olause (B} and b
tho mt&l. of 85 nP. sn the fee preseribed in olauss (g) of this rals shall
ba lavied.

312. Rate of cost for copying surveyor's village plans.—For
copies of the surveyor's village plans the ordinary rate is to be
one rupee per plan, but shonld the internal delineations be intricate
and the labour be enhanced in. proportion, the rate may be
increased at the diseretion of the Collector, within a bmit of two
rupees per plan.

MNoTE—A surcharge at the rata of 40 oP. shall | ordinarily ba levied oo the

fou presceibod wnder this pole. Tt ey be inoreased Wi tho dimeretion of: the
Colleetor up to TEnP. poer plan,

313. Differential rates of cost for copies of thakbust and
cadastral maps necessary.—Thakbust and cadastral maps require
to be copied by placing the tracing eloth over them, and marking
the salient pointz, and then ruling or tracing lines from point to
point. The thakbust maps show large chaks with their numbers
and in addition, at each angle of the boondary line, each station
is also numbered, but cadastral maps show only plots with their
numbers and boundaries, Owing to the eurves in the boundaries
it iz often difficult to distingaish one line from another, and it is,
therefore, necessary to preseribe differentizl rates. for coples ef
these two classes of maps,
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314. Rate of cost for copies of thakbust maps.—For copies of
thakbust maps each chal, tank, jhil, watercourse, well or garden
should he counted as four and each number {whether inside a
chak, being the ehal number, or at an angle on the boundary line,
being the station number) and each written word on the face of
the map or each tree should be counted as one vernacular word:

copying [fees should then be caleulated forthe whole under rule
310,

315. Rate of cost for copies of cadastral maps,—Far copies of
cadastral maps each plot, tank, jhil, watercourse, well or garden,
including its number, should bhe connted as five vernacular words,
hut where no separate number is given to any of the above,
Lite plots should be counted ax equivalent to four vemaoular words:
eich written word on the face of the maps should also be added
as one vernacular word, and copying fees for the whole should then
he caleulated under rule $10,

316. Rate for ruling lines in copies of register.—The rate for
ruling lines in any register should be caleulated at one vernacular
word for each line, each line being taken the whole length or
breadth of the page or sheet,

317. Exceptional cases.—In the case of other maps and plans
no general rule ¢an be laid down. In  each case a charge will
have to be fixed with reference to the difficulty or intricacy of the
work done and to the eost of tracing cloth. In such cases the
cost to be charged should be fixed by the Deputy Collector in
charge personally.

318. Copying fees for jamabandis, measurement papers, etc.—In
the case of documents, sueh as jamabandis, measurement papers,
order-sheets, sccounts and others, which are not written eontinn-
ously like a deposition, or which are not written right across the
page every endeavour shounld be made to write as many as 150
English words or 300 vernacular words on each folio.

Nore—A soreharge it the rate preseribed in the notss below rules 310 and 911
nhova shall also ba levied,

319. Plain cartridge paper to be pasted.—If it is found im-
possible to de this on each folio withont distorting the form of
the original document; as many additional sheets of plain cartridge
paper as may be necessary (to be provided by the applicant for
the copy) should be pasted on below, or at the side of the first
sheet.

320. Additional charge to be levied.—In consideration of the
additional time and trouble involved in eopying documents of
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the nature deseribed above, an additonal charge may be levied
from the applicants sceording to the Tollowing geale +—In all
cases requiring more than three folics, one additional folio may be
taken for every four folios, thatis to say, one additional folio
may be taken in cases requiring four to seven folios; two additional
folios, in cases requiring eight to eleven folios, and so on. No
additional charge should be levied in ecases which require, from
one to three folios.

Norm—A sureharge at the rate presoribed fnthe totes holow rules 310and 31l
above shall nlsg be devisd.

V.—Rules for copyists, tyuiﬂts and cOmparers.

294, Collector is to license copyists or typists.—The Collector
is to liconse as many copyists or typists as can ordinarily supply
all applicants with copies within the pevied specified by these rules,
and no one but a licensed copyist or licénsed typist shall be
employed in the preparation of copies. Typists providing their
own type-writing machines should be given the preference over
others” when fresh appointments are made. But when the copies
applied for sre few or not sufficient to induce an outzider to take
a license for the work, snd the work gemerally is light, the
Collector may employ an officer of the fixed establishment to do
the copying work if he ean do it without defriment to his: other
duties. Care must be tuken that copies which are puaid for are
made only by licenzed copyists or typists, or m the ecase last
mentioned, By an officer of the fixed establishment.

821A. Commissioner’s office.—('c mmissicners are at likerty, if the
demand for copies from their records makes the arrangement:
advisable, to appoint a licensed copyist or licensed typist for
thpir preparation. :

399 Relationship of copyists or typists to the clerks.—livery
candidate for employment as & copyist or typist in the office of &
Commissioner or District Officer should be required to state
whether he i related to any of the ministerial or other officers
in that office. Any incorrect or incomplete statement will render
him liable to summary dismissal, if appointed in due course.
Relationship to any such officars does not digqualify a candidate,
but there must be no concealment of the truth.

323. Number of copyists and typists.—The number of copyists
and typists licensed should, as far as possible, not be greater than
will admit. in ordinary eirenmetances. of each copyist, who cannot
make copies in English properly and has to be employed solely on
vernacular copies, earning at least Rs. 50 per month, of each
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English copyist earning at least Rs. 68.75 nP, per month, and of
each typist who provides his own type-writing machine at least
Rs. 100 per month. Ordinarily, no person should in future be
appointed a copyist unless he can copy both English and vernacular
efficiently. The monthly detailed bill of remuneration of copyists
and typists will show the Collector af a glance the amount earmed
by each copyist or typist and will enable him to regulate the
establishment and to take measures, il necessary, for the reduction
of the number of copyists. The number should ke =o reduced as
to bring theearnings of eachat least vp to the prescribed minimum.

324. Payment of remuneration {o eppyisis and typists when
employed on work for Government.—When it is necessary io
employ copyists and typists on work for Government, they shall
be paid at the same rate as for work done for private parties :

Provided that when one or more copies are prepared simul-
taneously by carbon paper process and ome of such copies is
prepared for Government and the other or others for private
individuals, the copyist shall not be entitled to remuneration
for such a eopy. Provided also, hiwever, that the paper for
the copy and al=o the carbon paper shall be supplied by Govern-
ment.

S24A. Preparation and payment of bills of remuneration to
copyisis or typists employed in the preparation of Crown hriefs.—A
register in form no. 17A given in Appendix A will be maiutaiied
by the record-keeper or the subdivisional head elerk, ns the ease
may be, in which the requisition for a brief by the trying court
will be entered forthwith on receipt. The particulars of the brief
and the name of the copyist or the typist deputed for the purpose
will also be entered in this register. After preparing the brief the
copyist or the typist concerned will make it over to the head
comparing clerk for check and note in the register. The brief
together with the eniries in register will be dfinally checked and
attested by the record-keeper or the subdivisional head clerk, as
the ease may be. At the end of each month the order to the
requisitioning authority together with the regicter and the bill for
remuneration of ecopyists will be put up to the Deputy Caollector
in charge of the copying department after the bill has been duly
checked by the record-keeper or the subdivisional head clerk, as
the case may be. After fully satisfying himsell the Deputy Collee-
tor in charge will sign the bill and caneel the order of the
requisitioning autherity, The bill will then Le sent to the Nazir
or Treasurer for encashment and payment to the ecopyists or
the typists concerned whese aquittance should also be taken in
the register,
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325. To equalize earnings for eopyists and typists a”list is to be
n}alntamed.—_fhe officer in charge of the copying department
shall keep a list of all copyists employed under the District Officer
i the following form —

List of copyists and typists showing total remuneration drawn by
each, montlh by month, whether in revenue, eriminal or eivil

1ot k.
_'EI 1 Total Earning. i&
) 3
S TE T Talal el |
EelF3 | s lell s Bl S Elg 9|5 |22
2B I 0 ol S S o 2 £| 8
; = s ] = & b a L I =l A

l ] [ l | ' | /

From this list, which must be filled up carefully each month,
the officer in charge will perceive what copyists and typists are
recciving an eXcessive share of the remumerative work, or are not
doing a sufficient amount of work, and will take steps to eéqualize
sarnings or to dispense with the services of thiose ‘convists and

UormrectloN Buip Xo, 35
Rule 326, pagn 96—
Substitute the following for the existing rule 326 at page 95 :—

«Qne-half of the charge of thirty-five paise including surcharge cof
fifteen paise per folio levied by means of the impressed and adhesive
stamps, represents the payment to Government on sccount of the salary
of examiners, cost of papers, ete,, the remaining half will represent the
earnings of the copyists or typists whose accounts will be made vp
monthly and the amount due to each paid out of the grant for
wallowances'’. These payments must be checked with the upper part of
each stamp, which when the copy is ready must be torn off each sheet
along the perforated line and then endorsed with the copyists or typists’
name and kept till the end of the month. Care must be taken to see
that nothing in excess of hall the smount realised in stamps is paid

away'’
(Correction glip no. 25, dated the 4th April 1966.)

e 5%

e T S
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- 827, Payments from additional fee.—Out of the additional
fee levied under rule 320, one-third will be eredited to Govern-
ment and two-thirds will be paid to copyists or typists; all other
fees, e.g., the expedition fees levied under tule 203, are to be
eredited entitely to Gavernment.

328. Remuneration of copyisis for copying maps and what
materials they are to supply.—Two-thirds of the copying fees of
mips, after deducting from the total the cost of tracing cloth, are
to be paid to the copyists out of the grant for “Allowances’
under rule 326, For the copying of these maps ink only is to be
supplied to the copyists from the Colleotor’s office. but the other
materials, snch as paints, peneils, brushes, ete:, which may be
required, arve to be supplied by the copyists themselves, and no
charge for these articles is to be levied from private parties.

329. Register of earning ol eopyists or iypists.—A register of
earnings of copyists or typists should be maintained in Form no.
17 given in Appendix A. The register must be checked weekly
by the comparing clerk and monthly by the Deputy Collector in
charge of the copying department. The fact that such check has
been made should be duly noted from time to time in the register,
thenote being signed and dated by the checking officer.

380. Stamped slips to be burnt.—To prevent the rick of stamped
slips. being used more than once, the officer passing & copyists’
or typists’ account will, after checking it a8 directed, tear the

= y e T T A
CorrEcrioy Spip no. 28
Rule 381, Page 96—

; Delete the words in the 2und line of the redle  “Whathaer certified
or aucertified”,

(Correction slip no, 28, dated the 4th April 196, )

District Officers are authorizéd to employ 1 e omees unues
their control, without reference to higher authority, additional
temporary comparing clerks on Rs. 50 a month each, provided
that they will deaw the time-seale of pay of Rs. 50—2—70—E.B.
—2—80 each a month where they arelikely to be entertained for
more than a year. If, however, it is preferred to entrust the
actual duties of the temporary post to a clerk of the permanent
establishment the District Officers are suthorised to ereate a
temporary post on the old or the new geale of pay, as the cass
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may be, for the elerk concerned and to allow him to draw on
that scale the pay he would from time to time have drawn on
the same zcale in his substantive post provided that, if the post
of the clerk so deputed is filled by outside recruitment, the pay
of such recruit must be limited to Rs. 50, but where the post is
likely to exist for more than a year he will draw the time-scale of
pay of Rs. 50—2—70—E.B.—2—90.

One comparing clerk should be entertained when the surplus
annual net receipts derived from copying fees amount 10 Ra, 720
a second comparing clerk when the surplus reaches Rs. 1050
(720-4-360), a third when it rises to Bs. 2,160, a fourth when it
comes up to Rs. 2,880, and so on, an additional clerk beyond the
third being entertained for each additional whole sum of Rs. T2,
From the surplus annual net Teceipts from copying fees should be
deducte® the amounts caleulated according to the above scale
for the number of comparing clerks who have been merged in the
senersl permanent establishment. If there is a balance of such
sueplus receipts then remaining, additional temporary comparing
clerks may be appointed for that halance in aceordance with the
seale laid down above. This permission is, however, subject to the
eonditions that—

{a) when the surplus receipts from copying fees fall short
of the requisite standard, steps should be taken for
the discharge of the temporary comparing clerks, and

(1) the reduction of permanent clerks should only be effected
by abzorption.

The salaries of these clerks should be drawn on separate bills
under subsidiary rule 35, page 287 of the Bihar and Orissa
Aceount Code, 1926, supported, in the case of the first hill of
cach year for each temporary appointment, by & certificate from
the officer making the appointment that the conditions stated
above have been fulfilled.

NoTe,—No probationsr should he appointed as o bemporary compiring elerk.

VI.—Miscellaneous Bules.

332. Copies of public documents when to be withheld.—Copies
of public documents which applicants may have a right to inspect
are never to be withheld from them even though they may be
used as evidence against the Government; but copies, whether
certified or not, of written arguments, discussions, or opinions af
public officers written previously to a decision, as they can be no
legal evidence, and as no one has a right to inspect them, &re
not to be given.
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OoREECTION Siie no, 46
Rule 332, Page 97—

Insert the following afiér the lnst paragraph of the existivg rule
332 —

“A party bo a case who hes appeared in such case iz entitled at
every stage, befare or after the finsl terminstion of the casa, to obtain
copies of the records of the easo including exhibits which have been pub
i1t and finally nccepted by the vourt as evidance.

A stranger to the case may, aftes the finsl termination of the casa,
obtain as of course, copies of complaints, written statements, aifidavits
and petitions filed in the case and may, for suflicient reasens to be shown
to the satisfaction of the coart, obtain copies of any such documents
before the final termination of the case.

A stranger to the onso may also obloin, a5 of course copies of jud-
gemonts or orders at auy Ltime after they have heen passed or mada,

A siranger to thecase has no right to obtain copies or private
documents except with Lhe consent of the person by whom they
were produced or his successor in interest. He may obtain copies of
othor documents in which he has an interest including deposition for
bonafide use in the courts and case maps ab any time after they have
been proved as completed.

When an application is made for the ropy of ony document in o
langusge or charneter with which nome in the copying Establishment is
acquainted, arrangement should, if poseible, be made for a copy to he
made thereof and eompared with the original by such person accquainted
with aforesaid language or character, sa may ba forth-coming and in the
discretion of the Deputy Collector Incharge, Record Room may be relied
upon the purpose,

Note. —The expression ‘Case’ used in the nbove role moeaps and
includes any proceeding befora Criminal or & Revenue Conrt,”

( Oorrection slip no. 26, dated the 4th April 1966 )

BUCD CopMes are oo Ve MATS On PIATHR - paper by the salaried es-
tahlishment,

ES;E& Copies ‘;e'-'i,uired hyl public officer.—No fees are to he de.
manced or pad for searching for or copying o s )
required by public officers for pubjjﬁ'lmrpqgmf II;P;EF ﬂhP‘?‘P_‘-'r?‘

the coples ate ta be made on plain paper by the salaried cstabir:
mert. )

Nores—(1) Loeal hodies and mnagers under the " g e
be teeated as publio officars for thi Purpescs of this ,..:i":im of Wards are not to

(2} In cassa: other than summons: cises fn which e : iblad
to & copy of the judgriont frea of cost under sootion sﬂ{ﬁmur ﬂ:m
Procedure: Code, the copy should crdinarily be mads by the bench clerk; but
when the Subdiyisionel Magistrate considers. thet it ts n) possible for the benel

R—

ey Wy o,

e
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o Paid st the same rte and o tho same
manner a8 thoss ompl under rals 824, Tho cost is dobitabin’ to *27-Adminis.
bration of  Justiee—Criminal Courta—Ganeral Eatablishment—Contingenries, non-
voniract—eopying fees for ohtainng eopiss of dosumenia™ (Governument of Biho anil
Obrvissa, -Judicial Department no, LI63-—Bt.-120.20. 7 R., datel the 24th June 1830
m Bonrd's Bls o, 12—2% of 1930).

{3) Applieations for copies of judgment ap ordiord OF aequittal or digchnrge
ih Polige (mses mada by the prosseuting officers voncerned shall bhe trented s
utgent.. The ssme procedure &5 In Note 2 nhova shall

b followed in izsauing copies,

337. Inspection of records.—Nothing in these mules is to be held
as interfering with the inspeetion by parties or their authorised
agents of the records of pending eases which they may have a
right to inspect; but this nyust be done under such safegnards as
the gazetted officer (ineluding Sub-Deputy Collector) on whose
file they are, or the Collector may think necessary against the
removal or alteration of decuments and the publication of pri-
vileged communieations,

338. Vernacular rules.—Copies. of these rules in the: vernacular
are to be eonspicuously exhibited in district offices.

339, The rules in this section apply also to all offices syb-
ordinate to the Board mutatis mulandis,
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BECORD-ROGM REGISTERS.
FORM NO. 1.
(See rule 143.)
Shelf Register 41 of Records.
Tanzi no, Name of estate.
Room no. Rack no. sShelt no. Compartment no.

L. Serial number of entry.

2. Date of filing.

3. Details of record filed.

4. Nature of case.

p. Clags of paper.

6. Remarks. (Destrustion to benoted here.)

Nore 1. —Estites will o posted in toasi namber serial order and the setite
bundlo will bo arcanged o tho seme order. In eolumn 4 ths neture: of the cass
will bo ontored, &e.. partition, settlamont, efe, The rerascks colimn shonld show
when any papers e destroyed,

Norr 2.—In disteicte, whers fent suits aee tried by Depuiy Collectors, the
records can be sent mopthly to (he rocord-room with duplicote lists in High
Court, Miscollaneoiny Form' 20(R).  The record-kesper's copy of the lsts will be  bound
yearly a5 in the csse of Criminal vecords, and will tele the place of Registor 41,

FORM NO. 2.
(See rule 144)

Register 414 of records of cases not conneoled with any estate,

. Class of cases.

. Berial number.

. Names of parties.

. Date of decision.

. Number of files.

. Clagsification (A or B).

. Date of depositing in the record-room.

8. Signature of the amla depositing the records.

9. Date of receipt by the record-keeper, with his signature.

10. Press,

11. Rack.

12, Bhelf.

13. Number of bundles.

14 Due date of destruction.

15. Actual date of destruction, with the signature of the record-
keeper.

16. Remarks.

b= 0 == W] LR

—y—
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FORM NO. 3.
;Séie ;ule' F45.)

No. 41 8. —Register showing the receipt und disposal of records by
the recopd-lkeeper, '

ToTAL NTUMBERL OF—
Date | Courlor | Class  Yenrand — Date when
of | Depart-| of | menth | Cess | Monthly | Other | registered Ta-
roselpt] ment | oasess | when  'recopds| bundles | peededa anel marles,
. from dizpoeed i ernElstie shelvod,
{  which of by tha of singla.
recatyved, Court o’ doion-
Depart- rents.
memt, |
—_— e
] 2 3 O b e 6 7
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FORM NO. 4.
(See rule 180.)
Biegister 410 of veceipt and disposil of revenue records.
1. Serial number in this register.
2. Deseription of cases.
3. Number of case and year.
4. Names of parties.
5. Date of final disposal.
6. Number of files.
7. Where record is placed.
8. Date of receipt by record-keeper.
9. Date of deposit by record-keeper after examination.
10, Date of trausfer to sadr with record-keeper’s initials.
11. Remarks (note number and date of the letter acknowledging
receipt of records).

Colomn 2—Wheare renl suifs gr

other oatos relnting to ostatia aro soncorned, tha
mambier

oF estaies and thy dumo of the Parguuas ghiould ba etotail hers.

FORM NO. 5.
(See rule 149.)

Register 410 of records (English and vernucular) sent out from the
record-roon.

Deseription of | Signature of l Risanxs:
Sorinl Court or recond, includ- | person to whom | Datsof veturn (Here enitor tulid®
numi- | Department ing colleation | the record o | and signotupe ol mite all
her. | otc., by which and filn mide over with of reoord- other muttem
the roeord ta | number or tavzi] date, IF sent, by kesper, which coneorn
sequired., or register B | pogt; this nom- tho record
number, | ber mnd dato of between tho
| the forwanding date i oolo-
| e orsndum. mis4 negd 5.3
1 2 3 | 4. 5 6
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FORM NO. 6.
(See  rule 155.)

General vegister 42 of Survey records.
- Serial number of press.
. Number of shelf or compartment.
- Number and name of vi’lluge.
. Number of bundle.
. Village plans.
. Boundary cases,
. Bemarks.

S 22 BD =

-

=1

FORM NO. 7.
(See rule 114.)
Register 57 of all vegisters to be preserved permanently.
- Department to which the register refers.
. Serial number of entry.
Name and number of register.
- Period to which each register refers.
Number of volumes.
- Number of entries in each volume.
Date on which gent to record-room.
Date of receipt by record-keeper and his signature.
Press.
10. Rack.
11, Shelf.
12, Remarks.

I':furﬂ.—l':nlumna 8t0 12 are by bafillad up by the recor 1-keoworin Lhe record-
Ty

C:":ﬂ*-l-::."-‘lhh-‘u}t\:"-

FORM NO. 8.
(See rule 114.)
tegister 5TA of all registers which are to be preserved SJor more than
three years but not permanently.
Nore—Col isaragisters nronot enterad hore,
1. Department to which the register refers.
2. Berial number of entry.
3. Name and number of register.
4. Period to which each register referes.
5. Number of volume.
i. Press, rack, shelf,
. Date on which gent to record-room.
. Date of receipt by record-keeper and his signature,
0, Year when to be destroyed.
10, Initial of officer sanctioning destruction and date.
9 Bd. of Rev.—8
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FORM NO. 10-A.
Ixpex
(See rule 8.)

Index of important letters, civeulars, ele., veceived{issued yelating to
Sclemed and other important matlers whose progress has to be

walehed,
Recaipt
Serial no, of thr——Register, Volume T, Suhjeet.
Laana

|

T |
QORBROTION SBLIP No, 29,
The 22nd August, 1966.

Page 108 —

Ingert the following ss & new entry (Form 10-B) below Form no,
10-A at page 106 of the Bihar Records Manual, 1960:—

Form Neo, 10-E.
Deapatch  Register

(To be preserved for two years).

Berlal Dats. Addressad, Deseription of Value of Bemarks.
no. letters or papers. | ptamp used.
) I
1 ' i ] ,! 4 ] [
! [

[ [
SR

(Correction Slip no, 29, deted the 22nd August, 1968.)

Frice—2 Paira
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I FORM No. 11

(See rule 8.)

No. 62—TIndex Register of English corvespondence, gear 19 .

Number |

Wumbor and title of file Rerinrke,
of collpetion, within | File aubjeot. {¥ea rule 70.)
golloction.
1 2 | 3 4

B —Curn should bs token to leave ample room under esch collection 1o
admit of entering any probable mumber of Hies es formed,

{All correspondence which begins with the year will be entered ol once in his
vegister ps soon ne it is begon, When, on the trunefor of the records of any
yvear to the record-ooom, any correepondence iz detained among the currenl records
hecause it s atill ponding, such correspondence will aiso bo entred in the register
or tho new year under a new number under rule 64, The registor will Lo divided
into parts corrégponding with the departmenis into which the. correspondence of
the offive is elnssifled.)
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FORM No. 12.
(Not to be printed but to be kept in manuscript,)
(See rule 251.)

Register no. 77 of books, reports, returns, efe., veceived in the Library.

|
Libirary number,
Serial Dhettan Title | Number| From How — Romarks,
no. of af of whom  |disposed
ireceipt, book. | copies, [received. of- Heud, |Number,
1 2 b | el { i L] 7 & 9
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FORM No. 13.
(Nob to be printed, but kept in manuseript.)
(See Tule 261.)
Register 78.—Bools, Reports, Returns, tle., issued from the Library.

1. Month.

2. Date:

3. Title of book.

4. Number of copies.

5. Officer to whom lent and his signature.

6. Number and date of cach reminder issued.,
7. Date of return.

%, Bemarks.

FORM No. 14.
(Not to be printed, but kept in manuseript.)
(See rule 247.)

Catalogue of books in the Library.

Group no, \ Title of group.
Title of book \ Mumber Numbor oF | l
nnd of popies in Almirih or | Shelf no.
sorinl number yolumod. Librnry. | rack no.
in group. |
._ | |
I | '
1 ] 3 ] | b

| |
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FORM No. 16.

{(See rule 276.)

Register no. 170 of applications for copies.

(To be maintained in all Revenue offices and to be presorved for two years.)
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FORM No. 17A.

(See rule 324A.)
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RECORD-ROOM FORMS.
FORM No. 20.
(See rule 129),

Order-sheet, dated from to

District No. af 19

Nature gf the ase,

Serinl number Note of actiog
and dste of Order and signature of ofioer. takon on
order, ordap,
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FORM No. 21.
(See rale G1.)
Fi}’—hra-l'. 19
1sp PAgE. |
Ofhice departnent
Collection no. FiLe -No. oF 4
Serial nos, to
File subject—
| Lettars, eic, from whom
Herial o, | received or Lo whom | Number, [hatn. Class of | Hemarks.
in file. | izaued. 4 paper,
s T e SRR RS S e S
| |
i 2 o ! 4 | il ik
5 | | |
|
| ==t
1
| 4 | |
28D PAGE.|
—_ ! —
I |
| Tatters; eto, from whom |
Sarinl no, received o towhom N umeer, Dt Clisss - of Hemurkn,
o file. | ismned, | PR,
l e === e I o |
| ki
] | a | H a4 5 L
i e Lo ot K e RO ST N e
| | 1
| | |
| | | |
- . i i
| |
: | | i i
——
SRD PAGE.] Braxg.

it PAGE.] Heference to previous files of correspondence,

L]

¥ Bd of Bew.
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FORM No. 22,
(e rule 114.)

Saniple ‘of labels Lo vegisters in Register no. 57.

Name-—19A: Bales of Khasmahil tenires nnder
section 11, Aet VII(B.C.) of
FS68, vead with Aet XT of
18580,

Preserihed by —Appendix D, Page 216 of the
Sale Law Manual 1036,

Ta be preserved- -FPermanently,

FORM No. 23.
[See rale 114),

Samples of Inbels to register wo. 574,

—

Name—17. Notices of deposit,
Preseribed by—Section 61 of Act VIIT of 185845,

, To be preserved—For 4 years.
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FORM No. 24.

fsee rle G4.)

Hemguat slip woty for English correspandecs,

The paper marked-—

((File Seilul Mmoo oo

]2 2 Collection: Noi.«za: ssasi of

Li"‘ile N

Has heéen removed to—

B e e

D e e e R

riColeckion Mo T vt i obENear = IR
“F
zLI*"rlt' No.
B30t 73 i T B R e
|
0OF
3 Fide Borister 81, Mo, .on e, I
e
N,
l Register 4113 ., s -
Year
REMARES.
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FORM No. 25.
(See eile 148

Removal slip wole for rvecords other thin English corvespondence,

The papers marked— Has besn removed to-
(Parpnnn. o flase Mo iovaon.:
i |
i. 4 Tauxi No, B ERR b T R AR
| No,
[ Basta: No....ovv.. vl | Register 41D, ...
Vear.

L Any other record (to be specified in detail below) :

FORM No. 26.
(Nea rrle 126.)

Combined title-page and fly-leaf.

197 PAGHE.]
DEPARTMENT. s o v e s
Case No. of year of Register No.
Eatate Pargany Tauzi no.
Opposite party
Patitionar
Undar Act of the year
Date of Decision. Date of receipt in Record-voom.
— r - t ! -
Farial | Daesaription of Date aof | No. of Vil :a_i'i Clonas of | Rrmarks.
B, pADaL, filing, shaete; AlAmps. paper. |
1l e ! 3l o NIRE |H_45_-_= ED
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2ND PAGE.]
, -
Tié lia
Burinl Theseriplion of uite of | Mool | Value of | Class of - [Hamiidos
no, e, filing: sheats, | ztnmpss | | papor. [
At | —— — _—_I_ -— — T — 2 — —— - - m—
| '.::' | fir + i | I 1
{ —
—_— ] |
I | 'I |
i |
- | |
1 = 1
| |
| |
1
|
|
| |
'|
i
|
| 1
|
i |
| | |
| | | |

L ! ¥ [ Tobal wollie of sUPL .- 000 e

\ ’ i
Sevinl numbor  of  paperes | |
in e file. |

EHps=ification
Canpraneil and found corveet.

Hrvard-Leeire.
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FORM No. 29.
(See rule 69.)
Printed slip for pending files.

v e s chdeses oo Dopartment.

Subject |,

FHe D00 | aets
This file is ponding and carvied over to, . ..
New file noi...... T P | 2
FORM No. 30.

(See rula 82.)
Contents of packet.

Dapartmenti ., ...... e (PRI sk s T R

Collection Mo, ...un... ; 1 8 T R e B
W R e et s n ol o e
Nﬂh ...... TR R uy e CRC R T R T

I3 papers fo be destroyed in 19 ..,

Here mote in poneil the filés removed for referonee with thie date of remanynl,

Bub ond when petarmed,

FROM No. 31.
(See rale 78.)
Stip to be puasted on the flap of a file board.

Name of Department .......

Colleetion number. . ... I e T e T i L S .
File numbar . ..... AT T i T To e o e R Sl T
Bubjech .uveionaonns P A S e i R S e e
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FORM No. 32,
[See rule 228(A)(2).]
Notice to take back private documents.

Notice is hereby given to the parties who filed the documents
shown in the list below that they will be destroyed unless they are
applied for and taken away within one month from the date of
this notice :—

J ki =
|

Number and dite of Nome of the party from Mature af
Iotter witli wliich whom the letter was tlissmsn s, Hemarks.
filiul, | v ivaal,
1 | 2 & 4
|
FORM No. 33.
i

[See rule 228(B)(2),]
Natice to take back documenis contained in vernacular recopds.
Notice is hereby given to the parties who filed the documents

shown in the list below that they will be destroyed unless they are
applied for and taken away within one month from the date of

this notice : — .
| ;
lage Notuave af Namiéa of Nature of s | Nanes afper- | ltemurks,
niiarmbaege. CRA, [rierties, rhk-l,arqe-_ur;., song filing.
I | - | 4 ] 3 [
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TOUTINE

EORMS

FORM No. 34

(To be kept in office of veceipt.)

0.
Frios

THE O . SISSIONER OF
DIVISION:

To
THE C W LLECEOYR/DE PUTY
COMMISSL YNER OF

Tt the 14

Overbpuk BETons,
or the ending 14
Beturn no.
Pepsonnd Assisfient o emanissiomner,

NoB-—=The offies reesiving this romin-
ther shoubil note hove the date on which
thoe retoen hise been presmi=er,

T'o be printed on ved paper.

(To bo reburned Lo isaning ofice.)

No.
Froy

THE COLLECTOR/DEPUTY
COMMISSIONER OF

fi‘.,.
THE COMMISSRIONTR OF
DIVISION
Fraterd the 14
|':]‘]l'l']|"|'l'i|l AN NOTED,

Chwverniy. RETORy N,

will ha subimitted by 10

elleator.

Dty Comnmtesivner.
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FORM No. 35.

To be printed on red  paper.
(M be kept in office of receipt.) (To be returned to issuing office.)
LRy N BEEMINDER.

Na:
M, ;

Friom

Froa :
THE
Trax

T

T
T
Tur
Dtdeeed . the T s
fheated athe 14

Your no. . dated 19

SR,
; oo divected [have the honoon SUBTECT —
to drpw vonr very carly attention to
thizs affice no. of the
anil to réquest to return

the right-hand portion duly filled I TROBIVED AND N OTED.
nyp Hefore the i

Berny will be submitted by the

-
T TH G L e NoBe—Here nofe cxplanation of dela il
e PRI A
Yours fnithfully, Yours Faithifully,
N e nofe the pomiber el dale
ool pusrpert of poply song,
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Lo he printed on yellow paper,

FORM No. 386,
Lrelerel.

(To be kept in office of recerpt. )
No.
COMMISS 0N RIS D1 1CE,

IHIVTSTON,

DEPARTMENT,  BRANCH.

From
Tor COMMISSIONER OF
BIVIESTON,
ri.ll
N COLLECT R
JIEII': 4 - = —= XM
DEPOTY COMMISSIONER
I heetedd - the &1
SR,

I have the honour to draw
your attention to
and to state that vour return
report. noted below showld reach
this office on or before the due
date without fail. If the return
report is not submitted in time,
please veturn the right-hand por-
tion of this slip to we on the
date on which it is due with the
blanks duly filled up.

—_—

Yours faithfully,
Personal Assistant to Commissioner.
SuBIECT :
Dhie deate—

Nob—Tha offico ey g this: oo
der ghoulil heso note the smliadiniee g

the soply,

(To e veturmed o issuing office. )

No,

Fiim
r [1“

Tre COMMIERSIONER (3F

tle 1%

Fetedd 3

Your no. = ilated

RECEIVED AND NOTED.

THE, véetuenfrepoit Wil b

submitted by the

The delwyv-is due to

ST
Depudyy o izsionr.
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Tn e .pﬂ.ti?M- on post-carvd size paper.

FORM No. 37.

No. Dated

IR,
huve the honour AT
- bo intimate that the return noted in the margin

am  directed

for the month of is hlank.

Nours  faithfully,
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FORM No. 38.
BOARD OF REVENUE, BTHAR.
Meso. xo.
Dated  the 13
An original petition no. of 19 , filed on
hahalf of , i3 forwarded to the Com-
missioner of the Division for favour of report and

submission of all English and vernacular papers of the case under
rule 89, Part’ IIT, Chapter V, page 102 of the Bihar Praetice and
Proeedure Manual, 1958. All proceedings sent up should be paged
and a fly-leaf annexed containing an index in English of the papers
it contains. When a vernacular paper is rveferred to in the English
report the page of the proceedings should be specified as well as
the title of the paper in question. The papers under reference

should be indicated and marked with flags. The 18  has
been fixed for the hearing of the case. The records should reach
the Board on or befors the 19 .

2. It will be duty of the Collector fo cause the duplicate notice
of the date of hearing to be served on the parties at the cost of
the appellant, and to return fthe original notice at an early date
direct to the Board's office; with the parties’ signature in token of
roceipt, which shounld hear the date of actual receipt in every case
(wide rule 80, ihid).

3. The Court sits at am. This fact should be
stated in the nofice.

4. The attention of the Collector should be drawn to the Board's

Pugagraph 4 b intendsd foe notices i mpmo. o, 1-22/1, dated the
BREVEC casem e 12th January 1916, regarding the

igsus of notices to all the parties
concarned in partition cases.

3. The return of the patition is requested.

6. Steps should be taken to vepresent the Agricultural Income-
tax Sales Tax/Execise Department at the hearing.

By order of the Board of Revenue, Bihar,

For Secretary.
MEMO. KO.
COMMISSIONER'S OFFICE.
Dated the 8 .
Copy forwarded to ihe of
with the request tuus the record of the case referred to may be
submifted on or befors the 19 .

2. The duplicate notice should be served on the partios and
servies return snbmitted to the Board of Revenue direct.

Perzonnl  Assistant to Commissioner,
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FORM No. 39.
Casn xo. oF 19  -19
COMMISSIONER’S COURT,

Daded i L 19
PresesT T

Clomamiestones,

Appeal from the order of the Collector of

Dt in the maiter of the
Appellant.
BErEHs
Respondent.
For Appellant Plegder.

Revenue Agent.

For Respondent Pletder.

Revenue Agent.

DECISION.

-
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FORM. No. 40.
Mino wo.
COMMISSIONER'S OFFICE.
The 19

LCoey with vecords forwarded to the Collector of
for information and guidance, with referencs to his lettor no,
dated

2. An acknowledgment of the receipt of the record ix requested.

Peraonal Asstl, to Commissioner.

Meso. 0F ACKENOWLEDOUEST.

REcEmwED the record forwarded with memo. no. , dated
tHi 19, from the Commissioner
L .

Daren } Signature of afficer,
9 . Designation.
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Notice fizing the date of hearing.

To be printed on posi-card size puaper.

FORM No. 41.
In TR Covsrt oF THE COMMISSIONER OF THE DIVISION-
Personal Assistant to the Commissioner.
FHARL FIATALL fefram
AT a1 R =18
AT
qTa
FATH !
TEqrE e
qHE
Fifem aam
AIFEAT AGHL IA AZC FI0T 10T arifd aadra &0 Re
HIFET gar & s Afen faar s 2 5 arde wemc s arfee Es
§ 3T A e g RS
I Tar Covrr or THE COMMISSIONER OF THE Divisiox.
Personal Assistant to the Commissioner.
Fistd] A= fElmna,
A3 %9 CH S
wifeEts
RA41BTT
1IN
e
2ifesw
(s =W
crey SHLale taiFaata fReiaa e Sia e ¥
ceiates
41 =8N, ABGd wum @Hiw wEi————A3A7 (wedl IEEE
cetuifencs
ofa
@ T sty ——— =@ =intens Teifes 233 ciigmam oRfE
=194

Ffaca s A7 s Him ®i2
8 Bd. of Bgv.—10
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FORM No. 42.
ReviwpeRs Issven— No. , faled
1st no. , date
2nd no. , date
3rd no. , date SIR,
Excrosvrrs—
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FORM No. 43.

(To be kept in oflice of receipt.)
No.
Frox

Tre COMMISSIONER or THE

To

Tae SECRETARY T0 THE
GOVERNMENT OF BIHAR,
BOARD OF REVENUE, BIHAR.

DEPARTMENT.
Diabied the 19
SIw,

I have the honour to invite

your attention to my letter/
MEno, 1o, . dated the
regarding

and to enguire what orders, if

sny, have been passed by Govern-

ment the Board on it.

Yours faithfully,

Clomimissioner.

To be printed on yellow paper.

{To be returned to issuing oflice)
No.
From

THE SECRETARY TO THE
GOVERNMENT OF Brmar,

Boarp oF REVENUE; Bizag,
L]

T
Tae COMMISSIONER o

Dated , the 19
Your no. , dated 19
Brrry.

[
Yours faithfully,

Secrelary.
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FORM No. 44.

D. 0. reminder form

COMMISSIONER'S OFFICE,

The 19 .

DEar Sig,
I am desired by the Commissioner to draw your personal atten-
tion to this office lstter/memo, no. ; dated the

regarding

Reminders have already been sent to you, and I am to ask

when a reply may be expected.

Yours faithfully,

Personal Assistant to Commissioner.
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To be printed on slip of paper.

" FORM No. 45.
PAPER
UNDER

DISPOSAL,

&

MoTE.—The 1st reminder is printed on white paper and the 2nd remitder on greet
paper,

FORM No. 46.

To be printed on post-card size paper

REMINDER.
No.

SURIBOT.—

The undersigned has the honourfis directed to draw theattention
of to this office no.
of on the subject noted above and to request an

early reply thereto.

{Daslgnatiun.}
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FORM No. 47.
[See rule 195(0).]

(Form of letter lo accompany records.)

No.
From
To

Dated . the 18
Sim

Thave the honour to forward [return herewith by parcel post the
original record of the case noted om the margin called for inf

received with your no. . dated the 19 .

Yours faithtully,

[See rule 195(d).]

(Memorandum of acknowledgment. )

Brcmivep the record forwarded with létter i, . dated

the 19 |, from the
of

Signature and Designation of Recciving Officer.

Dated the 19
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FORM No. 48.
[See rule 195 (e)]-
(Forin of letter advising the deapatch of records.)
No.

Frou

To
Dibed , Ghe 19

BIR,

T have the honourto advise the despateh this day by parcel
post to your address of the original record of the case npted on the
margin called for inf received with your no. ’

dated the

19 . The parcel bears the number and date of the letter

enclosed therein, viz, ne. ,dated the
19 . The return, duly signed, of the form of acknowledgment

annexed tothe forwarding letter above quoted is requested.

Yours faithfully,
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FORM No. 49,
Board’s Flags A to Z.

FORM No. 50.
(See ruls 79.)

Blank File-logards.
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CLASSIFIED LIST OF VERNACULAR RECORDS.
Crass A.
(T'o be left unmarked.)
TO BE KEPT PERMANENT.
I. The cases or prueeudiﬁgﬁ enumerated below :—

(1) All petitions, excepting those for sales under Regulation VIIT
of 1819, which are struck off on payment on the zamindar’sdemand,
and also excepting those which have no bearing on the decizsion of the
case, such as petitions for adjournment, ete., which should be placed
under Class C.

(2) Plaints and pleadings.

(3) All lists of exhibits, and all receipts for returned exhibits.

(4) All measurement, allotment, or assessment papers.

{5} All maps:

(6) The auntographic abstract of the evidence.

{ (7) The final judgment and decision or order.

(8) The combined title-page and fly-leaf in which A papers are
referred to.

(9) The papers in the following cases and proceedings, or in
appeals connected therewith, excepting those which are struck off
in default, which are to be preserved for two years only :—

{a) Settlements.

(b) Partitions or Batwara (with the exception of all papers),
which are not of permanent importance such as jamabadi
papers, rough takhtabandis, rough roibandis, reports of
Amins (save those of delivery of possession) and petitions
for adjournment. These should be preserved for six
years after the final disposal.

The Batwara estimates prepared under section 37 of the Parti-
tion Act should be preserved for six years after the con-
clugion of the partition proceedings or until the accounts
relating to them have been audited, whichever may be
the longer.

(¢) All proceedings (exeepting Notices of Deposit) under the Rent
Laws and Tenancy Acts, amended up to date.

-~
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(4) Applications for Separate Accounts and, Common Registry
exeepling those applications which are rejected, which
last are to be preserved for two years,—to make Depcsits
or for Special Registry under the Sale Laws.

{¢) Government suits.

(f) Resumption.

(9) Sales of all kinds.

(k) Separate, account eases, when batwara has taken place or
the present estate has been sold, need no longer be
retained,

(t) Claims to compensation for lands taken up for public purposes,

(#) The security bonds should he retained permanently, or until
1t 1s eertain that there is no necessity for keeping them
any longer.

1L The following returns:—

No. XLI—The Annual Administration Return in the Land
Bevenue Department.

ITT. Records in eertificate CABpE—

{a) Cases connpoted with land revenue or-the “To ba destroyed after 12 years
rocoviry of tants in Wards Estates in which  anless o suit s pending , subjrot
fin objeotion has beéen profirred or s civil. o notios boing given to tho
Bl dmafpphaly pirtiod in the case of o salsof

finovable property hoving hesn
Hanlly confirmed, In the Saial
Purganas the period should be
12 weprs or thy completion of
thio neset gettlompne, BF lees*t

() Other oases iy “']_l'll'll an objcogion hes heon  After 12 VOurs.
FJr::t'j'ru{E wined dignllowed or g civil anit insti-
tuatiel,

(e) All. oth®r  euses in-) ;
cluding cases in which | When they relato to After 12 years
oo ohjection s beon the aale of immo.
allowed and wo  eivil viulls property.
sdit to contest  the | When they do pet  Aflet 2 yenrs,
ouertificate fnstituted, | | 50 relpte. X

*IV. Rules for the classification .and preservation of the
records of cuses mimder the Chota Nagpur Tenancy Act dealt with in
the course of ordinary district administration. Cases dealt with in

; *The onus of clusifivition of cases: reate with ¢ho trying court. IF would spave
lynmiurnhl-_-. smount of time and onsuree bptter elassifioation if the trying Deputy
callogtor marks tho case on tho order shee when he disposes of it '
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the course of settlement operations will be elassified in accordance
with the rules laid down in rule 526, Chapter XXXI of the Bihar
Survey and Settlement Manual 1958, -
The records of cases are divided into fwo parts :—
Part I —Original_suitzand cases.
Part II—Execution cases and appeals.

PART 1.
The records of Part T cases fall into two classes i —

(Mass 1.

(@) All quits for enhancement and reduction of rent.

{5) Commutation of rent.

(¢) Suits between landlord and tenant to determine the rent
for alteration of area and reclamation of waste land, and
applications to determine the incidence of the tenancy.

{d) Improvements.

(2) Acquisition of land.

(/) Belinquishment.

{7) Ejectment.

(k) All suits for arrears of rent in which there is a definite
issue and decision as to the rate at which rent is payable
or as to the right to enhance or vary the rent or asto
the statuseof the tenant, or as to the title of the tenant
in the land in suit or as to the title of the plaintiff
or of some third party to recsive the rent.

(i) Determination of proprietor’s private lands.

(i) Annulment of incumbrances.

Clazs Il
(1) Suits and cases other than those falling under olass L.
(2) Every record under class I shall consist of 4 files. File A,
File B, Files € and D and every record under class Il of
thres filez to be styled and marked, respectively, File B
File 0 and File D.
(3) File A shall contain :—
(a) Title-page
(h) Table of contents combined.
{¢) The order sheest
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(d) The plaint or application together with any schedule
annexed thereto,

(e) The wriften statement of the defendant or the counter-
petition.
(f) Memorandum of the jssuoes.

(g) Award of arbitrators or petition of compromise if given
effect to in the decree, also the return or report and the
map or field-book (if any) of a Commissioner in matters
relating {0 immovable property if referred to or given
effect to in the deeree, but not any portion of the
evidence taken by such Commissioner: also in the case
of a minor or lunatic, any order of the court sanc-
tioning a compromise as beneficial to the minor or
lnnatic.

(k) The order (if any) for accountsor ingniry or for partition,
with the directions given and the judgment upon which
such order is founded.

(i) The judgment.
(7) The final decree.

(k) The copy of the judgment and decree of the appellate
eourt or courts (if any).

A files shall be preserved permanently.

Rore—In rent commutation ecases under section 6@ of the Chota Wagpur
Tenency Act. & file shall contain—

1. Title-page—table of contents,
2. Order sheat., w

3. Application for commutation of rent.
4. Writton statement of the defendant,
f. Local Inspection report.

i Crop-ouibting reports and statements,

=1 &

collections,
8. Btetormont of avernge exisbing cosh ronts in the vicinity.
9. Map showing classifleation of lands.
10. Petitions of compromize and award of arbitrator, if any,
11. Deotsion,
12. Rant schedule.
{d) File B shall contain:—

(@) In cases falling under class T—
{1) Title-page
> combined.
f2) Table of contents. | ’

- Blatoment propared from landlord’s village papers showing aversge

-
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(3) All the oral evidence, on which the subject-matter of
the suit or case is decided.

{4) Lists of documents admitted in evidence.

(5) All petitions and papers, ineluding those relating to
proceedings incidental to the suits not specified as
ineluded in Files A, € and D,

{b) In cases falling under class 11—
(1) Table of contents.

(2) All papers other than those specified in rules 5 and 6
helow.

B files shall be destroyed after 12 years,
Brxception—When & cass under class 11 = dismissed owing to the absenco of

both thy parties withoot any adjodicetion all the papers relating to tho ense wll
be t.raatufu,s w0 glase and will be destroyed ut the énd of two years from the
date of disposal,

(5) File C shall contain —
{1) Table of contents.

(2) All summonses, processes, returns thereto, lists of witneszeg’
petitions relating to the attendance of witnesses or
adjournments, rubkaries calling for or sending papers
or records and affidavits relating to matters mentioned
in this rule.

File C shall be destroyed at the end of two years,

Brception.—When o tass has baen daeidsd €x parte, sl tha papers of the O
files of the case will by traagted as B olass and will ba daatroyad afer: 12 years
from the dote of the decres.

(6) Fila D shall contain the exhibits and other documents
helonging to private parties filed in the case, together with the list
or subsidiary  paper with which each such document was filed,

The papersin packet D will be disposed of in accordance with
the rales laid down in Chapter V.

PART 1I.

(7) The records of Part Il cases are to be classed and preserved
as follows —
{a) Proceedings on an application to execute a decree.

[More.— Uuder the low all guch proccedings ave prosoedings in the suil and thoy
niust be entitled as such: but for tho purposs of artangement and ultimate disposs)
of the record sach applicstion for eXecution shall be treated a8 & sepatale casa;
tha record of which shall include tho papers on all maiters connected with ¢,
axacution from ths date on which the application was presented until it is finally
disposed of, extepting only proceeding: undér ordér 21, ruls 99 lst Sshedule of
the Civil Provedure Code (Act V of 1008) which ara suits and como ander Parg I,
elasa T () or (B:]
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(1) Every record under paragraph 7(e) shall, except in cases
gpecified in the following rule, consist of one file to he styled
and marked File B, which shall contain all the papers relating to
the case. -

(2) If the application is to execute a decree in a suit ineluded
in Part 1, class I{a) or (b) and a question is determined as to the
construction of the decree, or its effect as regards all or any of
the parties thereto or if possession is given of immovable property
in pursuance of the decree, the record shall, as soon as the applica-
tion is finally disposed of, be divided into two files to be styled
and marked, respectively, File A and File B. ' '

In that case File A shall contain’:—
(i) Title-page 1
(#Z) Table of contents j

(#it) The application for execution.

combined.

(i) The order sheat.

(») The petition raising any question as to the construction
or effect of the decree, and any counter-petition.
When wquestionins 1o the a3} The judement of the Court on
ontAtruetion, elfsst or soopo of the ueh questi
dpcree 13 poised  and determinad. s, sug | UesL1OT, : :
| (vit) The copy of the judgment of
the appellate Court or Courts,
if any.

Whien pogasssion. of i:uu:uvahl:;' Eq_,*i{“ The Nazir’s return of de!ivm‘y
property is given in purdunnog o =
s of possession.

File B shall eontain all other papers, except exhibits and other
documents filed by private parties which will form a file D,

(b) The records of the Appellate Court shall be arranged in the
same way as that if the Court of Original Jurisdiction except that
there shall be no C file, the papers which would belong to the
file being attached to the B file.

N.R.—The file shall be marked &, B or O, as in tho couart of Gret instanse,
according 1o the nature of the soit or case.

{8) The suits or cases mentioned in Parts 1 and II above shall
be classed az C files when they are struck off in default.

]
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| (9) To each file of every record there shall be prefixed a title-
page as in Civil Cases under the High Court Rules.

(10) The title-pages shall be of different colours—

the colour for the A file being white,

the colour for the B file being red,

the colour for the C file being yellow,

the colour for the D file being green.

V. Records of mutation cases under Bengal Aet VIL of 1876
should be treated in two classes aceording as the applications are
disallowed or allowed. Subject in either instance to the existing
practice regarding the destruetion of € papers a record relating to
an application coming within the first class should be destroyed on
the expiry of two years from the date of the order rejecting such
application, and a record coming within the seeond of these two alasses
should be treated thus —

{a) If ib relates to a temporarily-settled estate. the record
should be preserved uril 12 years have expired from
the date a fresh settlement is made, and the registers
are revised or rewritten in accordance therewith.

1 () If it relates to a permanently-settled estate, or to a
revenue-free property the record should be preserved
for 25 years after the date of their decision.

VI. The following miscellaneous papers (—

(2) Reports of the destruction of records, and lists of papers.
destroyed.

(b} Assessment papers. :

(¢) Kabuliyats, ete., of all estates managed by the Collector,
whether belonging to Government or to private in-
dividuals.

(d) “Kharcha hisabs” of estates, the property of individuals
under khas tahsil.

(¢) General powers of attorney.

(f) Vakalatnamas and Mukhtarnamas, wheni the records in
which they are filled, are to be preserved permanently.

VIL. Of Survey Records® lodged in Collector’s offices, the
following should be carefully preserved :—

(1) Professional survey volumes.

#37orie — Battloment Tecords will be dealt with aa loid downin Chapler XXX
of the Bihnr Survey and 88itlammt Manual, 1068 .
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(2) Maps of all kinds prepared by Superintendents of Survey
or Revenue Surveyors, with the measurement papers
and field-books appertaining thereto.

(3) Mauzawar and Mahalwar registers, English and vernacular.

(¢) Records connected with boundary disputes and excess or
untraceable mahals should he treated similarly to the
records of suits, ete., ete., under Tenancy Acts according
to the rules laid down above.

(5) Combined title-page and fly-leaves in which® A papers
are referred to.

(6) Becords of all other cases of a miscellaneous nature should
be treated aa papers under eclass C.

VIIL. Recordsof cases under the Bihar Tenancy Act VIIT of
1885 —

1. Szction 12—Notice of transfar of tonures As R papera
-
2. Beetions 13 and 16 —Notices of transfor As “B" papors.
of tenurea.
3. Baction; 18— Noticea of transfer-oftenures  As B papers

4. The following should be treated as *A' papors and Praserved porminemtiyi—

(I Title-page—iable of sontonts
(2} Urder shapt,
{3) Application for commutation of rent-
(4) Written statemant of the defandant.
(8} Localinspection report
() Crap-culting reports and statements
(7) Btatiumiant prapared from landlord’s villige papers showing nverage colloctions.
(8) Statamant of averags existing cosh renis in the vicinity .
(#) Map showing elassifieation of tunds

(10) Fetitions of compromise and sward of arb trator , if Ay

(11) Decigion [

(12) Bent Schedula,

Any other papers should be treated as B papars and preserved for 12 venrs
or until next setilement under Chapter X of the Biliar Tennney Act whicha-
ever pericd ba longer.

Gs Sections 69 and 70—Appeaisement or Should ba kept for 12 venrs (i-g,,
divizidn of crope clagsad . ag “*RB') or until next
settlement under Chapter X of
the Bihar Tenancy Aok, whichever

period:boe longer.

. Bection S0—Registeation of landlord’s As*a™ papars.
improvemeant.
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7 Sactions81(2), T8{a) and (S)—Application As''A™ pupers.
" for recording, avidenoe of improve-
ments snd of right to 1make im-
Proveiant«

8. Suigtion ST—aAbandonment of holding Should be kept for 12 years(i.o.
olageed ug B} or until next
aittlomant under Chapter X of
the Bihar Tonaney Act, which-
gyar parind bo longors

0. Ssoticns 101(2) (a) amd 103—Record-of-  As''A" papers
rights,
100 Beotion 103 A 45 ® .. To be dostroyed after the gomples
tion of - tha next ravisionsl oparas
tions.

[1 Rsetion 118—Datermination ol proprie- As A" papers.
tor’s privats land .
12, Seetion 167—Annu ment of inonmbrances As A" papers
13 Sdetion 5358—Trocosdings againstnaliks As B papers
for not granting precia receipls
14. Bejected upplications o or CAg VOV papera.
15, Focortds-of-rights and maps prepared in coursy of ssttlamone nndar spetion
101 oF the Biliar Tansney Aot 1886, must be presecved ot leasy(ill the sscond
sneteating rovision ssttlsment, No records-of-righta should, however, in any cfse
be destroyed without tha gpavial laave of tha Board, dus differentistion being mada
between the recards-of-righta proper, and tho varigus subsidisry records, hunded
over by the Settlorient Officors, ot the conclusion of the operations

Wore—The instructioninTale (16) spply salse to the recordeofrights propared
undar sactions 80, 104, 118 and 127(1) of the Chotd Nogpur Tonaney Adt, 1908,

IX. The following records appertaining to the Cess Department :—
(a) Returns and Reports.

1. Annual statements of demands, collections and arrears of
Lecal Cess on landsand mines,

3, Annual Reports.
3. Statistical tables and memoranda for their preparation.

(b) Oorrespondence.

k

1. English correspondence with the exception of letters of mere
form.
. General powers-of-attorney.
3. All documents filed with their lists and achnowledgment or
their returmn.
9 Bd, of Bav.—11

b2
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4. Final orders in cases of objection.

5. All records containing important decisions specially selected
by the Cess Deputy Collector relating to valuation and
assessment of cess on mines, forests, ete., under Chapter
V of the Cess Act.

X. The following paper appertaining to the Excise Depart-
ment ;—

132. Yearly return of Excise revenue,

XI. Records of cases under the Land Improvement Loans Act,
XIX of 1883, and the Agriculturists’ Loans Act, XII of 1884,
should be preserved (i) in the case of rejected applications, forone

year from the date of disposal, (i) in the case of accepted applica-
tions, for two years from the date of repayment.

Crass B.
(Po be marked with the letter B.)

TO BE KEPT IN THE RECORD-ROOM FOR TWELVE YEARS
AND THEN DESTROYED.

(No document deseribed in rules 227 to 220 shall be placed in this
class,)

I. Out of papers enumerated under head I, Class A, the
following cases :—

(2) Notices of and applications for Deposit under the Rent
Liavws.
(b) Execution of Government Decrees,

(¢) Recovery of Stamps in Pauper Suits.
(d) Applieations for Waste Lands.
(¢) Claims to Money in Deposit.

(f) Combined Title-page and fly-leaves in which B papers
_ sAare referred to,

IT. The following applications :—

(@) From khasmahal tenants for lands, if the applications
have been granted.

(b) For payment of malikana.

(¢) For a certificate to obtain malikana, which certificate
has been struck off,

-
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III. Rocords of cases in which certificates of domigile are
granted or refused.
IV. The following records appertaining to the Cess Department:—

(@) Returns and Reports.

1. Annual budgets and establishment returns.

2. Quarterly and kistwar returns.

4. (less returns received from zamindars, tenure-holders and
rent-fres landholders.

4. Returns of serving officers,

5. Valuation statements.
&, Valuation Rolls,

*

(b) Correspondence.

1. All petitions of objection.
2. Deposition of witnesses.
3. Important kaifiyats from parties reconciling diserepancies.
4, Special powers of attorney.
5. Acknowledgment receipts of registered covers issued under
clanse 2 of section 986,
6. All records (ineluding appellate records) of annual valuation
of mines, forests, etc., under Chapter V of the (less
Aet excepting specially important decisions, which will be
olaszified as “A” papers.
Paper to be destroyed after the next revaluation is given
effect to.
V. The following papsrs appertaining to the Hxeise Depart-
ment —
123, Form of proceadings to be drawn up in case of punish-
ment of Kxcise offices.
125. Datailed list of licenses proposed to be settled in a year.
128, Abstract list of licenses.
143. Yearly return-of charges in the Exeise Department.
145. Yearly return of import, export, transport and consump-
Ganja
tion of —_—
Bhang

#The anousl budigets ora to be dsstcoyed - after fye yesrs andl_ establishment
raturns aftor 33 yours. Lighmy
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146. Return showing the stores in the Excise Department
during the quinguennial period.
148. Report on inspection of the Excise office,
149. Report on inspection of a distillery.
150. Report on inspection of & spirit warehouse.
: Fanjo
155. Inspection report on ——warchouse.
ﬂfm;ra.g
157, Becurity bond for the use of Excise officer.

158, General bond for the import, export and transport of
excisable articles without payment of duty.

XIV. Report in cases of opium smugeling.
27, License for the wholesalesale of country spirit in contract
AIeas.
28. License to manufacture counfry spirit in a private distillery
issued to the grantee of an exclusive privilege under
section 22 of the Bihar and Orissa Excise Act, 1015.
20. License to manufaeture country sapirit in Government
premises issued to the. grantee of an exclusive privilege
under section 22 of the Bihar and Orissa Excise Act, 1015,
40. License for exclusive manufacture, storage and sale of
bhang in the districts of Monghyr, Bhagalpur and Purnea.
40. Grant of exclusive privilege of manufacture and supply by
wholesale of bhang.
E.ILB. 5. Finger impression slip.
Stamped receipts given by the liquor contractors for the cost
price of liquor monthly paid to them.

Crass
(To be marked with the letter C1)

TO BE KEPT IN THE RECORD-ROOM FOR TWO FULL
YEARS AND THEN DESTROYED.

(No document deseribed in rules 227 to 229 shall he placed in
this class.)

All papers of every description not enumerated above—whether

Registers, Returns, Cages or Parta of Cases, or Miscellaneous—are to
be kept for two full years in the record-room and then destroyed—

1. Combined Title-puge and fly-leaves in which C papers only
are referred to.

e

—
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II. Applieation for exemption of estates from sale for arrear
of revenue whether refused or granted.

III. Papers in the following cases :—

(a) Allsecurity cases of ministerial officers who ave dead and
no longer in service, provided no claim is outstanding.

() Rejected applications from khas mahal tenants for lands,
(o) Cancelled certificates to Revenue Agents.
(d) Uancelled licenses to stamp vendors,

IV. The following reeords appertaining to the Cess Department :—
(@) Miscellaneous applications and papers.
{(b) Letters of mere form.

(¢) Records of cases relating to annual valuation of ocess of
mines, forests, ete., under Chapter Vof the Cess Act,
in which no valuation or assessment was made.

V. The following papers appertaining to the Excise Department :—

1. License for the wholesale vend of foreign liguor,

2. License for the retail vend of foreign liquor for consump-
tion off or on the premises.

3. License tor the retail vend of foreign liquor for consump-
tion “on and off"” the premises.

4, License for the sale of foreign liquor on board steamers
and other veszels,

5. License for the retail vend of foreign liquor in a railway
refreshment room.

6. License for the retail vend of foreign liquor in a railway
dining. ear.

7. License for the retail vend of foreign liguor in & dak bun-
galow,

8, Hotel license.

8, Bestaurani license.

10. Bar license,

11, Bar license for theatres or other places of public resort and
entertainment.,

12. Late-closing license.

13. Litense for the sale of medicated wines by druggists and
chemists.

14, License for the retail vend of rectified spirit by chemists
and druggists,

&
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15. Permit to obtain rectified spirit manufactured in India for
manufacture of medicines.

16. License for the manufacture of perfumes and toilet prepara-
tions.

17. Permit to obtain rectified spirit manufactured in India
without payment of duty for industrial purposes.

18. License to construct and work a brewery.

19. License for compounding and blending foreign liquor.

20. License for bottling portable foreign liquor.

21. License for the refail vend of foreign liguor at a military
canteen established under the canteen tenant system,

22, License for the wholesale sale of denatured spirits.
23. License for the retail sale of denatured spirits.
24, License for the use or for storage of denatured spirits.

25. License for the manufacture of denatured spirit and issue of
the same duty free.

26. License for the retail vend of eountry spirit supplied from
a contract warehonge.

30. License for the manufacture and sale by retail of country
spirit in putstills.

31. License for the sale of unfermented fari.

32, License for the retail sale of fermented tari.

33, License for the manufacture of tari.

34. License for the retail sale of pachwai.

35. License for the home-brewing of pachwai for domestic
consumption,
36, Special license for the manufacture of pachwei at home for
private consumption.
37. License for the retail sale of ganja.

38. License to sale by wholesale bhang stored in a licensed
warehouse,

39. License for the retail sale of blang.
43. License for the sale of cocaine by druggists and chemists.
44, Parwena to a village headman to collect fees for home-
brewing of pachieai.
export

46. Pass for the——of liguor under bond.
transport

E——
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47. Pass for renewal of denatured spirit from a distillery or
warehouse.

48, Application for pass to remove denatured spirit.

impart _ .
49. Pass for the export of excisable articles (other than spirit

transport

goneral

under & hond.

gpacial
gEpOrt

b0. Pa=s for the

—of a non-dutiable or a duty free
transport
excisable article (or on which full duty has been paid).

51, Transport pass book for country spirit, ganjo and Ohang.

52, Pass for the issue of restifind spirit duty free.

53. Permit for possession of confiseated articles.

54. Pass for the transport of country spirit from a manufac-
turing outstill to a branch shop.

55. Tari carriers’ pass.

56. Parmit for the possession of an excisable article in excess of
the retail limit- and purchased from s licensed shop.

57. Ganja import pass.

58. Parmit for ths importation of chares.

' 59. Pass for the import of cocaine.

_ 20 graing
60. Permit for the possession of more than————of cocaineg,
1 drim
novocaine, efe., by managers of hospifals and charitable
dizpensaries not under (Government supervision.
61. Permit for the transport of cocaine, novoedine, ete,

$2. Permit for the import of cocaine from outside British India,
ete.

78. Daily account showing the quantity of beer manufactured,
cleared and kept in store and of duty levied in
a brewery.

118. Diary of Execise officers.

119. Statement showing the work done by Excise Inspeetin’
officers. :

120, Monthly statement to be submitted by the Execise Deputy
Collectors to Commissioner of Excise,
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121. Monthly statement of consumption of contract countryspirit,

opium and genja.

122. Statement of confiscated ecocaine.
124, List of licenses propoged to be granted for the retail sale

of foreign or country spirit for consumption on the
vendor's premises for ensuing period of settlement.

127. Bale notification.

8. Statement showing the result of settlement of Rxeise
licenses.

125. Statemant showing the progesss in the sebblement of Excise

130

licenses,
Promissory note.

131. Roceipt for license fess for Excise shops,

132. Statemant showing the non-payment of license fees.

133. Distress warrants.

134, Application for remission of irrecoverable Excise revenue.
138. List of articles found on search,

139. Application for reward in cases under the Excise Act.

140). Dofect report of articles of clothing.

141. Indent for uniform for the inferior establishment.

142, Quarterly return of Excise revenue.

147. Statemsnt showing the allotment, expenditure and saving.

on agecount of non-contract contingencies.

151. Statement showing the result of stock-taking of country

spirit.

152. Report on inspection of ontstills.

15

6. Statement showing the result of annual stoek-taking of
ganga

bhang

159, Indenture for mortgages of distillery premises, stills, ete.,

E

for manufacture of spirit®.
-L B, 8. Search slip.
+s 7. Primary and secondary classification.
= 8. Objection memo. to finger impression slip.
i 9. Death report of a econviet, ete.
Stamped receipts given for refund of Excise revenue.

*To be:Jeopt until three years after the mann factire his ceased.
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I. Litense for the retail sale of opium.
III. License for the retail sale of poppy-heads.
V. Druggists’ permit.
VI Opinum export pass.
VI{a). Trausport pass book for Execise opium.
IX. Annualindent for opium.
X. Advies of despatch of opinm.
X1. Receipt for ablari opuim.
XV. Application for special rewards in case under the Opium Ack.
XVI. Warrant.
XVIIL Permit for possession of opium produced out of India, ete:
K VIIL, Permit for the import of opium, ete., from outside British
India.
. Pass for the import of morphia drugs.
. Transport pass for morphia drugs.

TLicense for the manufacture, possession and sale of morphis
drugs by a dealer.

D. License for the manufacture, possession and sale on pres-
E

oW

cription of morphia drugs by a chemist,

. Authorization of an approved practitioner in charge of
hospitals or dispensaries to possess, import or transport
morphia drugs.

Records of serious irregularities reported against shops.

‘ase records showing action taken in connection with the conduct
of the case, payment of rewards and disposal of confizcated articles.

REGULATION FOR THE SAFE CUSTODY, PRESERVATION,
INSPECTION AND PRODUCTION OF THE ELECTION
PAPERS.

Rules and regulations for the safe custody, preservation, ins-
pection and production of election papers are embodied in (2) Parts
VI and VIL of the Bihar Legislative Assembly Electoral (Rolls)
Rules, 1936, (b) Part IX of the Bihar Lr.-.gis]a,t‘im Assembly Electoral
(Elections and Election Petitions) Rules, 1936, (¢) Part VI of the
Bihar Legislative Couneil Electoral (Rolls) Rules, 1836, (d) Part VII
of the Bihar Legislative Council Electoral (Ilection and Election
Petitions) Rules, 1936, (¢) Government notifications nos. 846-Elec.
and 904-Elee., both dated the bth February 1937 (Pages 117-118,
101-102, 232, 284-285 and 315-317 of the Bikar Election Menual,
1938, Fol. I).
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Classification and preservation ‘of vecords of the Department of Clom-
mercial Tuxes,

1. Records of the current vear and those of the preceding three
years shall be retained in the offices of the Assistant Superintendent
of Commercial Taxes, incharge sub-circle, Superintendent of Commer-
cial Taxes or Assistant Commissioner of Commercial Taxes, as the
case may be. At the beginning of each year those records which

are more than three years old shall be transferred to the record-
OO,

Nors.—Where a Superintendent of Commeioial Tnxes his his own record-room, - that
ehall ba considared as the récord-room of all sub-cirela officers nndar him, as
alst of tho Aszsistant Commissioner of Commnereisl Texes, if oany, whoss
office iz sittuated at thé samo pluce. In othér eases, the recordroom . of
the Collectorsie {0 the district (including Sahuren and Dhanbad) in which
the Superintendent’s or Assistant Commissioner’s ofios is eitunted ghall ba
deemed to be also the resord-room of the De ment of Commercinl Taxes,
Records of sub-virels offices shall be transfarrad ta the Cellectorate Tecordsroom
through the Superintendent concarngd.

2. The various classes of records, registers and ordinary corres-
pondence shall be preserved as follows —

(1) Assessment records.—Becords of assessment under all
taxation statuies administered by the Department of
Commerecial Taxes, other than the Bihar Agricultural
Income-tax Act, 1838/1948, in which no appeals have
been preferred, shall be retained for 5 years, that is. two
years after they are deposited in the record-room.
Other assessment records (including all records under
the Bihar Agricultural Tncome-tax Act) shall be retained
for 12 years, that is, 9 years after they are deposited
in the record-room. When an assessment in 6th or
Lith year, as the case may be, is made, the papers
concerning the first year in the record-room shall be
removed and destroyed. The date of destruetion shall
be entered under the initials of the Superintendent (or
the Assistant Commissioner, in the ease of records
deposited in the Collectorate record-room) or any other
gazetted officer on the cover of each of these records.
The depreciation record which is kept in the assessment
record under the Bihar Agricultural Income-tax Act
shall be retained permanently.

Nore.—For the purposs of this rule, monthly or quarterly assessment records
relating to all the twelve months or the four guarters of & financial year
shll bo traated us the recorda of the one und the same FOAT.
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(2) Returns of income or burnover.—Returns shall belkept in
assessment record, Those relating to the Bihar Agricul-
tural Income-tax Act should be placed in bundles
while: those relating to other Acts should be arranged
under the relevant order sheet. Returns under the
Bihar Agricultural Income-tax Act shall be destroyed
after five years except in the case of returns of
companies of which the returns, together with the
balance sheets, may be preserved for 12 years. Returns
under other Acts shall be similarly destroyed after
5 years except in the case of dealers under the Bihar
Snles Tax Act having annual taxable turnover of
Rupees two laes or quarterly taxable of Rupees fifty
thousand or more. These returns together shall be
kept for 12 vears.

(3) Appellate records.—Recorda of appeals, revision and review
decided by Assistant Commissioners, Deputy Commis-
sioners and Commissioners shall be retained for five
YORLE,

Nore—Reooeds of appesls and eavizsion desided by the Commissionsr of Commar-

oinl ‘Enxes aod Depoty Commissioners of Commersipl Taxes shall be
prosorvad in the office of the Oommisaioner of Commoreinl Taxes.

(4) Records of vreferences made to the High Court.—Records.
relating to references sent up to the High Court should
he retained for a period of twelve years from the end
of the year in which the High Court has passed orders.
In a case in which reference to the High Court has
been refused, the records should, however, be retained
for & period of five years only from the end of the
vear in which the order iz passed. In special cases,
these records may be preserved for longer periods with
the approval of the Commissioner of Commercial Taxes.

(5) Records of registration.—Records of registration of assessees
under the different Act shell be retained for so long
as @ asséssee continues o remain registered, and
thereafter, after de-registration of the assessee, for
another twelve years.

(8) Miscellaneous records.—The records shall be retained for
two years: counting from the last day of the year to
which they relate.

(7) Registers and ordinary correspondence.—The procedure laid
down in this manual may be followed.
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Clasgification and preservation of dispased of records, registers, ete., 1
wider: the Workinen's Compensalion Aet, 1923,

I. Cage records;

All records and papers dealing with accounts and dishursements
and containing the final decision or orders in cases untler the
Workmen's Compensation Aet should be preserved for 30 years.

[1. The following registers and books connected with the Work-
men’s Compensation Act should be preserved for twenty vears:

(1) General register of applications. T
(2} Register of deposits.
(3) Register of agreements,

(4) Pasz books or any other books maintained under rule 10
of the Workmen's Compensation Bules, 1924, i

ITI. The other papers (returns, audit reports, ete.) which are
not of much importance should be treated as “B" class and
preserved for {welve years only.

Classification and prescrvation of papers relating to fhe punitive
dax, i.e,, the extra on special Police as indicated in Appendiz 63(z) '
(10) af Police Manual, Volwme [II.

The additional Police papers in the Collectorates are to be
treated ‘as “B” class provided that those dealing with exemptions
are transferred to the offices of the Superintendents of Police
concerned before the other papers are destroved after o period of
twalve years.
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; Classification, preservation snd destruetion of Registers.
] . p
J [Fide rule 114:]
] No, of
forms
Berial in Name of Begister, Peoriod of Anthority
' | no. | Schedole retantion, presoribing.
HXV.
i L Y 8 4 5
ACCOUNTS BRANCH
J {TREASURY).
REGISTERS. BUHSIDIARY TO
| | Casn Boox (Beodires),
1 104 BRegistors of Telograph re- | 12 years ... | Article: 278,  Qivil
1} | copia, Acoount Code.
I 2 105 Repiater of Poat Ofice Re-| 12 dia Ditto.
eaipta,
il 106 Btatement: of receipts of tho| 12, Artiola 408, Civil
{ Narthern India t Dias Apgount Coda.
| partmeont; i
41 107 BL;;.Fisf.er of Recaipta of the | 12, N Artiole: 4886, Civil
gt Military Department, Apcount Cods,
] 108 Sohadule of Publiec Works [ 12 . Artiolo 421, Civil
| Department roceiphs, Aceount Codes
(oo, )
L] 109. | Registers of personal ledger | 12, Articls 342, Civil
( ancount receipts and pay- Apeount Code.
ments usad for Civil, Orimi-
nial el personal deposita,
| loeal fonds: and moniei-
palities, deposits for work |
dona for public bodies and |
miscellaneous remittences. |
7 111 Register of Revenue dopesit | Permanent .. | Artiela 337,  Givil
Toceipta. Account Codes
! g | 112 Registor of bills issued (Civil | 12 years Articls 358,  Civil
Apoount Codo, no, 48], Apcount Coda.
! a 113 Register of recoveries of | 120 . : Articlo 278, Ciwil
| loans and advances, Acpount Code.,
oL
'I" 10 114 Reagiztor of recoverics of ser--| 12 i Ditte.
| vien poyments,
I 11 ‘ 115 Repiater of receipta onm | 12, Ditta.
|I account of Soarcity and
Raliaf.
| B
[ |
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No. of
forms
Serial . in Name of Regiator. Period of Authority
Q. n;&}%:lﬂ ratention. Presoribing.
1 2 3 | 8
ACCOUNTS BRANCH
{(LREASURY ) —cornitd.
HEEGIST<RE BUBSIOTARY TO
Casg Boog (Reoeirrs) —eoned,
14 116 Ragiater of receipts onaceount | 19 years ., | Tanzi M
of Land Rovenue and Pub- Appqndmzf. i
lic Worka Coaes.
13 117 Register of Land Revenus | 12 ., vy Aptiela BTRD (eil
r Rosopipts, Part I1. Avcount Code)
14 115 Rogister of (Salt Recsipts 1% o Ditto.
15 119 Registor of sules of Stnmps and 15 e i
. dispount thoreon, Paﬂ?l_ g B0;
18 150 Heogister of asles of stam 13 iLE
nnd distount thereon, !:"r:l.rI:a ¢ i
II.
17 121 Regigter  of Miscallaneons | 12 T I
' Stamp Ruesipts: gHeo:
15 122 Rogister of Bxeise Receipts, . [ 12 , Ditto.
13 123 Rogister of Aiscellansons | 12 ,, + | Tauzi Manusl, 1923
Reesipts on account of Road Appandix 8. »
| FPublin Worlss Cess.
- 12 Raopistar of Cast Beopi 1 Article: 278, Civil
20 4 agizter of Castoms Recoipts I . LR
a1 125 Reglator of Toxes on Inoomes | 12, Ditto.
Becaipls,
2 126 Register of Registration Re- | 12 . Ditto,
ceipts.
23 127 | Rogister of Administration | 12 . Ditto,
of Justico Racaipts:
4 128 Reglater of Jaila Receipts: .. | 12 Ditto.
23 126 | Register of Police Receipts ., | 12 ,, T Ditta,
2 130 | Register of Education |12 ., % Ditta,
Recaipta: . J
27 131 0 Ditto.

[ Hagiater of Medicn]l Receipta | 12

= ——

e e

—
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No.of
forms : v
Serial in Name of Register, Period of Autherity
ng. | Sehedale retontion. preseribing.
XNV,
T 8 4 5
g r ACCOUNTS BRANCH -
| (TREASURY )} —cantd.
Rramsrees sUBSIDIARY To
Casy Boox (Rrorrprs)—aondd. i

28 132 | Register  of  Agrigultural | 12 ¥ebra Article 278,  Civil
Rocaipta. Aotopnt Code,

ag ) 188 | Ragister of Solontifis and | 12 i Ditto.

( other Miscallbneons Depart-
" mint Receipts,

30 13¢ | Rogiator of roceipts on ac- |12 % Ditto.
aonnt of Stationery anpd
Printing.

31 .. | Boegister of Public Hsalth |12 ,, Ditlo.
Rocaipts.

21 Register of Recsipts on cur- | 121 ., o Ditta.

TETIY

43 135 | Register of Miscellaneous | 12 5 . Ditta.
Reosipts.

24 136 | Begister of Orders on Suhb- | 85, s [Acticle (349, @]
Troasuries issued and ad. Avepunt Code,
justed (Civil Aceount Code,
no. &),

85 137 | Register of Recsipta (for/| 12 ,, oo | Artiele  278) (i)
general usa), Aocount Coda.

a6 140 Register  of  Rocsipts  for | 12 .. Ditto,
Public Works and Road Cass
{other districis).

37 141 Register of TReesipts on |12 ,, Ditto.
acoount  of the Survey
Departmant.

98 g Register of Forest Remit- | 12, . | Article 410, Civil
tances. Account Codea.

20 11 | Begister of Finesrealised .. |12 ,, .. | Arlicls 278, Qivil

Account Code,

40 18 | Registor. of Remibttances | 12 . i Ditta,
raaived,

41 14 | Rogister of Tnelassified ) 12 , - Dittg.

l Receipts,
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Governments.

No.of |

forms
Herial in Name of Ragiater. Pariod of Authority
yia &ihﬁd‘l’?lu retention. prescribing.

1 a 3 4 5

ACCOUNTS BRANGH

(TREASURY)—contil
Browstenz  sossminy 7o
| Casm Boox [Pavmewts),

42 151 BReglstar of Horest Choques ' 12 -yea.ru oa | Article 415, Civil
paid. Aveount Coda.

43 152 | Rogister of Paymoents on | 12 . v | Articls 978, Civil
aogount of tho  Postal D Agecount: Code;
pUrtment,

¢4 | 159 Ragister of Deporit Paymont gL o | Artiele Zpl, | Qiwil

Avoount Code:
4P | 154 Rugister of Loeal Bills puid .. | 12 ., Article 381, Giyil
| Acoount Cada,
|

£ |' 155 Register of Foreign Bills paid | 12 . Ditro.

47 | 150 Rogister of  Saleriss il 5 LA Article 278,  Clwib
Gazetted Offfcors. Aneount Code!

48 157 Begister  of | Establishmann | 12 7 Thitto.
Charges and Salaries of Sub.

Assistant Surgeons.

40 150 Regiatar of Pansions e [ e Ditta,

|

50 160 | Begister of Contingent apd | 12, Ditto,

| Travelling Payments,

5l R-:}Eisr.ur of Jail Departrment | 12 . o Ditto,
chargea,

A2 . Register of Police Depart- | 12, 2 Ditto.
mont: - charges,

5a 161 Hng'uste:r of Educational | 12 x Ditta,
Charges,

4 14 Regtstor of Conpong paid 1 e Paragraph 36, Seen-

ritios Mannal.

i 1175 Register of Payments on | 12 ,, Article 278, Civil
account of Loansand Ad- Acoount Code:
vances: by ProsiPnie fal

* Bp—
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Na. uf\
forms =
Serial in Name of Roeglater. Pericd of Anthority
ne. | Scheduls . retention. preseribing.
AXV.
0 Wi
1 b 3 4 [
ACCOUNTS BRANCH
(TREASURY b—contd,
REGISTERS SUBSIDIARY TO-
CasH Book { PAvMERTE|—tanid, . -
i 27 Ragister of Telegraph Pay- 1% vears: ., | Article 278, Ciwil
Iienta. Acrerl:b_unt Code.
a7 a4 | Hepister of FPayments on | 12 . .. | Articls 486, Civil
aceount of Military Aveount Code.
Clhipoues. |
5% B0 Register  of Miecellspepns | 12 . " Ditto,
Militery Paymenta.
54 31 l Register of Paymenta of | 12 5 Ditto.
Publio Works Chegues.
1] 32 Registar of Remittancesgent | 120 o . | Artiels 298, Civil
Avconnt Cogo.
i a9 Hegister of Payments of In-{l12 o Paragraphe 42{d)(viv)
tovast of Goverpment Pro- and #3{e), Securitics
mismory Notes. Manual,
(i 41 Register of Trust Interest | 12 ., Article 278, Civil
FPayments. ’ Actount Codo.
ik ] 44 Baogister of Payinents of Per. | 12 o Ditto.
manent Malikana.
64 45 Register of Payments of Tem- | 12 Ditto.
> | poriary Malikano.
65 £7 Rogister of Pensions fTom tha | 12 4, i Ditto,
l Old Militiry and Modiea]
Fundsa,
[ili] 50 Rogister of Payments ogp| 12 o Ditto.,
npeount of the Cess Depart.
ment. -
: 67 &1 Rogister of Partition Charges 185 iy Dt
I| [it3 3 Register of - Poblic Works] 12 & i Ditto.
Charges.
L o0 o3 Bepister of Rofunds 12 . A Diitto.
&4 Repister of Bottlement | 12 & e Ditio.
Chnrges.
i Baogistor of Unclaseified | 12 - Ditto,

Charges.

—

; 70
7l
|
:
|
J

9 Bd. of Rev,—12— ~
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No. of
forma , e ' -
Eﬁriu.lr in Namg of Begister. Periad of Authority
ng. | Scheduls ratantion. Preseribing,
XXV
1 2 3 4 b
e . RN
AQCOUNTS BRANCH
(TREASURY)—contd.
RyoIsTERS SOBSIDIATY TO
Caswr Boow (PAvuexTs)— concld] .
75 Begister of Incometax | 127eors Article 278, Oivil
charges, Avcount Code,
78 ; Raogigter of Rogistration De--| 12 . Ditea:
partment charges.
74 Reagister of Audit charges | 12, Ditta,
15 &6 Register of Land Acquisition | 12w Ditta.
Payments:
Orunk Regrarena,
76 ‘ 176 Cash  hoole  (Civil Acégiant | 85 5, Ditto.
Code, no. 32).
7 wda Cash bool: of Bub-Trossuries 35 . Article 251, il
Aﬂ:lml:lut- Coda.
78 177 Aocountfnt's Daily Balancs | 12 . Artiole 284, Cigil
Shest (Civil Ascoyne Code, A ooount Coder
no. 39, ;
70 454 Rogister of Daily Balance of| & . o | Artiole 28I, Bl
Sub-Troasuriss; Agoount Code,
80 178 | Cheele Register of mransfer| 3 . Paragraph €13,
Paymeants, Tregsury Manual,
81 179 | Rogister of Daily Receipts, | 12 Ariials 345, Civil
Repaymionts: of Parsonal Adcount Code.
Deposits, ote.
g2 235 Extract Register of Daposit | ¢ 4, Article 281, @igQ)
Bageipts (Subdivision), \ Avcount Code.
83 aa7 Ragister of Recripta at Suh- | 12 ,; Ditito.
divisiong on  aesount of
| Civil and Bmall  Oagse
| Courts:
a4 226 Register of Payment at Sub- | 12 ,, Ditto,
divisgions on socount of Civil
and Smnll Cuuse Courts.
85 180 Abstract of Receipts and  Pormapent .. Ditto.

e
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No. of
forms -
Seorlal in Name of Regiatar, Pariod of Authority
no, | Bohedule retantion, prescribing.
XXV,
1 2 3 4 G
ACCOUNTS BRANCH
(TREASURY j— contd,
Ormer REcisTERS—contld.

86 228 | Register of Criminal Deposit | 12 years Article 281, Oivil
Bepayments at Suhd.ivi.ﬂma. Agoonnt Code,

&7 181 Ragister  of  Government | 20, Paragrephs 38 (a),
Promizsory Notes oo which and 43(s), Securities
interest is payabls, Seeariting Manual,

Manual, no. 9.

B3 182 Register of bonds registered | Permansnt .. | Paragraph 30, Seou-
for payment of coupong at rities Manmual,
& Tresgury ‘Seourities
Manoal, no. 5.

80 183  Register of Transfer of Dittg .. | Parsgraph 45, Secu-
Govern m e n &t Promissory rities Manual,
Notes.

0 185 | Repister of Tnterest Orders | 6years . | Paragraph 31 ({a),
on Btook Certificates in Eng- Securities Manual.
ligh, Secoritics Manunl, no.§,

o1 188 | Register of Bills, eto,, en-| 6 | Article: 270, Civil
dorsad for paymonts at Sub- Account Code.
Treasurios.

82 187 Register showing names of | 12 ., Article 267, Civil
Gazetted Offeérs and ssls- Agcount Coda,
ries draswn by them.

B3 188 Rogister of Panzions Payment | 85 ,, , 1 Article 837, Civil
Orders (Civil Account Coda, Accomnt Code,
no. 40).

04 - Checle Register of Military | 8 ,, Chapter 28, Treasury
FPensionara, Manual.

05 180 Register of TRetrenchment | & .. | Articla ‘20, Buole 4,
Orders issued by ths Ao- Civil Account Codo,
countant-Gensral,

og 190 Trepsurers' Daily, Balanoe | 68 oo | Article: 14, Re-
Eheat. (no. 2, Resource gource Manual,

, Manual).
a7 | 181 Dajly Register of Curreney | @ Paregraph’ 112, Re-

i

Notes (Civil Account Cods,
no &3).

L

spuree Manual.
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No. of | [
forma |
Sarinl in Name of Hegister. | Period of Authority
ne. | Scheduls ratantion. presoribing.
: XXV,
| | |
1 2 3 ! 4 | 5
ACUOTNTS BRANCH ‘ |
(TREASURY }—conid. |
Orees RecisrErs— conid. !
|
98 192 Register of Governmoent see- | Permoanent .. | Pragraph 108(a), Se-
curitivs doposited in the tred- curities Mamuil,
sury for safe oustody (Seon- |
! ritics Manual, no. 19),
-’JEJ'! 193 Rs&g‘u‘cer of un-current ¢coins | 12 yeprs .. | Artiels 83, 2 Rao-
| { Hesooree Menuel, no. 168). soures Manual.

1040 ! 198 Raogister of Power of Attorney | Permenent .. | Pamgraph 57, Se-

| (Securities Mannal, no. 160). curitics Manus].

161 203 Register of iterog under objoe- | Zyears . | Arbicla 19, Qivil

| tiom. Account, Code,

2 204 Iraily stock necount of Opiom. | 12, ee |
in tho Treasury in English. ':}Bl:?u.rﬂ's subaidiary

v instrootion (10),

103 205 Diaily guantity of Opiom | 12, cro |
passad oot from the Trepsury
in English. [

104 2006 Register of Sub-treasury Inz- | After 6 vears:| Board's no. 2608-A.,
peetion. from the | dated the Tth April

dite of lest | 1903 to Commis-
entry. sioner of Bhagalpur
Division,

105 207 Register showing the double | 12 years .. | Article 15, Rescuroo
look transsction of eash of Manunl,
the Treasury.

104 208 Register of securities tendered | Permanent . . | Paragraphs 18(a), 63,
far renewal, consolidstion, G8 and 120, Seou-
subdivigion or comversion rities Manual,
{Heourities Manuoal, no. 2).

107 209 Ledger Account of Go ern- | 12 years .. | Parograph 115{s), Se-
ment Promissery Notes (Be- curities Manual,
eurities Manuusl, no. 23).

108 210 Register of etdipts and dis- | 25, Paragraph 116(5), So.
poanl of notes held in safe curitics Manual.
oustody (8 curities Manual, .
no. 75,

211 &I, Faragraph 117, Se-

109 l

Intereat Distribution Rl::-sm'st-ar
{Becurities Manual, no. 26.)

curitiss Mangal,
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No. of
forma ’
Serial in Name of Hegistor, Poriod of Authority
no. | Sehedulo rotomnbion. proseribing.
XXV,
| =y
1 2 3 4 2
ACCOUNTS ERANCH
{(TREASURY )—coneld.
O REgisrora—ooneld:

1o 214 Register of the signature of | 6 years: .. | Logal  Government
the person recgiving pay- no, 1981-Corm,, datoed
maent of & bill, the 20th Decembior

1820,

111 14 Treasnrers’ Receipt Registar B Artivle 264, Civi}
Account Code,

112 162 Troasurers’ Payment Registor Ll . Ditto,

113 163 Potders' Register of paymant | o | Loeal | Government
no, SG70-F., doted
the 2nd Saptember
1815,

114 78 | Register of Silver Coins euty 12 ,, <o | Article 82, Fe-

but not paid for, gourve Manual,

115 Currency Cheat Book ] [ R | Article 23, Rosource
Manual,” '

116 i Rogistor of valuables ool (1530 v | Arbicle 4, Civil Ac-
count Code,
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Namhber ’
Berinl of Name of Hegister, Peariod of Authority
no. | Reglater. retontion, prescribing.
1 2 3 4 il
BATWARA BRANCH
1 3 Proceedinga: for the pariition | Permonent ., | Instruction 1, page
of estates under Bengnl Aot 94 of the Batwara
Y of 1887, Manual, 18346,
2 ZA Ragistor of Batwara Amins . Diitta Instruetion 66, page
111 of the Batwears
Manugal, 1934,
3 I Cash-hook of partition foes |, Ditte ., | Insteoetion T4, page
' 113 of tho Batwars
Manual, 1930,
4 1T Oash-book of starnp fens: Ditto. 5, Ditio,
(1) Apportionment statement Ditter | Ditto,
ropistar of estimated oost,
and actual expenditure of
partition. of each estate
among the propriotors,
(2) ‘Apportionimont stolement Thitta Instruction 74, poge
repistar of purtition oharges 113 of tho Batwarmn
debitable’ ta all estates in Muonuat, 1930,
proportion o area,
] TIT Partition foeg ledger 12 yoara Ditto,
6 IV Stamp fos lladger e e Dhitto:
T v Proprietors' lodger of parti. | 12 ., Ditto,
ton: - feas,
8 VI Establishment bill heok 35 s Ditta:
fi VII | Comtingent rogister S i 2 Ditta,
10| VIII | Amins' bifl book L B I Ditta,
11 Iz Begistér of Remundration of | & Diitto,
temporary Amina.
132 x Travelling  allowance Bill | & 5 Ditto,
hools;
13 o Cholans by which payment of | 12 vears, or | Instrootion 03, pags

poartition feas is made by pro-
pPriattes,

3 veiars aftep
ndjuzstment
of mooounts
of un estate
under zettion
40 of Bengral
Act W oof 1897
whichover
period Lt
Bhortest;

118 of the Batwarn
Muonuul, 1036,

-
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1 | Number ‘ !
Sprial of Name of Register, Perlod of Aunthority
no. | Registor I rétention. L preseribing.
1 2 3 4 : 5
(EES BRANCH.
/] 1 Bitates, rovenus-pa¥ing | Bermanent Baard's cirenlar order
and  rovenue.fres, vide no. 28 of February
clause (1), and lands, pida 1888
elaugas (2) and (3), sectiin
£ of Bangal Aot IX of
1ag
2 1 Hatates,  rovenue-paying Ditto . | Board’s circular order
and pevonoe-fres and cess no. 2of Moy 1392,
pavalle:
4 1 Eitates,  revenne-poying Ditto .. | Board's ciroulsr order
and revenne-frod and cess no, 17 of Januery
payuble. 1902, X
4 v Hent-free  Ilnnds  undes Ditto Fula 152, page: 138
section 71 'of Bepgal Act of thy Cess Manual,
IX of 1850, 1852,
& 62 Indax register of Euglish Ditto Bale § of the Records
porrespondence, Manunl,
] A Register of letters received Ditta ., Ditto.
T il Hegistar of letters iagusd Ditto Ditto.
§ Memoranda: of English Ditto .. | Rulo (99 af the Records
uorrespondenoe destroyed. Muanual,
o 204 Standing arder book 12 yesra
10 = Cess taue ledger ) b LE
11 Goshwara 12
1 Manuseript chalan boal.. | 12, i
15 | T fld), Estates, rovenue- | Papers to be| Means the Repgistor
poying and revonue-froe, destroy & ¢ |  prosoribed by the
after the| pamphlet of rules
next reve.| imsoed with cirgolar
lustion  is| orderno:2of January
given offect | 1881; not  presont
to. form.
14 III (O1d). Lands under clpises Ditta: .. | Scction 4, Bengsl Act
2 and 3 of the dafinition of X of 1871,
the word “Estata’™ in
goation 4 of Bengal Aot
X of 1871, |
15 IV {Old), Temimrea  in  lands Ditto Ditto,
ontered in Register no, 111,
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I| Numhbear ) |
Harial of Name of Registor, Period of .é.ut-l:_m:i ty
no. | Register, ratontion., prespribing,
1 2 : 3 S b
|
CESS BRANCH—conid,
16 I Finesimposad under Bongal | Fapers to be | Rule 152, pege 138
Act IX of 1880, destroy e o | of the Cors Manual,
after the Ia52,
next  reva-
luation is
given effoct
to.
17 Iv Progross mado in valuation Ditte ., Ditta.
or revaluntion of vetates,
18 VA | Begister of chaukidari Ditte .. Ditta,
chalran lands of whish
coes is pavabla to the
Collsotor diroct.
1% VI Immovable proparty under Ditto Ditto,
Part II, Chapler V of
Bengal ActTX of 15850,
20 ViI Notioes under seetions 'rsll Ditto Ditto.
and 80 of the Act.
a1 41 Bhelf repister of records .. Ditito Bula 1483, Records
Mannal.
232 Ix Valuhtion and arrear osss Ditto .. | Rule 152, Page 138
of onasssssed  pant-fres of ‘the Cesa Manunal,
land under sootions 50, 1953,
B, 60 and B ofthe Ceis
Ack, 1880,
28| XII Soparate account of cosses Ditto Ditta,
yublo by repisterad
oldéea  of  revenue-fras
eatotos under olanse 2,
section 48 af the Cass Act.
24 XIIT Separate mocount of cosses Dittes .. Ditto.
payable by registared hol-
dors  of rovenue-paying
estates under sontion 44
| | of tho Cesa Act, |
25 XIV | Maugawar indek ropister of Ditta ... Ditto,
rent-fred landa.
29 | XIVa Index of ront-freelands by Ditte: .. Ditto.
tauzi number,
&7 | [ Inspection book +« | & years
Ly f a -

o —

s
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Mumber
Aarind of Name of Register. Pariod of Aunthority
no. | BRegister. ' retention. prosoribing,

1 L] E 4 5

CHSS BRANCH—concld.
28 Registar of witnessea i+ | 8 yenra,
a0 58 Court-fea register g
al | A-GEB Chalans - R
] Misoellancous applications | £ years.
and papers.
ESTABLISHMENT
BEANCH.
1 45 Lands and hooses owned | Permanent Huls 102 of the Bihar
by ministerial officers. Board's Miscollanesss,
Fulea, 1068,

2 48 | Losve of ministerial officers| 6 years after| Sub-rule (6] (o:d) of
| death or | Annezure B, Chaptor
| | roticoment. I, page 13 of the

Bihar ‘and Cirissa
Acconnt Code, 1926,

3 G4 Tuorriterinl  and  Palitieal | Pormunent Rule 235 (XEVI}L
| PEnAIonE. Bihar Board's Mis-
{ collaneoyus Rules,

1663,
4 31 | Admitted probationers 6 years Rula 147 ditto.
4 T3 Bemuritios of ministerial and | To Lo kopt so | Rule 232 ditto,
non-gazettod officers. long as the i

officars con-

cerned  aro

in sarvioe,
U 46 Casual leave register .. | Syears .. | Chapter I, Beetion IV,

page 45 of the Regis-
tar  and _Ra'ﬁmn
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y No, of
Serinl | forma in Nuama of Rogister, Period of Aunthority
no, | Soheduls retention. preacribing,
VIIIL.
1 2 3 4 G
EXCISE BRANCH
1 *a7 Register of licenses .o | 12 yenrs Chapter III, para-
grapha 100, 133 and
| Chapter ~XIV, pars-
grapha 485{T)(1) of
Excise  Manual, vo-
o : lamn TIT, of 1922,
21 *a7A H:;gmtur l:_it' l'mﬁnsas for | T8 o - | Chapter XTIV, F
lopa under the slding 485‘1}. Ex-
senln system, E:;Phlfanml volams
IIT of 1004,
3 678 Memarandam of consump- | 12, Ditta,
tion and licenss fees 'of
excisable articlas,
! 65 Memorandum of demands, | 12, Titto.
g oollections and balanea,
ik Beginter of sattloment by | 12, Chapter TII, para-
eunction, graph 89, and Chap-
er X1V, parigeaph
48G(TI)O) of Exciss
Manual, volome IIT,
4 of 1028,

. Register of misconduct of | 12, Chapter  ITI, pera-
exoisa and opium vendors graph 119 and Chap-
and their salesmen, ter. NIV, paragraph

485(IT)(7) of Esxcise
Munual,  volume ITT,
. . : _ of 1922.

ee Regiater of claims  for| 12 e Chapter  TIT, . para-

refunds, gmph 128 and Chap-
| ter NIV, paragraph
[ 485(TT)(8) of Excise
| Manual, wolame - TIT,
) of 1922,

8 Register of stilln T [ B Chapter X1V, para-
graph  485(IV)(1) of
Exgise Manual volome

5 % i p— III, of 1922.

Registar of tari demand .. | 12 - - chapmr VI, . pora-
graph  271(IIT){B)
snd Chapter XTIV,
paragraph 485(I} of
Excisa Manusl, volume
11X, of 1822,

10 B8 | Register of casesinstitated | 12 ,, .. | Chapter X, porsgraphs
! under the Exgizs and 385 and 380 gl
Opium Laws, Chapter XIV pars.
graph 485 ({11} of
Foxeiso Mannuasl; volums
TIT, of 1932,

*This relates to the number of forms in Sehadule VIIT.
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[
; No. of x
Herinl| forms in Nome of Register. Perind of Auth otity
no. | Seheduls rotention. pregoribini:
| J g
1| 2 3 4 | 5
I e
EXCISE BRANCH—centd,
11 89 Register of persons convie- | 12 years . | Chapter X, pr;rugm‘i’h
! tedl under the Exeissand | 388, and Ghﬁiﬂﬂ"
I Opinrn Acta, XIV. graph 1
M2y of EI“’W
Manual, wolume T,
of 1922,

12 92 Registar of chalans of 12, .. | Chspter III, part-
monsy on  sccount  of gmph 138{m) Chaptor
exoiae revenue paid’ into i pamﬁh 252,

| the tressury. Chapter .. pata-
| | g-mph 280(zi) snd
| tar XIV, para-
graph 4B5(I1)(3) of
Excise Manual, voluimne
= III, of 1922,

13 83 Rogister of stores apper- | 12 . Chapter XTIV, para-
tuining to the Excisse grophi 485(T)(13) and
Dopartmant. (IV), and Chopter

XV, porograph 515,
of Extias nnual,
volume T1T, of 1022,

14 P Tables of distanees of sxeise | Permansng | Chapter XV, para-
shops: {rom  the  district graph 613 of Exoise
and eubdivisional head- Manual, volume TIT,
qunrtars. | of 1522,

16 Ay Register, of sagurities of | 12 yeam To Chapter
officars of the Exoisa| be towritten | graph 452, arl.ci hap-
Department. for all officars|  fer XTIV paragraph

atill im | 485(TI)(4), of Exeise
sarvice on | Menusl, wvolome ITT,
thie gom- | of 1923,

pletion  of

the volume.

16 8§ | Register of opiom and| 12 yesrs Board's  subaidiary
poppy heads: lioenses and instruction (1), page
druggista’ parmits. I 34 of Excise Mannal,

| 1 volume T, of 1422;
17 5 Register of materialz uged, § o Chapter XIV para-

wash set up and spiribs
prodused at a distillary.

graph 4AR5(IV)E) of
Exrida Manual, volume
TIT, of 1822,
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ing of exnize and opium |

shops.

i No.of I
Berinl | forms in Nome of Register, Period of Authority
N, | Behedal ratention, prescribiing.
V1II,
1 2 ] 4 i
EXCIRE BRANCH— sontd;

18 0 Bagistor, of unntity . of | 6 yeara S | Chapter. XIV,  phthes
apirit oollected in rocsivers graph 485  (IV)(3},
at a digtillery, af the B: & O, Exoise

Menual, volume IIT,
of 1822,

19 77 Register of apirit roocived | 6 ,, ++ | Chapter ¥, apamgmph
inta, reduy or blended 240(23, oand Chipter
in, and iemed from each HIV paragraphs 455
vat ol stors cask. {III)(2) and (IV) of

Excige  Manual, vo-
= lirme TTT, of 1022
| l
20 79 Register of casks received | 6, .| Chaptar V, raph
| and  the  apirit  izaned 247(2), n.ncf Chaptar
therefrom at a distillery XIV, pn-mgmpha
| or warchouss, 483(ITT}(3) and (IV),
| of Excise Manusl,
| volume ITL, of 1622,
I

21 it Begister of excissble arti- |3, Chapter XIV, para-
eles imparted, exported ar graph  48a(T)2), of
transported under bond, Exoise Manual, vo-

| lume ITT, of 1923,

2z 63 | Bogister of passes for the | 5, Chapter XIV, para.
transport graph  485(1}(4), of
—of excizablo | Exciss Manual, vps
oxport lumne IOT, of 1922,
articles for which doby
hos been paid or on which
nn duty is lavied,

o Register of camnalleave .. [ 3 4 «+ | Chapter II, paragraph

| 52 gnd Chapter e
poragraph 455(T)(21),
of Exvigs Manual,
volume T1T,of 1922,

24 0 Hegister of monfhly work- | 8, Chapter XIV  pars-

groph  485(1)(5), of

Excise  Manual, wo-
Iime ITT; of 1622,
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Mo, of
Serial | forme in Name of Register, Puriod of Autharity
no. | Behedole rétentinn, preseribing,
VIII.
1 2 4 4 b7 | #H
EXCISE BRANCH— ond,

a5 71 Begister of bids at o settle- | 8 yagrs . | Chapier  TIT, Parn.

ment by suetion, graph 94 and Chap-
tar XLV, puragraph
HBG{IT)10), of Ekoies
Manunl,  volums TIT.
of 1922,

925 E Reglator of distross-war. | 8 e Chapter ITI, para-
rants fasned undursbetion graph 126, Chaprar
i of the Bilinr and -Orizsa VI, paragruph 271
At 10156, #¥), ‘Bnd G]‘!&p:u

K1V, poragraph 455
_tll:l[léjl of ExXicsa
Marunl, volume TIT.
ol 1622,

27 78 Rugister of parsonel lodger | & = Chapter IIT, para-
it aceount of vandors ot o graph L35, and Chap-
distillery or spirit ware- ter  XIV, paragraph
houga, 486(I)  of Excide

»! Manunl, volume I1I,
of 1022,

a2g | T4 Begistar of porsonal ledger | 8 - Liitto,
ut-a gagagola,

49 ~ Register of attendoancs of | 8 o <+ | Ehapter XIV, para.
piards &t a disgillecy op eraph AB5(i5) of Tx.
warchauss, otze Manual  volime

LI, of 1923,

a0 78 Weighing book  for casls | 3 - Chapter XIV, pom-
filled  from vot at a graph = 483(1V) of
diatiflory, Exoisy  Manual, vo-

hone 11, of | o2z,

a1 Oask-gauging register at'a | 3 ,, Chapter: V., para-
distillary or warshonse, graph 247(4), und

Chapier XTIV, paru-
graph 423(iy) of Kx.
aiss Manual, woliime

T, af 1522,
a2 i) Balante account of spirie| 3 o Chapiar KTV, para-
- in hand and summary of graph dB85(iif) of Ex.
transaations sy distillary cise Manusl, volum,

or worshouse, II1, of 1522,
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No. of
Berinl| formsin Neme of Regiater, Pariod of Authority
no. | Scheduls Totantion. presoiibing.
VILL
g 1 = | & £ ]
EXCISE BRANCH—ontd,
i3 &1 Daily siccount of coungry | 3 years Chapter XIV, parm-
apirit issued from o were- graph  455{1Y) and
house to the retail shopas {Vyof Exgise Manual
aupplicd by it volume IIL, of 1922,
a1 Rogister  of reesipt and | 8 I Chapter VII, pora-
fasua of books of licenges graphs 280 and
for fess: for the hoime (i), and Chapar
brewing ol pachwai. EIV, poaragraph 425
{1} of Excise Manual,
volieme III, of 1922,

95 { Brewing hook Il - v+ | Chapter IV, ‘para-

o2 graph. 177(b) of Tx-
oise Manual, volums
LI, of 1923,

a0 Donaturing room vat book | 3 o Chapter XIV, paro-

v graph  485(X1T)(2) of
Exreige Manusl, vo-
luma ITI, of 19232,
57 L Izaue of weighing book of | & e Chapter IV,  para-
danaturad spirit, graph’ 188 of Ex-
oige Manual, volume
IIT, of 1922,
5 Btoek acconnt of dennttir. | 3 e Ditto.
ing roaterisls.

16 Arrgarlist of torifecs .| 3 Chapter VI,  para-
graph 271 and Chap-
tar” XIV paragraph
485(I1)12) of HExoise
Manual, volume: I1T,
af 1922,

40 g Btaternent of Heenses fzsued © 3 i Chapter VIII, para-

for the home brewing of
pachipai.

grophd 2R0(vE4), (vidd)
and (%8} and Chaptog
K1V, paragraph 480
(1) of Exojss Manual,
volome ITI, of 1825

o
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No. of
Serial | forms in Nume of Ragister. Period of Authority.
no. | Schedule retontion, breseribing,
VIIL.
I | 2 3 + B
|
j EXCISE BRANCH—coneld.
41 | 85 Fegister  of isaue of | 3 years .. | Chapter XIV, para-
r ganja graph 485 (v} of
from & licemasd Excize: Manual, vo-
; bhang lomp TIT, of 1922,
| warchausg,
42| &8 Abstract of receipts mnd | 3, Ditto.
ganje
| pxpenditure of ot
blang
a licensad warehonse.
43 BT Daily abatract of reoccipts | 3 - Ditto.
ganga
and expenditure of —at
bliang
o licenaod warchoiss,
44 i Begister of receipts oepd | 8, Chapler - XI1T, parn-
izsue of uniforma, graphs 476 ‘and 479
and Chapter XIV,
paragraph 4B5{41)
of Exeizs  Manna],
i volume ITT, of 1622,
45 a1l Tndividual elothing avcount | 3, " Chopter XIT, para-
graphs 450, 461 and
481 and  Chapter
XIV, parageaph (i)
of Bxeise Manual,
| volume ITT, of 1922,
| 1
46 LM Register of information | 3, Chapter X, puragraph
received of exelse offences 372 of Excise Manual,
and  of action  taken volume I1T, of 1922,
thereon.
47 .. | Cashbook ., warl 18T Paragraph 39 at page
h 16 of Bxvige Manual,
volume ITT {sa amon-
ded by correction
| slip no, 227, dated
r tha 3ed  October
1831).




182

THE BIHAR RECOBRDS MANTUAL,

[APPENDIX E.

Number :
Berial of Name of Register, Pariod of Anthority
no, | Hegister. retention, preaeribing,
1 2 3 4 b
GOVERNMENT RESTATES
BRANCH.

1 a2 Estates held under direct | Permenent Chapter T, section IV,

manggement, page 34 of the Regis-
tor and. Ratgrm
Manunal, 1932 and
rule: 84, Chiapter TV,
page 33 of the Bihor
Government Estates:
Monual, 1953,

@ 33 l}spanﬂunt tuEnurca {i_n Ditto .. | Rule 88, Chapter IV,
Government stntol in age 35 of the Bihar
the Chota Nagpur Divi- Eugvc-rnmuur. Enlatey
gion only). Manual, 1853.

4 I | Jamabundi Register or | Ditto .. | ohaner ‘}vfgﬂwffg
continuous khntian. of tho Bilur (overo-

ment Batates Mannal
1963,
% . BRaule 85, Chapter IV,

4 40 Alterations of assessment Ditta .. Page 34 of the Bihar

Government Estitea
Moenual, 18563 -and
page 30 of the Regia-
ter  and  Ratirmn
Manual, 1932,
5| 22.A | Estateslet outinfarm .. | To bo des. | FAE2 34 of the Register
troyed when and Heturn Minual,
tha. veamter,| 1932
is full and
12 Vears
have expired
{from ﬂm‘
dats  when
tha wsottle.
ment  that
N was tho last
to  expire
|| nnd waa
recorded  in
| it tormi-
nated).

»
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E=E
| Nusibar
Sl of; Nama of Hegiater, Poried of | Anthority
wal | Hegistor, rotention. prescribing.
|
! 2 3 1 j 3
= o = — — b o .
GOVERNMENT ESTATES
BRANCH-—contl.
i} 4734 Loanded peoperty owned By | Lo be/desiroy. Bulo 117, Chapter Y1,
| Manogers, Sub Monagers | wd when | poge 45 of the Bihar
of Tabsildars fnons | olosed  and | Goven ment Eatates
Gorottad  officers) of | new register | Mapoaal, 1953, ord
Glovernment: Estites. opened, page 43 of the  He-
Jga‘rur snd Heturn
| anyal, TRE2:
|
7 60-F | Poyments of comumission on Ditto- ., | Bale 122, Chopter
! negount of Khas Mahal anl. VI, page 44, of tho
le etions, Rifny Governmienb
Eatatos Mool
1953, and page 43
of the Hepgiter aod
Roturn Monval,
] 1882
i
i IT Tenmnt’s ledger war |20 FoRTE Rules 56 ard 48,
Chepter 1Y, pages
25 mnd 24, respeoti-
vily of tha ik A
Government  Esfates
Mamal, 19563,
9] TIrA Collection register.  diveot |18 .| Bules 56 and 08,
payments to the Tobaildar, Chapter IV, pages?i
and 27, resp etively
of the Hihar Govarn-
mont  Estotes Mo
nual, 19333
10 IT1-H (allaction register, paymonty 6 Budes 06 and 00,
not made o the &uﬁldnr. Chaptor IV, [phies
25 ond 27 respee.
tively-of the Hilae
Government  erates
Maneal, 1953
11 || v Casly bodk H Hules o6 aod (Gl
Chapter IV, pagea 25
| ancl 27, rerpectively
of thuy Bitia,

Governmenl  Estatey
Manusl, 15858, .

9Bd. of Rev.—13
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Herial
no.

—

Iz

17

|
Namber

of
Ragistor,

Name of Hogister.

Porod of
i ontion.

3 3 i
[GOVERNMENT ESTATES
BRANCH—aonald,
Abatract of Mahalwar 1||'_! VBara

Yl

VI

IXA

aeoonuts, (Return No. 1.)

Last of defpsltcrs (Retun
No. IID).

| Treasury pass-hools

Mutation Reglster showing
correctiong  in tho khnsra
and khatisns amalgamna-
ted form of old Muotation
Begistors I and 11},

Mutation Remater aliow-
ing resetilemont of tennn-
vied - aurrendered,  aban-
doned or rendered vacant
by the- doath of the hal.
der without heirs.

Mutation Registershowing
anttlpmenta of wostelands,

3
e
2.,
12

B S

Anthority
preseribing.

Bules 78 nnd
Chapter . IV, pagos
31 -and 38 PRSI -
Eively of the Bihor
Governmont  Fatates
Manual, 1853,

118,

Rule 77, Chapter IV,
F‘HEE 31 of the Bihar
fovernmont Estater
Manual, 1953,

Rules &6 and’ 632,
Oliapter IV, popes
25 and 37 réspec.

tively of the Bihar
Government  Estates
Manual, 1053,

Rule 46, ChapterIIT,
page 22 of the Bihe-
Govarnmont  Estates
Mannal, 1653,

Rulo, 46, Chapter T1T,
pugo 22 of the Bihar
Government  Fatates
Manunl, 1053,

Rule 48, Chapter 111,

pags 22 of the Bihar
Government  Fstntes
Mannal, 1853, -~
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Numbor
Sarial af Nump of Fegintor, Period of Anthority
o, | Repgister, rotention. Presoribing.
1 & 4 4 5
=11 e man i R
LAND ACQUISITION
BRANCH,

1 1 Frogress Begistor of Land | Parmanent Purographs 9 and 3p
Aequisition  ehscs  undar) of the Eructipng
ActLof 1304, (Pago 184 of by the Board of
the  Land  Acquisition Revenue  in the
Munnal, 1852} Ll Acouisition

Manuul, 1958

o B Register of Land Aceuisi- Ditto. . Paragraph 40 of tha
tion cases under Act I of structions by the
1894, (Pape 908 of  the Board  of Revenus
Loand Avquisition Mantal) i the Land Acqui-
Rl 2] Sition Manua], 1052,

8 i | General  olistract repister Ditea Purgpraph 141 o
of lands token up m o In.f%ru&'um hyrtt_hh:
digtriol, imder o partinnlar Board  of Revonua
Govarnment order. {Pags in the Land Acqui-
214 of the Land Afgnisi- sition Manunl, o529,
tion Manual, L952)

i 41 Register of lands in the Ditto Paragraph 170 of the
ogcupation of &  Btste Instruotions by the
REailwny in a  distriet, Bourd of Rovenue
(Page 223 of the  Land in the Ll T Avgunisi.
Apguisition Manual, 1962,) tion Manual, 1p59. -

o a9 Regiater of lunds in  tho Ditte .. - Bitto.
ooenpation of & Railway
Lomponiy 10 a  distriot,

(Page 215 of the Lond
Acquisition Munugsl,
1928.)

i 26 " | Lotbundi register for [the Ditte .. | Paragraph 150 of
ealo of class A, B, C or D :fmgiﬂm Ty I:IIJ\g
lands of & ruilway in Board of | Hevinug
distriot, (Page 216 of the in the Land Acqui.
Z:.:r:n:irf‘hcquinit-iuu Manmal, sition Manual, 1952,
Hha

7 34 Ledger acoount of  ench Ditto Puragraph 177 of tho

| Land Acquisition Project, Instruptions by tha
(Poge 238 'of the Loand Board of Revenua in
Acquisition Munual, 1452.) the Tond  Anso

% sition Manuai, 1853,
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Sorial
1,

101 -

|

{ |
Number | I

of Name of Hogiater, Paviod of | Authority
Foegiater. Totontion. presoribing.
1 i == T { _* | E
LAND REGISTHATION | I
| BRANCH, -
| |
| A, Port T {Enge 77, Appen- | Prrmimant Seetion T, pago T
dix to  the Dihae Land | Bihar  Lund Hegis-
| Reglatmation Mununl, | t'lllaﬂiéﬂll Manusl,
iy, 4161,
AL Part IT [ pugpe TT, A ppons Liiteo Seotion . 8, page @,
dix to e Bilae Land | Bihar TLuond Hagis-
Hagiatration Manuanl, | tra tion Manual,
[ 1946} b ) s_lm_f.l;
‘H_.Puﬂ I {pago T 8. Appen: | htio eotion 10, pogs 10,
dix to  the Bihar Lend | Bihar Land Begis-
| Registration .’lrnmml.: | lr;‘t:éun Manual,
146, ; 5
B. Part 11 (pugo, 79. .-'i.ppm':al Ditte. ., | Section 11, page 12,
| dix to the Bihar  Land | Bihar Laod Regiz-
| Fogistration Manoal, tration Maonunal,
1940). | 1046,
| ]
B, Part LLT {page 79, Appen-| Bitin Seetion 12, page 12,
i dix to tho I!i!mrr Lund | E:hlfr I.-umm!iJ Iflng:!u-
Raogistration Manual, trotion Mpnual,
| ha4b), 1044,
I £l
| . (page 79, Appendix to| Ditto Section 15, page 13,
tha Bihat Lund Registri- Bihar Land  Hegis-
tion Manusl, [946) ! ?llilﬂflliun Menual,
| 4,2 1. Part T {pages 50-81, Ap- | = Ditto Enation - 18, pags 14,
| | pandiz to the Bihar Land | Bihar Tand agis-
[ Begistration Manunl, trition Manual,
1040, 1846,
D. Part I[page §2, Appen. Diitto Section 18, page 14,
dix to tho Bihar Land Bihar  Land Hegis-
. Hegistration Manunl, trution Manusl,
RIETAR | 1946,

4 Mutation cases {page 87,
Appendix to the Bihar
Land Regiatration Manunl, |
1046}, |

dost roy 'l
when all tha

cigas entorsd
therin  ore
estroyed,

When oll the
entrios 60O
dinposecd of,

Index of mutation cases ofi-
terpd in Register no. 4.
| (Page 87, Appendix to the
Bilne Land Registrotion |
Manual, TH48). |

Shonld bo [ i

pacords of the

¥ Rule 12, Chapter V,
| page  G5.0f - Bikar
Land — Regiatration
Afanunl, 1946,

S——H
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| Nimbar

|
| LAND REGISTRATION

Nomo of Hegistar.

BRANCH-—contid,

- Sarind of
no. | Rugistor,
1 |_ LTI
_-_-.—-|—|——
1
|
1, 12
i
|
e I
13 A
14 L §)
|
'r'
1.1 21
& 4.3
4 LA

Bemater of soparaty. oe-
counts under sections 10
| and 11 of Act X1 of 1859
and section 70 of Hengsl
Aot VII of 1876, (Puga 84, !
Appendix to tha |
Ennd Rt rntion Moanual, |
1946, I

I

Particolars of sepuarite e |
counts opened nnder sec.
tiona 10 amd 11 of Aot X[

| of 1859 and saction 70 of

t Boengsal Act VIIof 1876

| (Papo 88, Appendix to the
Hihar Lond  Hoegistrition

Manmal, 1946,

Rogiater of names of malike
receiving malikang. (Page
A8, Appendix to the Bih
Land Rogistrition Manusl,
1846, )

Rogister of mutaticn regard.
ing malikana, {(Page 88, |
Appandix to tho B o
Land Ragistradion Manael,
4G, )

| LOANS BRANCH.

Land Improvement!
Lindgar ¢f ——————
Agriculturists

Toivria:

Goshwarn [ Khitian]  of
Fand Tmprovemant
———— loansfor

1
1
| Agricalturists’ |
]
L]

the kgt ending, e ]

Ehnlana fop renlisntions on

p Land Improvament
| weponat of e
Agriculturists' i

lenns:

Périod of Aunthority

rufontion. preeseribing.
ML o A

4 | i)

Formanent Soctions (70 wmd | 73,
Fugm 40.41, Bihar
wand  Hegiateation

Muanual, B

dihar
[Hrtes Ditlo.

Ditte Bosrd's order mno.
310-A.,  dated [2nd

[ April 1877
1

Bitio Tiitta,

Twonty-fve Bourd's | Insiruotion
vears or ufter 6. part 111, page 110
all cngesara | of the Losna Manual,

clustroyed. U
THito . E Board’s Instrviotion
6, port IIT, page 112
| of the Losns Ma-
nual, 188,
i
Thtto Board's  Tnstruction
| Tla); part TIT,  page
112 of this Tioons

Munusl, 1958,
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; J-Numhﬂr E | E
Serial of | Namd of Register, Pariod of Authority
no. | Rogister. rotention, | presoribing.
=]

v [ o= 3 : f | i
i __ = 4= 2 |_

! [ LOANS BRA ﬁﬁﬂ—c&utfd.f f

4 25 Advanoes mada to  offieers ] Twinty-tive l Bonrd's  Inatrustion
for  disteibiution of yYoursorafter| 4, part LT, pagn 101

{ Lanel Imiprovemomt 4ll engen uro r of:  the Loans Ma-
—hmnal | destroped, 7 nual, 1958,
Aprisulturisia’ j
1 1
MISCELLANRKOUS !I
HRANCH, ]
1 3. Special register of istimeurl) | Pormanent Buction 44 Aet XT dF
tenures held st Axed rang 1851, page 75 and
{ | from) lime of permanont Appondix T3,  page
| #ottlement, (Tho register Z11 of the Sale ' Low
is finully olosed.) | Manual, 14386,
= F | Spacial togistar of tonurey LR Ditto,
| existing at timp of settle: |
ment which Tve not besn
heldl ot fixod ront (finally |
atlosined | |
i I G | Common registiy of tilulk- Ditto .. ¢ Beetion 41, -Act XTI bf
duri-and other simidlar | 1B3D, dpq,gn T ol
| | tenmres and farme created ! Appendix 1IN, puge
| gt the tinie of tho settle- =211 of the Sale Law
et nnd held fmmeidin: | Manunl, 1936,
|ty From the proprietors |
of estntes, |
1 H | Spodal vogister of ditto Bittg .. 1 Section 42, Aut X1 of
| 1851, ]"Jngu 77 and
[ Appondix 13, pago
| | 2E ol the Sale Law:
Manuoal, 1036,

a 1 T | Commion rogister of lonses | Ditko Seotion 43, Aet X[ of
af funds wherein dwelling LEGO, puge T8, and
htuges, ooy, Tove heen Appendiz 1, poge

| ierootad | 211 ef the Bale Low
| Manusl, TH2G6
| [

G i Bpncinl register of ditto | Fhitft ..o nnil J\pgr:l-
! | | dix: D, page 212 of
| the Sale Taw Ma-
| | el DR3G;

T I 19

Soporate aceounts. under Dlitte. .. | Appendix 13 page

sootiond 10 and 11 of Ack 2% of the Sald Law
XIof 1850 und section 70 Manunl, 1936,
of Bengal ActITof 1876, J

Cr

-
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Numbar
Herial I of Nome of Register. Period of Agtharity
np. | Repibter, : retontiomn. preseribing.
|2 3 4 e s |
== = 5 e = ity o e — L
MISCELLANEOUS
ERANCH _conéd.
H 24| Particulars of separate ne- | Pormaneat . .| Appendix D, Pag
ocounts opened underseptions 218 of _thu Snle
10 and IT of Act XTI of 18568 Law Manual, 1834,
and srction 70 uf Bangal Aot
YII of 1876,
£ 13| Depdsits- made under seetion Ditto Appendix Dy page
16, Aot XLof 18560, 214 of the Suls Law
| Manual, 15836, ses.
| tiona 70 and 35 of
Land Registration
| Aat,
10 | L4 | Applications for r latry, com- Ditto Appendix D, page
1 mon arapeoinl under septions 214 of thoe Sale Law
| 40 to 44, Aot XT of 1850 Manunl, 1934,
11 156 | Registers  of appeals ond | 12 years or | Chapter T, section Ty
| motiohs. when all the |  page 22 of the Re-
pecordd. on- gister and Heturg
| tered  in it | Manoal, 19320
ara eatroy-
il
AGH
12— Miscellaneous receipt register, | 12 years Civil Acvount Code
| 11BA part IIL. Artiole 278,
I x
i3 24 | Favest recsipt roglstar 12 |, Civil Acoount Code,
Article 410,
14 81| Public Works  Dopaetment | (2, o [ Civil Astonne Code,
chisgun poyment, Artiela 486,
13 El 19 1 Balea Tk arrsard ol revenne | PermaneDt .. | Appendix- B, pago
| | 215'of the Hule Liw
| Manual, 1934,
14 19A | Bulen of Fhes Malial topures Ditte Appendix D, pago
ander ssction 11, Bongal 216 of the Sals E“_‘
Aot VIT of 1868, read with Muanual, 1930,
| Avt XL of 1859.
17 I8E | Sales hold: under the Bihar Ditto Bourd's In struction

and Crissa Pyhlio Demands
Rooovery Aot TV of 1814

|
1

+ 40 on pege 123 of
the Bihar Cortificate
\ Menual, 1035,

.

i —
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] Nivmbar

nf

Bagister,

3

31

fid

Nome of Begister,

MISCELLANEOUS
BRANCOH —contd:

Hnle ol patni
Hegulation VI

luke undar
of 1810,

Salow of und se-tonures under
Bengnl Apt VIIT of 1866,

Charkidori  phakean  lunds
tranaforred by  Collootor
andar secbinn 50 or 55, Bon-
gal Aot VI of 1870,

Rogistor of Civil Suits ..

Ragister of cases undor Regn-
lakion VII of 1790,

Quinguennial registor o

Registory of lands used for
public  purposs,

Rogistar of landy in the ocou-

petion  of  Munioipalities,
Distriot Mooardd, onrd Topal
Boards,

Prarsons admitted and arnralled
as rovenun ogonbs,

Mizcallapaous  cases

Requisition  of  cortificates
under the Bihnr end Orissa
Pablic Domands Reocovery
Act TV of 1915,

Peried of
vatention.

4

Perntanant . . |

Ditto

itta

Dhvta

Ditto
Thittn

Thtto

Ditte

2 xeinrs

12

Twalve yoars

.| Chapter 1,

aftor the
date of ]gst
ontry.

L}

Authority
[rEan Ii"il.'lii'l'i.ﬁ.

&

Appendix. D prgo
215 of the fale L;.w
Manunai, 1036

Appendix D, pogo
217 of the Salo Liw
Manual, TH36.

Foule 377 of the Bilar
Board's Mircellane-
aug Rulis; 1068

Ruls 131, poge 30 of
the  Practice an
Proc=dare Manual,
1958,

Rogulation VIl of
1570,

Brgulation XLVII
of 1793,

| Buleg 265 of the Dilier .

Boord s Miscellntin-
oun Rules, 1008,

Ditto.

Bule 9, poge 124 of
tho Praotice opd
Procedars Manual,
1935,

gootion
IV, page 17 of the
Raogistor and HRe-
turn Manunal, 1832,

Board's Instrietion
45 on page 123 of
the Ribar Certifi-
eato Manual, 1937.

——

g
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AFPENDIX
1 Number
Serin) | of
no. | Bagister.
T B
|
1
a4} 10
30 | 43
31 23
12 A
|
53 27
|
4 L]

a6 38

84 | Precapts

‘ N of Hoginter,

! MISCELLANHOUS
BREANCH —contd,

Cortificate  made under the
Bihar and Orizsa  Public
Diemands Rocovery Aot IV
of 1914,

Clrims to monoey in doposit ..

Engyection boek

Standing ordor hoal;

Petitions

Bevenug: finas

Prizinaes«

Prriod, of
ritention.

Twelve venrs

nfter the
datn of last
antry.

12 yvears

8 ynoars
fram the Lnst
truneaction
mintioned in
b,

Twalve yaars
from lagt
order onter:
od in it,

G yeqars o

Authority
preseribing.

Banrd s [nslrection
45 on poge 123 of
tho Bihar Cortifi-
ento Mananl, 1957,

S hepter I asalien Ty,

pige 31 of the Ho-
gister and Hturn
Moanasl, 1982,

Divto.

Chapter ], seetion TV,
page 32 of  the
‘Hegister and e
turn Maswanl, 18E2,

Rola o, part III1.
Chapter 1. papa B3
of the Practice snd
Procedwrs Manual, |
1908.

Chaptar 1, secllon
IV, poge 38 of the
Hegister, and | Ra-
turn Manupl, 1832

Board s Circulnr G-
dorno. 11 of Mareh,
1884 and Chapter 1
Seetion IV, poge 35
of tha Bamister and
Heturn  Xanupl,
oo,

Chaptor T, soetion IV,
pa1s 8. of the Ho.
gister nnd Taturn
Maonusl, 1832
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=] Humber
Hariml of Namoe of Registor, Perive of Authority
no. | Register, rebention. presoribing,
) 3 . 5
f 3
MIBCELLANEOUR
BRANCH—contd.
a7 1 | Rogister of uppl'wntiu.:mn for | 8 vours oo | Government arder
grant of permt for removal no, 913, dated 12th
of timber or other foreat pro- February 1902
duga;
35 G| Hegiatorof recaipteongocaonnt | 12, Ditto.
of timber and other forest
produce,
39 5 | Registerofliconsesforgrazing | & ., . Bitta.
40 10 | Register of papers receivetl | Should bedes- Ditto,
aned issned from the Forest | troyed when
office, all casss To-
Inting to it
have boon
dustroyed.
41 13 | Register of livenkes [or manu- | 3 years Ditio.
fosture of  ostéchu and
fiaring tasae,
iz 16| Eegister of licenses of pottezs, 8, ' Ditto.
| washormen and others,
i3 45 | Locks nnd keys <. | Whén o mew | Rule 208 of the Bihae
hoalk has to Board s Misesllane-
bo ' opened | gus Rules; FHGS.
ontrips  of
| lockr ©  and
Kivws: in ac.
tual usn
may bo oo
pind forward
mta the now
boelk and the
old book des-
troved.
44 454 | Spore padlocls and kevs o Ditta,
45 Ll Processss of all departments | 3 yoears Board's Instroetion
miade owvir to the Nazir for 40, puge 116 of the
AREVIDe. Bihar!  Certificato
| Monuanl, 19a4.
i TU: Attendignee of witnessez in ! 3 - Ditto,
i | HRovenne Courts.
=y

-
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&

Govarnmen ! decrees.

tha Practive and

I
.| Numbar 1 :
Sedal| = of Name of Registor. Poriod of | Authority
no. | Registor. retention. presoribing.
0 e 3 T e 3
] MISCELLANEQUS
j BRANCH —eoncid.
47 | 71 | Receipt and msgeof printed | 8 vears Seotion IV, Chaptet-
! farims. I, page 55 of the
Hogitor and Be-
! turn Manual, TA32.
48 | e Stationery Stock Hook | e 2 . | Rula: 124, Chaptor
f i VI of the Bthar
| Boord's Miseolline-
i ons Hnles, 10568
40 | C | Ropisker of  exdéution o] 120 .. | Bulo 84, page 18 of

| .
T 03 | Trewsury romittanee hoolk
‘ |
51 I 96 | Stock and Store Ragister
i <]
| -
0| Ik Bogister of stamp fess duo to

Governmbnt m paupier st

FProoedure Manual,

1058,
= A i. |-Rule: 323 of tho
Bihar Hoard's
. Miscallaneons Huloes,
1958,
Ta be rotainod Ditto.
for throm
saard  after |
A new ope | o
5 written
| . I.
| vours - .. | Huole 83, page 10 of

the FProotice and
Procedurs Maninl,
1068,

| |
i A | Register of valuabley lddged | Permonent .  Hule 208 of  the
‘ I plie tesasuey Tor snfo eos- | Bihar Borrd's Mis-
| tady. callansons Hules,
| ] | 1958,
| .. | -
F4 1l | Stoock agcount of thana mapa [ 12 voars | Risle 334{c) of tha
. | PBihor Bosred's Mis-
I \ pollaneous . Fuoles,
| 1068,
=5 02 Ditto of village maps ., | 158 o Ditta.
=51 R | Hegistar of domigils cortiflen-  Forminend ;. | Rule 14, part 11,
= | Appendix H of the

HBihnr Board's Mis-
colluneouy Bales,
1855, '
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| Number I
Sarial | af Namn of Rogistar, Porod of Authority
nel | Replater rotartion, | prreacTiding--
R = = J— = —_—
1 4 | 3 4 I i
| NAZARAT BRANCH. ‘

I 35 | Rogistor of papars mmecived | 6 yours ., | Chnptir I, section IV,
(oih r than urpeasses fak s01= pag> 72 of th Regi~—
vioe) for whichno othir tor and Betum
register is prosoribed, Manunl, 1032,

g 40 | Poons L oo | Betale 011, part. TXT)

| Clapter T1 ol tha
! Fraglico and Pro-
I cedirs Ianunl,
1918,
|
3 t 43 | Procosses ion Bt T poan | Rule: 28 part T
| { | Chaptor IT of thae
| | | Practicoand  Pro-
P | eadure Maonnnl,
- R
4 i 43A l Prog sees for roadization of | 3 L. ‘= it o.
IOGBEY -
i 44 | Oeeupation of peona et [l S e Liitto.
[ 4 Caal boolk writh its subsidiary | 25 .. |Rule 323 of the
| | pogietars, | Bihar Board's AT
| esllannous  Buoles,
1490,
T | Chague  pecsipts. and their | U . .. | Board’s Cireubar
| eountorfoils, | Order no. 1 of Tuly,.
I 1908,
I | |
% A | Post eard warming issued : LI =il Chapter 1,  section
{ 1V, pege 60 of the
| i Hegister amd He.
|' A turn Monual, 1932,
.

@ Form E—HR gistorof chegus | 1% 7 ars from  Hul' 83 part 110,
| booksisu'd by nazic to | the date of | Chapter T af the:
| prons; kanungoes, eto. lagt entry. | Proctive and tFro.
[ oodure Manusi,

| 1S
| RECORDS BRANCH. | .
1 |

| &1 | Bhalf registor of racords Pormaniut ., | Bulo 143 of Heegrds
| | Mpmaual

2 4iA I R roprds of ogatd no! conntet- Diteo : Rube 144 of Hocond=

| ed with any satata. Manual,
L] I -

- P e

3

S
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Serinl

(Ll

1

T T

| RECORDS BRANCH ronid.

Nami of Register,

i

Rocaipt and dispoanl of Tecords
by rocord-keopor,

410 | Begiator of rooeipt and cha-
posila af @ ovonuns  ploorels
at subdivisions.

4110 | Reovards sant oub: from rogorel

Manunl.

Gunstal eagistor ol suryoy

pimars,

Rogistor ol the registor - tobn
prosarved parmsnently.

Pariod of
rrtinbio.

t

Authority
preseribing,

3 wvears

]

Fntil all s
pords  men=
tionad thiro-
i are rature-
od (when a |
now hook has
tabe opoanad,
entrissof wun-
returned ro-
corda which |
contiin HM[
roooipts of
the . rocipi-
onts may be
out out-and
pasted into
thin new
baal, - and
the old hool
deztro y oo,
I cuso thers
ba an antry
an vaoh dida
of the same
«heet of the
old  rogistor
that has to
b earriod
iito the new
rogistor, tha
portion | eut
out aheald
be pasted in |
s a fly alip).

Peomanent . .

Raula 146 of Roconts
Manunl,

Pormanent .. | Huls 180 of Recordd

Mannaly

Halo 149 of Racords
Mannal.

Feile 155 of Roooids
Manual;

Dt

Bule 114 of Broords

| Manual.

———
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!

Kumber
Sorinl of Nome of Begister, Pariod af Authority
no. | Begister. ‘ retantion, presoribing.
Ton | 3 4 5
| BECORDS BRANCH —oanid.
3 A | Register of the registors which | 8hould be| Rul 114 of Records
| B glass papers and not | destroved Mo unl.
to be prosorvied pormenently. | when all the
rogristors enter-
. | ed therein ars
| deatroyed.
I
] 40 | Begisterof lotkersreceived .. | Pemoonent Buole 8 of Records
Manunl
10 il | Register of lettors issuad Thitto Ditto,
1
: 11 62 | Indox Register of Engllsh cor- Ditto Ditto,
| | rospondenos,
i [ 77 | Books, reports, returns, eto,, | During  the | Bule 251 of Repords
respivedan the library, cearrenoy of | Manuol.
the eatalo.
Eue.
15 78 | Books, repotts, riturng, ete.,| During the | Bulo 261 of Rocords
irsed from t!:allbrary. curreney’ of | Manuesl.,
the cntalogin
] {(when n new
biook hes to
] b openod,
ontries  of
nnroturnod
books, ete,,
may bé oo-
pied forword
in the noew
book  and
tho old book
" destroyad),
14 Cutalogus of books .+ | Tobadestroy. | Bule 247 of Rocords
od wmfter 5 | Manusl
years  whon
the guin.
E quernial re
[ vialon i
mudi,
15 148 | Registor of application for in- | 2 yoars Rule 276 of Records
i formuation. Maonuai,
10 170 | Reggtor of application for | 2 Ditto,
|  oopics.
o |
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[ |
Buambaor
Sarinl af Nome of Registor. | Perigdor | Authority
no. | Begistor, | | roetention, || preseribing.
1 2| 3 4 | R -8
| RECORDS BRANCH ‘
—tiohcld, |
17 168-A | Registar of swpnipta: of | 12 yoars Rilo 328 of Records
copyists and typists. Munund,
BALT BRANCH,
i
1 Register ofsalt prosocations: | 12 | Rule 13, Part 11,
page 80 of the Sl
Munusl, 1008
STAMP BRANCH. |
|
1 47 | Rpgister of stamps caned | I8 |, Board’s resclution of
the 20ch Mardily | 955
Board's Circulur Grdar-
| no. 15 of Septombar,
| 1888,
| Bonrd's Circulir Opdir
no. 25 of Ootoher,
| 1507,

2 it ! Drily register of sonrt-foes | 4 e Bonrd's Ciroulay Oridlor
roalized in Revonus no. §of September,
Clorta. 1845,

2 58 | Beglater of applications | 3 3 - | Bule: 32, part IT.
for ‘refund of the value pago 207 of tha
or renewal of sthmps, Bibnar Stamp. Munual,

1055,
{

4 72 | Rogister of stamp vendors® | 12 s« | Boasd’s Girctlas Crdor
litonaes. no. ¥ oof July, 1855,

i a8-A | Register of Impressad non. | 12 » -+ | Bule 13, section II,
jndicinl stamps Jeapt by port: IT, pagn 992

| ex-efficie and liconsad of the Bilar Btamp
voendoers, Manunl, 1958,
i 88 | Register of valustion of | 1o . -+ | Bosrd’s Circular Crdor
Proparty in  respest  of | ‘mo. 8 of March. 1pa2.
| which application  lga printed on pages T0-
| | been made for probate | 78, Appendix ATT of
or lelters of administra- | | tha Hihar Stamp
tiomn. |I \ Manusl, 1055,
|
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Sorix] |
e, |
|

i)

o

10

1

Mumber |

of

Numno of Rogiater,

Hogiater, |

&

i

31

3

Survoedy
and Sot-

tlemunt .

Manual,

Form:37.

Do, 41

Do, 33

Do, 37

Do, 58

Do, 59

Do 76

Do, A6

|
i junotion

1 3

FPeriod of ,|

ATAME BRANCOH-—coneld.

| Stock rogistor of stivmps,
part [—Genoral  (non-
Jurtioialy,

Ditto: Part IT (Tudicial)
| Stock regiater of - stnmps,

Purt T —Goneral (non-
judicinly,

Stoek rogister of “atampa,
Part LT (Fudicial),

I
[ SURVEY AND SETTLE-
MENT BRANCH,

Tronsury Pars Bool

| Hegiator of sscurity dopo-
sita| of ‘head inspedtors,
| inspectors and smins,

Hegister T, boundary dis-
putes,

l Inapeators’ boundary muerk
|' rogiator,

| ‘Attestation Hegiter of
i trijunption and apecinl

| .“ml

tion and specint marks.

| Thina register of Lrijune.

Yillags nots ..

Daffodnrs’ register of  Lri-
snd  wperial
mErka.

Anthority
relontion, | praseribing.
F | 5
12 wairs Board's  lotter no,

I3

Permanent

12 wears

Till- the ond |

of

L

10673-B., dated the
Sth Novernbar 1908,
to Buperintendant
of Stationery.

Board's letter no, G25.

B.T., dated 27th
Moy 1906, to the
Controller of Sta-
tionory.

R

Rula 89, Biba
Survey and - Sattle-
ment Mnnnsel, 1958
and  riles 745 and

e g

anttle-

mpnty

Till the noxt
eovision sef-

tloment.

Parmanent

Ditto

Ditto

741, Tochaical Rulea,

tule 257, Survey and
Bottlernont  Manual,
18467,

Do, 208 do,

o, . 322 do,

Do. 320and 327 do.

Do, 331 and 714 do;

Do, 400 de,
Do. 714 o,
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L Nuombar '
Herinl of Numb of Register: Pariod of Auntharity
no. | Regigter, rebention, preseribing.
| g 3 4 &
SURVEY AND SHTTLE-
MENT BRANCH —eny 1,
4 i Rogister of book: debits | 12 yours- .. | Hule 106, Sarvay and
{ehiroat chargos). Smgﬂmant_ Miinnal,
18464,
10 . | Regiater: bools dobits (in- | 120 ,, e Do. 106 do,
diracl eharges). ]
11 «+ [ Compilation registers of | 12, | Do, FE2 do,
court-and proooss foes. N '
s - | Aveountont-General'sregiz. | 12 ., : Do, 142 do.
tar of roceipl and olinrzes
fForminor operstions,
13 «+ | Bogister of applicstions for | Permondnt., . Do, 455 di,
: the execution of decreos,
14 | Technieal | Atteslotion Register IV, — Ditte .. | Rules 322 and 457,
Eulua, Bale of ooenpancy rights, Technisal Bales, 1027,
arimn
a5,
15| Do. 30 | Attestation Registor F.— Dt Do, 32%und 357 do,
Mortgage  of occupiney
Tights.
Iti | Do, 40 | Attestation Register VI.— Ditte .. | Do 822 and 357 do.
Tranefor of' proprictary
rights,
17 | Do. 41| Attestation Register VIL—| 12 years .. | Do. 354, 955 and
Objection to the drafy #47, Technical Rules,
records. 1827,
18 Do, 45/ Register of  proceedings Till the mnext| Do, JOE(E) da;
uder suetion 1080, Bergnl | revision Acttle.
Tenanoy Ant. mint.
19 | Do, 5% | Acdount Hegister T.—Con- | yeams .. | Do 372 o,
tingent ohirges.
20 | To. 04 | Account Register 11— | 38 . ~ Da. 373 dn,
Miseellrneous receipta and
Py moanta,
21 | Do. &5 | Aceount Register IIA—| 12, - Do. 373 da.
Misvollanpong peyments.
22 | Do, 56 Account Register 1IL— | 12 el Ba 974 dai
‘ Foed on eopies of forms
| nnd traces.

- Bd. of Bev.—I14

e
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Number i !
Serint af Numa of Registor, Poriisd af Authority
nd. | Haogister, reten tion, preseribing.
1 2 3 4+ f

SURYEY AND SRTTLE-
MENT BRANCH—wontd,

23 | Technical | “Acccunt Register IV.— | @ yenrs ., | Bule 375 Techn ioal
Foulioa, Pay wnd travelling allow- Hules, 18927,
Farm &7, aoce of gazetted offinsers.

2 Do, &8 | Accounlb Beplster V.—| 6 = e Do 376 o,
Fay and travelling -al-
lowanes of winistorial
ollicora-and menials,

201 Do, 59" Account Reglston WE— | 18 val | o0 BT EEE do.
| f Amins’ earnings.
|| o Do, G0 Account, Heplstor VIA.— | 12 2 e Do, 389 do,

Bhaily register of ndvanees
4 prer regiater VI,

27| Do. 61 | Atcount Repister VIT.— | © H ol Boo 380 do.
Secarity deposin ledgor, -

281 Do, 62 Ascount Repister VITL— | @ e Do, 370 dao,
Pay and traveiling  ul
Iowanees:  of controct
establishment,

29| Do 64 | Ackommt Repister X | 12 - - Bo.. 378 do.
Bemission of ndvanngs,

S0 Do, 64 | Aceount  Regpister XT,— IR o Do, 379 do,
Pre-emptory cash;

31 | Do. 08  Account Register XIT— | 12, |- Per 37 do,
Refunds of deposita,

] Do, 67 | Goneral cash ook wlor | R BTN o Bo. 871 do.

43 | Do, 71 | Hogister of money order i oo | Do 308 do,

¢ | Do. 72| Contingent bill rogisterfor | & ,. ., | Do, 401 do

sontrach payment,

85 | Do 73| Ascount Ropister  .— | Tl next re. | Do 418 and 427 dg,

Distribution of costs: VIAIOD  gete
tlement,
g6 | Do, 94 | Account Register O—I— cbJ,‘!ltt«:r | Dol 40 da,
Cash ropaipts. ]
37 | Do. 75| Account Register C.—9— Ditta! .. | Do, 421 do,

Court und prociss fees
r realived in stainps,
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. Number | ;
Harial of Name of Roslstor, Pariod of Anthority
nd. | Rogisbor, rotention, proseribing.
i 2 3 4 &
SURYVEY AND SETTLHE:
AEENT BRANOH—cantd,
38 | Teohnisnl | Avquittancs rall 45 yeurs Bunles 197 and 380,
Halios, Techinical Rules, 1927,
Farm T,

39 Do. 85 | Camp registor of fines| 12 Do. 197 and 387 do,
undor low,

48 Do, 87 | Bhasapun  register A— | 120 Do, 140, 182, 107,
Aming' earningd, 198 nund 304 da,

41 | Do, 88| Khanppuri  eegister B— | 12 e | Do sz 19y, 188
Aming' earnings. and 395 do.

AREA SEoTION,
~

42 Do) 107 | Register V. —Passhoak ., ST next re- | Do, p02, 504, 511

vision, -sut- do.
tlonent.

43 | Do, 108 Registor V.—Estimators’ Ditto, .o | Do. 508, 611 do.
comtract acooumt,

44 | Do, 100 | Register VIe-—Rogistor of Ditto Do, g1l do.
fout” villsges,

45 Do, 121 | Hegister Vi—Acconnts .. | 12 véars Do, 53, 63¢ do.

4’| Do, 140 | Beeoss: pogister EXi—-Cal. | 127 Do 565, GLO, 61l
culuted safdi romuneration pnd 615 do,
(thanawar).

47 | Do, 145 | Contrnct puy repister [ Do, 572, 680, 58]

and 553 oo,
45 [ Do, 1440 | Contract bill reglater (i 5 Do G80—585  do.
-~
4| Do, 152 | Register 0 .. we | Tl next pel | Do, a6, 629 do.
vigion settle-
LTUITE
FATR OOTYING (SATAL),

ol | oo 166 | Satal  register IV.—8afni | 12 yesrs: . | ‘Doc 688, 610, 611,
munsarim’a  rogister. of | 012015, G158 do.
conbrnct pay,

4l Ba, 157 | Salai repistor  IVA— | 12 Do. G609, 011, 013
Muharrirwar. register  of nnd G185 do,
CONTTART [HEY.
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( |
| Numbero l[ : - ok
Serinl off | Namno of Regisler. Pariodl of Authority
no. | Ropiator. Totenticn, prosaribing,
1 2 3 4 ]
BUORVEY AND SETTLI-
MENT BRRANCH —ooifd,
Fath COPYERG | (BAFAT)-—
eomeld.

62 | Tochnionl | Bafai  register V.—Bill | 12 yenrs BEules 809, ﬂ.lﬂ, 614,
HRules, rogistor, G106, _ﬂ-ls,_*lmhnmul
Form 105, Bules, 1827,

54| Do, 100 >Sn['a.i register VA, —Supple- [ 12, .. | Do. 609, 613, 018 do.

mentary hill regmster,

54| Do, 101 | Bufai; register VI—Pay-| IZ- . . Do, 600, 613, (1% da;

ments withbeld,

65| Do, 172 | Sefsi  register XVI.— | Tl next re. | Do, 0606, 618 do,

Differanco batwoen Khowat | vision sattio-
and register I, ment.
COMPARTSION . [MOAIEA ARD

BATA},

58| Do, 174 ': Monina hill register we | M yoRPa .. Do, 637 085 do.

57| Do, 184 | Moding  safei supplomen- | 120 o, .| Do 638, 639, do

tary hill registor.
CoMrorarion oF CosTs,
68 | Do. 218 | Bupervisors’  rogister of | 12 Do, Tl4 dao.
i eatimaterd  demand  and
eomipilod area.

60| Dp. 220 | Register VI.—Raiyaticom-| 12 . Do 728 do,

putors’ oontrast poy.

60 | Do. 230 | Register VII—Bll mun-| 12, & . Do. 728 do,

sirims’ registor of contract
PEY:

Hecoviny oF COSTS, ru.q.1
TRIBULION OF COITES AR
CERTIFICATE PROCED ORI, ‘I.

61 | Do. 2338 | Recpyery registor L—Dnily | 120 Do. 771, W5 do,

oollestion book,
82 | Do, 234 | Recovery vemister IL— | 12 & .. |« Bo, T7L 746 da.
Abstract oash book,

63 Do, 244 | Rocovery  rogister 1K — | 1= i P, i 8 e,
Rogister of processos |
made over to Nazir.
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Numboer

Sarinl of

no.

Registar.

[

Mume of Hegizter,

Poriad of
ratention, A

Authority
prescribing.

2

=

G

67

G8

Gl

71

i

73

T4

Tochnical
Hules,

Form 246,
Do, 247
Do, 248

Do 244

Do, 252

Do, 271

Do 292

Do, 278

l

EURVEY AND SETTLE-
MENT BRANCH —vantid.

BREcovERrRY  OF COSTH, DIsS-
TRIRUTION OF COFIES AND
OFRTIFICATE TROCE DI RE—
conold,

Recovary rogister XIT.—
Certificato rojuisition
reEisher.

Recovery rogistor XITT.—
Cartifiente registor,

Becovary register XIV.—
Hals registor.

Recovery register XWV.—
Cloims o money hold in

T2 yo0nEa .

2

IS

deposit,
Recovory, fogiater XV IIT.—
= Diaposit of payment regis-
tar.

Rocovery register XX.—
Thspawie register  of
rocaipta,

CARE WORE—BPEQIAL RE-
GISTERS AT HEAT QT AR THIE,

Rogister I.—Head offiew
gerieral ropister of  cases
wndar seutions 105 and
106, BT Ant.

Hegister 1T.—Cages under
aection 108, B Ti-Aor.

Hegistor TTT,—{ages under
anotion 10SA, BT, Aot

Permanent . .

Ditio

12 yoors ..

v Rozistar TV.—Head offics. |

ounoral rogister of vases
under section 40.

RECmiD EOOoN,

Do. 288 | Record room registerl ..

Pormanent. .

Till the
next  POVIEIOIL
sottloment.

Eules 771, 782, Tech-

nical Rules, 1927,

Do, 771, 764  do:

Do, 771, 768  do.

Illn.! q91,.708  do,

Do, 771, 745, 768 do.

Do. 771, 767 do.

Do, 500 do.

Do a00° o
Do, SO0 do.

Do, A00 de,

Do, 838, 866 do,
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! Numiber .
Sorink| - of Name of Rogistor, Poriod of Authority
mo. | Hegiater. FTO L s A proseciyng.
LT e 3 4 3

EORVEY AND SETTLE-
MENT BRANCH—consl,

Reconn moox—eoneld,

Bevord room register IT ..

DHitton I !
ritto v ale
Titto VI -
Ditto VIT

Dt VITT-—Di:-

posit of poeorids with the
Collector. X

Recordsroom registor TX.

Dhitto X.—Propa-
tation  of  Collaotorste
valumo,

Chronologionl rogistor,

CoryIyng SEoTION.
Copyist bill register

| Estates under ssttiomsmt

76 | Technical
I Raales,
Fopm 280
il Dy, 200
T Do,ant
s Do 293
| 70 | Do.26d4
Sk Do, 295
‘ f
| Tre. 2046
82 Do, 267
B3 Do 2958 |
B4 Do, 305
) 1
86 G
27

:ﬂnt‘ipim‘l!ﬂ of
dus to propristors during
the curroney of o sebtls-
mant Tand - payment
such malikana,

6 | Rooigients of permanaort

| ol

|

of

malikans |

Reoprd room remistor ®Te—  Parmanert. .

|
the' | Buls ®38, 806, Tech-

Tl Ic
HExt rovision mieal Rules, TH2T.
seldlemant.

Ditto Do, 838, BG66  do.
Tiitto fio; KOG die
b -
Ditto Do 806 do.
Dty . The. 8O0 oy
Ditto Do, RG0 do

12 years Po. #d0 don

Till 1hio |r Do, Bt il
Nt ey o
sabtloment,

D, 60 e,
1
1
12 yents: ., Do, 000 da

Pormanant, . .

Ditto

Ditto

&

Chapter T, sontion TV,
paga- 10 'of the Ra-
gister and  Hetorn
Muonal, 1032,

Rulg 338 of the Bibpr
Bootd s Migeellonoeous
Hules, 1955,

Rule 340 of the Rihar
| Boord’s Misceilaneons
Rulea, 1055,
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MNumbar | . | ;
Harinl of Nomo of Registor. Poriod of Authority
no. | Begizters retantinn. 1 preseribing.
R TR 3 d | 5 K
| SURVEY ANB  BETILE-
| MENT BRANCH —concld.
Corvisg SrEClioy—ecanild,
: Parbiculiry of nowlv-formed | Pormanant o. | Rule 663 of ‘the
i 9 i:-]lln];,:!lsl. = } = Bihar Surveyand
Bottlement Minnal,
1658,
=i s0A | Lodger of difbursoment to | During Fhe I-Eﬂ.a.rd"s Cliroulnr .
iu.E kapt by Sotilupont | correney of | #of Qotgber, 1905
Departmenit. sattloment.
L]
TADZL BRANCH.
i o .. | Pormanent .. | Bule & seetion L,
1 3 | Tansi Haoll T narn t_‘.lmnl‘.a’r et
} Tanst Manuanl,
1951
ne fi T pabby oalad Ditto . | Bula 65, seation II;
2 46 | Bademphion® af pebty estates Eimprﬂl',l'f o o
Tauzi Mignuaul,
14951 -
& 46| Mew estntes .. Dt Thitta.
4 40| Alerations of assssamont Iittes RE'J}I.L:;ﬂ;tEffﬁﬁﬂttli
Tawsi Manusl ; also
ritle 84, Chaptor IV,
lovernment Eetates
Manunl, 1963
7 i ¥ 1% vonrs . | Hules it and 18, séo-
& F'| TuuziLodger ¥ tion XV, Chispter TT
af © the Tauz
Mannal, 1923
b G | Lond Bovenne goshiwarn 2, at H.##:IE :rl!_ct-;?n ﬁ\-‘l.l}:ll‘:
Taige Manunl,
1051
7 ! _ Iul Touzi Navis' chalin rogiater L 5 Fatle 4{b). section

|
|

KV Chopter IT of

tho Tauzt Monool,

1041-
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N br :
Sarfal! of Namao of Regiatar. Period of Authority
no. | Begmtor. rotention, priaeribing.
1 e 3 4 ]
TAUZI BRANCH —eoneld.
B . Taunzi Muharies® register of | 12°9ears .. | Rule, 4(d), section
chalnns, AV, Chapter 11
af  the = -Tauri
Muonunl, 1951,
f Land Rovenus nrrsar list ., | 12, Rula 2, seotion XIX,
Chaptor II of tho
Tzl Manual,
1851.

10 £ Dofault repords . . wo | Twelve years | Bule 3, section X1X,
fromtha date]  Chapler 1T of the
of liat godey, | (ot Manuel,

1851,
11 ik Tndiex of tanzi rol] v | Permonent',. | Bule 7, ssetion T,
Chapter IT of the
Tasrwi Mununl,
1951,
13 wa Kistwar abatrael of tnusivell | 12yoesrs. .. Bule 5§, séction TI,
{Appendix C). Chapter TI of tha
Tane: Munual,
1451,
TENANCGY ACTS BRANCH,
(5} For weza fn diatricts whore
the Bilar Tenancy Aot 4 in
Jorca. =1
1 17 | Begiater' of notites of ene. & Bootions 6—& of tha
hancemeont. Bihar  Tenaney
Act,
2 18 | Rogister of jnoticea of [rolin- e Bule 37, Chapter ¥
ruizhment., of the Governmaont
Tioles undsr Bihar
Tenaney Act.
352 : !
i ——! Applientions for cownnuts- | Pormenent .. | Board's Cipoular
IT = tion of rent payable in kind Ordernio, 2 of Janu-
under - asation 40 of the nry, 1887,
Bihar Tenanoy Act,
334
1 —— Applications for registration Ditio .. Ditto.
IV | of improvements under sec-

|

tinn 80 of the Bihar Tenancy
Aok,
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Numlar
Horind of Name of Reglster. Povioel of Authority
nn, | Registoer [ ruteniTomn. presoribing,
1 ~ 34 | 1 | g1
|
TENANCY ACTS BRANCH
—cand,
{2} For siwo fn districts where
the Bilior Tenaney Act 15 in
Sfrrpe—eontdl.
337
b —— Applications to record, parti. | Pormancnt .. | Boand’s Circular Or-
VII ciilnrs gpecifivd in section dpr nio, 2 of Janu-
104 [ tomaske record.of.rights a1y, 1857,
under geotion . 101) whothor
maude ander:aection 1k or
1012} (a) of the Bilur Te-
naney Aet,
& !
Has
L ——| Applieations: for  detorminn- Ditto .. Ditto.
VITI | tion of propriator’s private
Innd: and Corders thereon,
uridur gection 118 of -the
Bihar Tenaney Act.
330
7 —— | Wotices of anmnlment of on- Ditto .. Ditti,
IX% | combranoes  uander  ssetion
167 of tha Bilnr Tensnow
Aot
8 2| Application for pxeoution of Liitto Bals 452 of the:
docress for costs in cases Bihar Survey and
nnder sections T05 and 106 Sottlement Manual,
of tho Bihar Tenoney Act, 1000,
g8l
8 Watices of tranefers of tenures | 12 yeurs nfter | Bule 24, Chapter ¥
Ata) | or vaivati holdings ot Bzed | the daets of of the Bibur Te-
| rata under sections 12, 13, | tholastentty | naney Act,
15 und 15{a) of the Bthar 1
Tenanoy Aot.
a3
10 —— | Appralsoment or division of Ditto: .. | Board Ciroular Or-
10T props; pections B9 and 70 of der no. 2 of Jann-
Bihar Tenancy Act. nry, 1887.
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MNumbar |
Rorial of Names of Rogistor, Poriod of Aunthority
uo. | Register. | retention, | proscribing.
|
1 | 5 ; 3 4 | I

11

13

14

16
17
18

F36
VI

1

10

TENANCY ACTE BRANCIT
—aaneid,

(@) For sese in districts where
the Bihor Tenonoy Aol d in
Jorca—eonaell.

Applications to record evi-

sontion  §1(1), and sppli-
cotions to deside question
of  the right to mako
improvements  undar  sec-
tiona 78{e) nnd T8(h)-of the
Bibhar Tengney Aot.

Notices of landlord’s inten-
tion' to enter on abandoned
holdings nndar seotion 87(2)
of the Bilinre Tenoney Avt,

Regiater of applications under
sootion 103 of the Bihar
Tenancy Act.

Price list register

Roegister of nofices of Deposit
{BY For wee in disteipte uliers

the Chote Nagpur Tengncy
Aot d¥in force:

Register of Boits Vs
|

Regigter of Decroes

denoo of fmprovements under,

Regiater of notices of Deposit l 3

Weod ol e
kept  more
than 12 yours
nfier the dnte
of - the last
entry 1n it
(prov ided
thora iz in
some  other
form; a per-
munent. re-
cord _of the
finnl result
of the pro-
poodings tak-
en upon the
notioss or
applinations
in queation),
To ba  des-
troyod 132
years - after
the date af
laat enlry.

Diutto

Difito

8 yearn ..

Bonrd's Ciroular Or-
der no. 2 of Jann-
ary, 1887,

Ditto.

Bulea 81—100, Chap-
ter VI of the Bihar
Tenunoy Act Rules,

+ | Buction 20, Biliar

Tennncey Ak,

Fection 61 of Act VIIT
of 1886,

il | | Board's- order no,

I 19—18-8, dated the

7 AT I 5th Decembiar
i 1917 ond  ne.

12 . 10—15-3, dated the
J Tth Beptember 1817
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Number )
Borinl of | Numo of Begistor, Puriod of Anthiarity
nb, | Rogister, rotontion, proseribing.
Toali 58 3 4 5
| WARDS BRANCH
Hoard'a Ciffice,
1 1 Londed property owned by | Solong s the | Bule 302 of  ths
managers, assistant or gabe | offioors’ eons. | Bilise Wards: Man-
manszers and non-garetted | oérmed  pee [ oonl, 1041,
officers on o romoneration of | Tnan o geT-
above R 200 per mengom. Nite,
Comyeiszioners Offie,
2 J Landed property owhed by | Bo longas the Ditta,
| arEers, aasigtant or =2ub. efficars con-
3 | mansgers and non-gazetied cornegd T -
offioors on o romuneration of ©  madn inosbr.
| ahove Ha, 1 and not above vice,
l B, 200 per mensen,
Calleator'y Office.
3 34 Estates manamed by the Rove.. | Permanont ., Ditho,
| nue suthorities: undsr Adks
IV of:1918, X1 of 1858, IX of
1874, or VIII or 1800,
a4 35 Aftachad sutates e Lhitto Titho.
a A Ledger of attahcod egtptes, | 12 years .. Ditta,
I no. 85A.
a0 |
(1] —— | Lottora rocorved g Permanent . ; Drifto.
3
61
) — | Letbory isusd .. s Ditito Dritibo.
K
1 TiA
] —— | Btanding ardor-bongk neo. ™0-4 ' | IZyoam . Ditta.
>
21 | .
8| —— ¢ Petitions, 10,27 - R - Ditto.
i
23 -
10 ~—— | All other papers received in |12 o - Ditta,
7 tha office, exeopt Foglizh
lotbora, no. 28, |
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1
] Number I 3
Sorin of Numo of FRoghstor., Pariod of Authority
o, Regiater, rebienbion, prescribing.
L 2 3 4 e
WARDS BRANCH.
— e,
Collector’s  COfficg— conold.
1 S Miscellaneous crses, no, 5 18 yonrs Rula 302 of the
Bibar Wards Muan
und, 1941
12 ] Attendance and ocoupntionof] ~2° Ditto,
officers,
46 ' :
13 — | Leave, no. 46 5 wyears after | Ditito.
100 | deiith ar
| ratiroment,
14 11 Clovernment sscurities, Stocks, Ditts .. Ditto.
Bank shares, oto.
15 12 | Titla-deads, other wvaluable | Permanont .. Dritta.
doonments, jowellery, eio.,
kept in the treasury,
16 13 Lotter despateh book show- | 2years .. Ditto.
ing consamplion of postoge
alamps.
17 14 | Landsd property owned by | Solong as the Ditto,
manigers, fssistant or sub- | officers con-
manngers anid non-gaestted | sorned  po-
officars on™a remnuneration of main in §er-
oot shove Ba, 100 per men- | vige |
| sem, no. 434,
|
| Meonager's (ffice.
G0 |
is Lettors reeaivod, no, 60 . | Permanpnt i Diteo,
1 |
61 | i
19 —_—— Latters izaned, no, 61 «=| Ditto Ditto,
2
1 a6A
i) Standing order boolk, no. 264 | 12 vours Diitiko,
2
21 | -
Eih _— | Patitions, no, 27 TR = i Ditto.
1
| -
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Numhber _
Sorinl of Name of Register. Poriod of Anthority
. Regiater. | | ratention. prosorhsg.

peing = 3 . 4 o
|
WARDS BEANCH —conld.
Manager's Office—eontd. |
28 ;
22 | All gther paperd received in | 12 years .. | Bule 302 of the Hihar
6| the office, axedpt Euglish Whards Manual, 1941-
lettors, no. 28, 1
a
23 | Miscollaneons cases, no. 85, | 12 o e Lxitto.
it
24 T | Attondenge nnd cccupation | 2 e =2l | Ditto.
of officers,
0 |
] ———| Leave, no. 44 .. | i years after Ditta,
8 death or re-
tirsment.
26 | Title-deeds, othor valuablo Ditto .. Ditto.
domments, jewellery, ato,,
lieptin the treasary.
27 10y |- Lefter despatoh book showing| 2 years .. Ditta.
the consumption of postoge
| Ehaaripes,
28 11 | ‘Becuritios furnished by offi- | Permanent . . Ditto.
cers in-the employ of  the
edtate, no. 7o |
20 12 | Rocords, no. 41 it Ditto .. Ditto.
62 |
40 . Indox of correapondenee; no. Ditto. .. Dhitto.
13 | 82, I
a1 14 | General ledger 4= Ditta .. : Ditto.
a2 15 | Cash-hool: showing -monay Ditto - W% Pritta,
rooived direot into tressury]
and cheques issaed agninst
the troasary balaneé,
| =
a3 Cash-book showing all money Ditto: o || Dt
II { (exeept rocoipts and s |
bursoments of the pormi-
\ nent advanes regeived in

and | digburssd  from  the |
[ manager 5 offies),
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Numbar )
Serinl af Name of Rogistor, Poriod of Auntharity
no. | Bogister | retention. prosoribing.
|
1 2 U 3 4 8
WARDS BRANCH—conid,
Muanager's Offlce—eontd,
HEY 17 | Lodger of rent rocoverable | Pormonent .. | Bule 302 of the Bihar
by the-estate, Words Manual, 1841,
|
Hi 18 | Lodgor of deble due to thes Ditte .. Ditta.
ostatao,
36 19 | Ledger of revenus, rents and Ditta - Ditta,
cesses payuble by the estata,
37 20 | Ledger of debis payable hy Ditto Ditto.
tho vstnta,
B
25 Suits original, or sppealsand | Ditte .. Ditto.
21 dooroes ngninal the estato,
T
30 Dieerees in favour of the ca. Ditto . - Liitto.
28 | oty realised and ontstan.
ding.
40 294 | Register of Civil Buit deorees Ditto" .. Titto.
pedsed against tho eatate,
1 25 | Rovinoe paying estites, un- Ditto" .. Ditto,
der-tenures, and rovenuo-
fres and rent-frop propoerties:
belonging to the estato,
42 44 | Moveable properties Ditte .. Dittao,
379 )
43 Catalogue of books, gazettes, Ditto: s Ditta.
25 ata,, in thoe fibrircy.
43
44 Oeeupation of peons §-yonrs .. Ditt.
4]
45 27 | Bettlernents .. o | 12 yeara after Thitto.
| the release of
eatnto |
46 28 | Ledper of ndvances ++ | Pormanent .. Ditto.
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MNunmibar l ]
Serial of | Name of Register. Period of Aathority
no. | Register, ; rotantion. | preacribing.
' |
1 £ | 3 4 5
| -
!
| WARDS BRANCH-—condli.
Managar®s O floe— coneld.
47 28-A | Raogister of works of Improve - Permanent .. | Tlule 302 of the Bihar
miont. Wards Manual, 1941,
45 23 | Adjustment  register  of Thitto: Bitto.
achvances,
A% Kl | Ladgor of daposits” ALY Ditta o Ditto.
ol 31 | Monthly abstract of out- Ditto .. Litto,
standing deposits,
a1 41 | Ledgor of 1:M11'mEl.nrﬁncl.t.F 12 years: .. Ditto.
advpncoin the managsrs’
hard.
ik 33 | Register of interest on Go- | Permunont . . Ditto.
vernment papor,
&3 34 | Tronsaction on sceonnt of | Thlko ‘e itto.
the purchase of raivats |
holdings by Wards, oto, |
ostates ot anlea in exoeon- |
tion of defress for arroars
of rent, and their resoltlo. |
e,
a4 33 | Ledgor of costa of Civil Ei-uit.e.,:' Ditto Ditto.
Criminal eoses and miscel- |
laneous provesdings,
| WASTE LANDS BRANCH.
1 16 | Applications for louses of | 2 years after | Rule 1, Note, Chnpter
wiste Inndsa, destruction 1, Port 1L, 8
of all casas. of tho Bihar Wasto
Lands and Minerinl
Cloneesa ona Manual,
15947,
o
2 B | Register of applications for | Tobedestroy- | Rules 20 and 45 on
|  prospecting liconssa  pod ed 12 vedrs | pages 34-and 41, res.
mining beasos, aftor the date| pectively, of the
of the Iast | Bihar Waste Lands
entry, and Mineral Coneea-
sionz Manual, ]'li_l-‘l'.
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Classification, preservation and destruction of ireasury records.

[Fide rule 121.]

|
Na. of
forms
Barinl in Deseriplion of records. Pariod of Anthority
on. | Schedulo : potantion. pregeribing.
XEV.
1 i@ ] 4 G
1
1 ——t Office copy of cash account | 35 wvonres ., | Arte 270, O A O
25 | nnd list oF payment, ;
] 110 | Trozeonry Memorandn show- [ 12, PR I oS- L S W] o
ingsalo of stamps.
z 67 | Oflicacopy of Trossuryeash | 8 . <. | Form: no. 4, Resourcs
‘ Balpnee Roport. : Manual :
4 72 [ OMce copy of statement of' | 7 yoap . | Art. 87 {a), Resoorce
smallsilver nnd gopper eoins Manual. i
opd probables requirements.
i 7% | Officecopy of curranty notes | 12 yenrs ., | Ark. 112,  Rosonres
dzsned and received during Munual.
the quartar.
[} 74 | OMlicn copy of statement of | 3 . .o | At BR Resoares
shroff marked, light woight Manunl.
and: gthor dofantive silver |
oainz. -
7 75 | Office eopy of statament | 3 o | #2, Hesouren
showing roseipt and issune Manugl,
af sovareigns and half saye-
reigng.
8| 78 | Office copy of Quartorly 3 oo drt. 83, Resource
Teturn showing silvor en- Mununl.
ina oub or hralken on weeo-
unt of being redpeed’ in
wedght.
H 7h | Office copy of plus nnd mipns| 120 . RPNl - %2 oree - R W
memos of stamps, opiomes,
(4]
10 80 | Oflcaeopy of plus and minus {12, Arte 288, U A, O
mesmiey « of © Loand  and
Advances.
11 g1 | OMeocopy of plosand minos| 6 ,, o | FATE TTEE, O AL EE
mwmo, of Loeal Frnda.
18 82 | Ofcecopy of Rateipts and | 6, v [CATE SRRGGCS AL O
payments of Munivipal
Tands.
13 83 | Offoevopyof Bxtract Regi- | 12, voo| AT G, B A, €
ster of Hemcipts and  pay-
| mignita of porsann] deposits,
14 83 | Oifiee copy of plntand minusl 12 ., o Ditto.

mirmg of deposita.
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Hank that keops the (o-

No. of g
Sarinl! formsin Dreacription of records. Poriod of .E_Lulf}::;!l:try
no. . Schedulo Titantinn, preseribing. "
XV £
. | 2 # b
bj,f, o | Creasory Ofcers memo. of | 3 yeara . | Arko 208, O A C.
pbjeotions.
16 g4 | OMeecopy of indent forcar- | 3, «» | Art. 113, Resource
SUITENCY nobes. Manunl,
h ki 55 | Office copy of indend for | 25, Art. 87 (A), Resguroe
amull gilver and copper Manual.
coing:
15 86 | Officecopy ofindent forsup-| 4, e |oABE | BE0, G AL
ply-Bill and transfer Rooe-
ipt Form. l
10 80 | Officecopy of Anmunl Retuen) 5 . JArpicle 333, CA.C.
of Civil, Marine, ete., Pen t |
a101E.
af) 9o | Offics copy of List of Pensi- | 5 i y Ditto:
OTETE,
a1 91 | Offica copy of infimafion ol | 1 W S o S R oS
charge of tressury officers.
[ 5
] 92 | OfMicecapyofraquisitionfor ~ 3 Paraproph 432,
porrention of nooounls:. Treasury Manual.
] Notice of tressury reqoive. | 7 Article, 33, Resourse
mienta. sl
24 Credit orders end assipn-| g oo | Arts, 27507, L ALCL
monts.
a5 Acgonntapt-General’s objes- ! 8 oo | Ark 272 O AD G
tion of ndnrisaionslips.
25 Chalens for mopsy oaid inta | 5 Avt. &, 0. &G
te: bronsurcy.
=
27 | 288, 271 | Tnyoices oleoinremittanoes | 2 ., o | Azt 24, Rusource
au.d_2?2 Manual.
(L]
a5 267 | Invoivss of currency notes B g oo | Ark 28 (B}, Resource
Mapaal.
28 224 Dﬂlly sheotaof recpiptennd | & . Art, 281, 0. AL O
{ dithuraments recsived from %
] Bul-treastury,
an ELmJannl‘an(-Lnqunﬂgru{!nl g ey = Art, 136 H.I} RJJ.['-J!I
Fooeipits, Moanuasl
)
31 | Duily sheets of Receiptaand | 6 .| -Art. 289, G AL G
l Dishuraments from  the

vormment eash balanog,

9 Bd. of Rew.—15




sary (Heour iies Monusl
no. 4).

|
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No: of ! :
Serial | formn in | Description of records. Poriod of Autharity
no. Bohadulel relention. prigordbing.
XXV,

1 2 1 4 5

42 = Application for B. T | 6 years oo | Athl 154, O0 AL C
Ra.and supply Bills, {

33 HR Dpily Advice List of Pay- 8 o Arp. 215 (b)) CLALC.
ment orders igkued by Ji-
dinin] offiesrs,

a4 240 | Advics of Bills and Transfer | & ,, Py I o PR 1.+ L o St Wit o
Hoosipts, .

a5 241 | Advice of caneellation of Bill| 6, e | St R8T, G0

36 243 | Advice List of ensh ordarson | 3 ., Art, 383, (. A.C.
aub.trankiry, )

a7 M2 | Counterfoils of cash ordess | % Ditta,

o Euh-—er_'nHuri:_aH, |
|

38 A Counterfoil sof Bills and | % ., Art. 360, O A B
Remitténea Transfor Rege. '
ipa.,

39 | List of money onders paicl ;e Hub-ruls !I. ruls. 335
by the post office into tien- of ths Biliar Boards
sury by book transfer, Miseellnnoous  Rulos,

: LG8, |

40 257 | Advice Listof moneyorders | &, Arts. A00-500,C AL O
raceived In the treasury,

41 260 | Advioe List of Wirds esfiites | 3 ., v | Bala 187, Wrd

Mrnual, 1841,

42 | Advise of enfacement and | One complote | Para, 39 (d), Securitics
canrellation  of Gowern. ¥EAT. Manul.
msnt Promisaory Nolis ra.
emived from Banlk (Se-
curitips Manual ne, 1},

4 v Offive copy of Return silver | 2 years -, Article 85, Resourcs
ooins  withdrawn From Muaganl,
cireyln bion,

44 270 | ‘Offeecopy of Return of vo. | 8 . | Art. 88 ditto.
nnterfisit ooin.

40 First stoge of compilation | 3 ,, Para, 41 of Treasury

Muanganl,
46 276 | Extract from objectionata. | 6 ., oA TE A
. ternent.

47 298 | Intimstion to treasiry.offi-| 3 i -5 e e S -
oap of tranaforof charge. =

4% | 218 Payment order of ocoupona: | 300 |, <o | Paragraph 35 Seouritise
Bearer Bonds at a snb-troq. | Magnuul,
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Mo, of r
froms
Beria] in Dieecription of racords. Pariod ol Auhhu_ritr
nt, | Baha- retention. prescribimg.
dula -
XXV
1 - 3 4 &
411 282 | Pavment arder of intereat on pro- | Permanent Para. £3(¢), Securitios
nussnry notes st sub-tropsury Manual.
{Socaritica Manual oo, 15).
50| 253 | Acknowladgment for Socarities | Nottobedes- | Paras, 63 6808} aad
tendored for renewal, gonschda- | troyed. 124, Seourities Wa.
tion or sobdivieion (Seeuritien | nual,
Mannal na, 17). I
b1 | 224 | Application for safe custody of [Htte Fara, L1501, Securi-
Government  Promissory Notes tied Man il
(Securitiza Menual no. 21).
B2 | 245 | Acknowlodpment: of raceipt of Ditta .. || Para: 115{c), Beouri-
Govarnment Fromissory  noleg tio= Manyal,
| received for sefe ounstody [Sa-
puritics Manual no, 22).
53 256 | Appdication for: withdrawal of Ditte .. | Pare: LIB{a). Secu-
| Governmoent . Promissory Nofes rilics Manunl,
held in safo custody (Securitios
Manuonl no. 24]). |
hd (fico copy of the Rupee pensus | 3 years v | "ATE BT of Tesonrss
firm. j Manuil,
a5 Sub-troasury afficer's portiong of | To bo destro- | Aceonutant Genaral's
the ponsion payment orders of | yed ps-soon § lottor no. Pan, 35:
decoasod  ponsioners after the | asheirsofthe | 1308, dated the 20tk
original halvas have heen return- | deceszedhavel Noverber 1930,
ed. ta the Adcnountant-Gencral’s been paid.
oftica.
5in : | Mioney ordor acknowledgmants re. | Five comnplote Ditto.
| oaived from pozt offics In support | accountyesrs
| | of pryment of penglon by mensy
arair.
b7 ’ Parindical non-employment cer- (Takil foesh cir- Ditto.

fificates and the annusl finger
improssion slips: declarations ob-
tained from ponsioners who have
oloctod  to taka payvment by
oy ordier,

tifioates are
reneivid  ar
till death or
trapafor of
nension., D
{arati{'ﬂ.ie £33
bo retained
aslong asthe
Pongion Pay.
mond Orders
remain 0
force.
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[Vide rule 225.]
Questions for the Inspections of
Records.

[References are to the Records Manual,
1860, when no other Manual iz spe-
cified.]

— OTTICE.
RECORDS.

(A}—English  Reeords—Current
Correspondence.

N.B—In régard to guestions mdrked thas(*)
the reply, should be given after tosting o few
instances.

1, In the last thres years, how often
has the Deputy Collector in charge been
changed ! (Note 2, Preamble.)

1A, In the last throe yenrs, how aften
have the heaxd ministerial officer and the
reference clerk been changed ? (Note 2,
Preamble),

iB. What iz the name of the Deputy

Observations by Inspeciing
Ofiicers.

Colleotor in charge, and how long has he -

heen in charge ? (Note 2, Preambls,)

1. What are the names of the head
ministerial officer-and the reference elerk,
and how long has each held his appoint-
ment 3 {(Note 2, Preamble.)

1D. Does the ministerial head of each
department keep a note-book alphabeti-
cally in which are noted references to
important orders and precedents relating
to his depattment ? (Rule 117, Chapter VI
of the Bihar Boeard's Mise. Rules, 1068.)

1E. I a list hung up showing the
registers kept in the department, and isit
gigned by the Deputy Collector in charge
and kept up to date! (Rule 118).
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2. Ave all covers received and opened
by the Collector # If met, to whom is N
the duty eutrusted ? (Rule 13.)

*3. Does the head assistant affix docket
stamps on each letter and then fill in the
spaces provided for the department and
elass of papers to which the document
belongs and note in peneil for the guid-
ance of the diarist the collection under
which it falls% (Rule 13.)

4. Are all lefters received and issued
entered in the registers, the subject being
given clearly but concisely ? (Rule 33.)

5. Is every letter. whether received
or issued, serially numbered and entered
in the fly-leaf as soon as it is received or
issued 7 (Bules 17, 32 and 61.)

6. Ave repisters 60, 6l.and 62 kept np
to cate? (Bule 8) '

7. Are new regislers opensd every year ¢
{H.T.lll} ﬂ}

8. Is attention paid to rules 7 fo
12, preseribing the mode of keeping the
Index Register no. 62 and Registers 60
and 61 ¢

9. Does each department not included
in the amalgamated English office keep
its own sot of registers of letters receivod
and fssued; and index rvegister? (Bule 5.}

*10. Ts the retention of a file at the
expiration of a year noted in the index
register for that year? (Rule 68.)

*11. Is the collection system thorough-
ly understood 2 (Raule 5.) )

12. Are the files wilhin each ‘collection
kept serially inthe shelves of the current
racords 2 (Rule 8L}
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*13. Are office notes or “keep-withs'
kept in the file to which they belong and
‘sewn tothe letters to which they belong ¢
{Rule 4.)

14. Is care taken not to mix up two

or more different subjects in & single

file? (Ruls 5).
10. Are new files intelligently opened ?

(Rules 16 and 23.) .
18, Are the files examined in regard

to classification and arrangement in serial

order and fly-leaves prior to their transfer

so the record-room of old correspondence?
{Bule 67.)

17. Ave (0 papers sorted and does-
troyed hefore sending them to the record-
room ! (Rule 73.)

“18. Are rules 58 to 76 regarding the
arrangement 'of files and colleclions of
cusrent correspondence  strictly attended
to by the head assistant and the reference
clerk |

19. Are removal slips placed in the
proper jplace when any paper or bound
volume is removed and are they destroyed
when received back § (Rules 64 & 60.)

20, Are all letters o tHe address of
ene authoriby enclosed and despatched in
a single envelop 2 (Rule 213.)

21, Are the Collestor's diaries filed
together in o form  convenient for p
reference 4+ (Rule 44 of the Bihar Board's
Miscollaneons Rules, 1947.)
22, Does the Collector correspond with
aia subordinates at headguarters by note
and order and not by formal lefters 7
(Rule 192.)
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¥23, Are the papers within each file
ordinarily all of foolgeap size or folded in
foolseap size I Are all the papers smaller
than this size pasted on to a sheet of fool-
scap * (Rule 1.)

#24. Ares, are copies of printed letters
kept in accordaiee with rules 74 %751

24A. Are the spare copies of more than
three years old sent to the record-room ?
(Rule 74.)

ar

25. Are all blank reports and returns
treated as O class papers! (Rule 100,
class: ()

26, Has the system of classification of
A, B and C papers been carried oub with
regard to all the collections in the current
record-room 2 1fnot, state the explanation
when the work will be completed and who
iz responsible for the failure to keep the
classification up to date? (Rule 89.)

*27. When a year's collections are made
over to the record-keeper, does the depart-
ment concerned first make over to the clerk
in charge of forms and stationery all the
mill-boards not required for tying up the
files in bundles by collections, and does
such clerk enter these mill-hosrds in his
stock register ¥ (Rule 78.)

28, Is the date of draflting noted n
each Fair copy of o Ietter under the place
for tha Collector’s signature ? (Rule 23.)

20, Are rules 77, 78 and 80 regarding
the transfer of English correspondence to
the record-keaper duly obseryed in the
eurrent record-room ¢

30, Are any regiaters kepl in almirahs 3
(Bnle 200.)

31 Are there any registers on the
elerk’s table other than those in agtual
pget  (Baole 201.)
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32. Is a work-card kept up to date by
each elerk or muharrir showing the parti-
eunlars regarding each register ¢ (Rule 115
of the Bibar Board's Miscellaneous Rules;
1958.)

#3. Arve the registers and Manuals kept
vertically with their backs duly labelled
and arranged alphabetically, between two
iron supports on clerks’ tables § (Rule
200.)

34, Are returns punctually submitted ?
Is the procedure referred to in rule 11,
Chapter 11, section I, page 74 of the
Register and Return Manual, 1932, follow-
ed to increase punetuality in the sub-
misgion of returns ?

*35. Examine the methods of checking
pending letters and issuing reminders
punctually, and state whether they are
satisfactory. (Rules 18 and 38.)

36. Does each responsible clerk properly
keep the forward diary ora remindoer-card
cabinet in which to note the proper
dates for pufting up files ? (Bules 40
and 48 (a).]

36A. Does he enter clearly but concise-
ly the subject-matter on each kind of
reminder ¥ (Rule 39.)

37, Is correspondende in arrears? I
80, What action is necessary to work off
the arrears

#35. Except for immedinte relarence, do
the clerks keep disposed-of files on their
tables? [Bule 66.)

39. Is a list of returns and reports due
hung uwp before or near the head clerk,
with a wiew to their punetual submission
to the higher authorities ?
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40. (1) Is each typewriter in the charge
of a particular clerk and is an acknow-
lodgment. given for its. being in good
order as tequired by rule 121, page 32 of
the Bihar Board’s Miscellaneous Rules,
1958 ¢ (2) Are the instrugtions for the
eare of typewriters given in rule 122 on
the same page followed by the clerks in
charge of them ?

(Bj—English Records—0Id Corres-

ponden ¢é.

N.B.—TIn regard {0 guestions t.TI.'lHIrrwu'k.lr.r]r["'}
the reply. shoold - be piven by | testing o four
inatanoes.

41. When m column 4 of the Index
Register filed up ? (Rule 095

®43 Ts a notekept ona label inside
the front cover of Register no. 62 show-
ing whers the collecions and files referred
to are stacked and the annual total af
letbors received and issued in each de-
partment ¢ (Rule 97.)

#43. Are fly-leaves to all files preserved
permanently T Do they show  every
letter, whether A Bor C? (Rule 62.}

*44 1o the reference clerks of the
various departments conesrned regularly
send in their year's collections to the
record-keeper ! (Rules 58 and 77.)

#45. If not, what departmentsl records
are delayed ¥ What is fhe explanation ¢

45A. Does the record-keeper bring the
delay to the notice of the Deputy Collee-
tor ? (Rule 77.)

*46. Are the C papers destroyed by the
depattment to which the files belong
before the files are made over to the
record-keeper ¢ If not, state the reason
(Rule 105.) )

e —
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*47. Are Registers 60, 61 and 62 bound,
the blank pages having been removed ?
If not, when will this be done? (Rule
10.)

®45. Where these registers of a depart-

- ment for each year contain but few

pages are such registers for several yaars
bound together chronologically in one
volume  If not. when \]iil thisg be done 2
(Rule 10.) \

*40. Are the files in the collections
arrangad in numerical order 1 (Rule 81.)

®50, Where a file is missingin a collee-
tion, is there in its place a removal slip
to show with whom the file is- or to
what vear it is transferred ¥ If not, who
is responsible ¥ (Rule 80.)

®51, Are the files of each ¢ollection fied
together in numeriesl order in . bundle
and iz there on the outer mill-board o
label pasted showing to what department
and wyear thz oollection belong, and the
number and nams of th: eollestion ?
{Rules 82 to 84.)

*52. When two or more collections are
tiedl together in  one bundle, are they
arranged in numerieal order, anl is there-
on tha oiter face of the bundle a mill-
board on which is noted what collections
are in the bundle and the year and
department they balong to!? {Rules 82
and 54.)

453, Are the bundles of collections
artanged in numerical order and vertical-
Iy on the shelves? [Rule 82.)

#54, When a letter only is given out
jom a file on a reuisition, is a remo al
slip kept in proper place ! (Eule 64.)

05, Ts the procedure Inid downinrules
111 and 112 with regard to the preserva-
tion of the Bikor Gazette followed ?
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(C)—Current Vernacular Records.

N.B.—In regard to questions marks thus(*)
the reply should ke given by teeting & fow
indbunoss.

56. Is & ministerial officer placed atthe
head of the department and held respon-
sible for all the papers of all the casesin
his department ? (Rule 124.)

57. Does the Superintendent see that
papers duly received are duly made over
to the departmental officers # (Rule 125.)

58. Are rules'124 to 126 of the Manual
duly attended to 1

59. Are all papers conunected witheach
case classified strictly in aeccordance with
the rules 165 to 173 of the Manual ?

#50. Is a combined title-page and fly-
leaf attached to each record and filled aop
according to the rules of the Manual 2
(Bule 127.)

60-A. Are ‘‘miscellaneous cases”, as far
a3 possible, . arrangad chronologically in
monthly, guarterly or annnal bundles (as
masy be most convenient loeally) ? (Rule
6.)

60-B. If there be an excessive multipli-
gation of “‘cases” and combined title-pags
and fly-leaves, what stups can be taken to
reduce work by arrangement of cases in
monthly bundles, ete., a3 above indicated €
{Rule 171.) ‘

#31. Is an order-sheet attached to each
racord of land revenue easges T (Rule 129).

#32 Ars the vernacular records noet
required for immediate reference tranaferred
to the racord-keeper within seven days
after the end of the month, inwhich, final
arders have busn passed @ (Rule 125.)




226

THE BIHAR RECORDS MANTTAL. J
[APPENDIX €.

62A. If the limit of exact date is exceed-
ed, was sanction to the  deviation ob-
tained from the Collector 2 (Rules 125
and 146.)

62B. And ig o list showing the dates on
| which rocords are due kept as prescribed
in rule 146%

L (D)—0ld Vernacular Records.

N B.—Tn regard to questiony thos micked (%)
tho roply should be given by testing o few
instances.

63. On what principle are the records of
each department arranged * TIs that prin-
ciple invariably ohserved ¢ (Rule 131.)

64. Arethe records of estates not borne
on the revenue roll of the district arranged
by estates in a different serics from
that of estates borne upon the district
roll ¥ (Rule 134.)

65. With the exceptions permitted by
rale 133, are the records of lands belong-
ing to the distriet, but borne on the reve-
nue-roll of other districts, kept here 2
(Bules 134 and 135.)

66. Are the records of lands belonging
to other districts, but borne on the reve-
nue-roll of this district, kept here, and not
in that of the district where the lands, or
some of them, lis (Rule 154.)

*67. Are the records of paini sales
which have taken place in the distriet
kept in the district record-room with the
same estate ? (Rule 135.)

*68. Are the records of all eases finally
dispased of in the distriet under the Public
Demands Recovery Aet, or under the rent
law in foree (in districts where rent-suits
are bried by revenue officer), and records
of cases under sections 12, 13, 14, 15,18
and 167 of the Bihar Tenancy Act kopt
. the distriet record-room ?  (Rule 135.)°




297

THE BidAR RROORDS MANUALL
APPENDIX G.]

“*#39. Are the papers of one estate kepb
separate from those of another estate?
(Bule 131.)

70. Are the papers relating to revenue
free eatates kept in a separate place from
those for revenue-paying estates and
arranged in shelves according to the serial
number in Register B? (Rule 131.)

*#71. Are the papers relating to revenue-
paying estates arranged according to the
sorial order of their tauzi number ¢ (Rule
181.)

#72, Are the tauzi numbers or Register B
numbers of the revenue-free records:
elearly and durably written or painted
prominently on each shelf or eompartment
of ghelf on which they are kept © (Rule
132.)

78. Ara records appertaining to laud
acquisition ecases and chaukidari chakaran
lands kept in the district in the jurisdie-
tion of which the lands are geographically
gituated ¢ (Bule 137.) (2) In what
record-room registersare the Land Acquisi-
tion cekse records entered and in what
order are they arranged !

*74. Does easch bundle contain a list
of the enclosed eases with the dateof the
year in which they oconrred ¢ (Rule 141))

74A, Is the name and date of the cass
inserted in the list when a fresh case is
added to the bundle ¥ (Rule 141.)

75. Are all the valuable documents
referrad to in rule 153 kept in almirahs
under double loek and key % (2) Who
keeps the keys ! Is a separate list for
each almirah kept of these records in sich
a way that any document required can
be found at ones? (3) Does the Deputy
Collector in charge periodically inspect
and compare the contents with the list ¥
{Rules 153 and 154.)
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‘the month in which they are due

76. Are such documents in good con-
dition ? (Rule 153))

T6A. Are they kept in o wire rack or in
a separate almirah ? If an almirah, is if
tin-lined. and are the front and sides fitted
up with wire work to admit of the fres
eirenlation of air ¢ (Rule 153.)

77. Does the gazetted officer sxamine
regularly Register 41B and see that the
records received are duly entered in the
register by the record-keeper, and promptly

dealt with ? (Rules 145 and 146,
78. Up to what date have the records

been received from each subdivision 7
(Rule 185).

79, Is the list kept up to date of all the
eourts and departments from which the
record-keeper has to receive records ¢ TIs it
signed and dated by the Deputy Colleetor
in charge and hung up in the record-room ?
(Rule 146.)

80. Does the record-keeper bring to the

motice of the Deputy Collector in charge

any delay in depositing records in the
record-rooms on due dates ¢ (Rule 147.)

S0A. And does he see that the records
which have not been deposited duyring
. are

duly accounted for in the next month ¢
(Rule 147.)

SOB. Has any undue delay been brought
to the notice of the Collector? If not.
why not! (Rule 146.)

*S1, Are the A, B files kept together
and the C filss on a separate rick ¢
(Rule 161.)

*82. Avethe (! papers on their separate
racks ' arranged according to dates of
decision and classes of cases b (Rule
162.)

——
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83. Are (0 papers more than twoyoars
eld destroyed in January of each year !
{Bule 174.)

84, Doeas the record-keeper examine
each working day the contents of one
pundle of vernaculayr records fo see
whether the contents agree with the lists
in the bundle and whether B and ©
papers have heen duly destroyed ?
(Bule 142.)

#84A, Is this list as well as the cor-
responding entry in the shelf Register 41
of records signed and dated by him
(Rule 142.)

(E) Record-room—~General.

N. B.—TIn repard to guestiona thus marked(®)
the reply should be given by testing o few
ImEfaneess-

['rhe vagistors b0 be oeEn in the rocord-poom
wro Hegistors A to T (Letd pepistration), 12,
124 (Separste accounts), 41,414, 4B (11U in
subdivinng only}, 410, 42, 67, 514 {Resord-roomj;
alan copying depariment registops of  applications
for informution end for copits and esrDings of
® opyiste]

$5. Is a list kept up to date showing
in the last three vears how often the
record-room  Deputy Cellector has - been
changed 7 (Note 2, Freamble.)

85A. In the lust three years how often
the revord-keeper has been changed ¢
{Note 2, Preamble.)

§55. What is the name of the record-
room Deputy Collector. and how long he
has been in charge ¥ (Note 2, Preamble.)

85(. What is the name of the record-
keeper, and how long he has held the
appointment ? (Note 2. Preamble.)
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S6. Is the record-room (English and
Vernacular) old correspondence under the
charge of a Deputy Collector? Who iy
held rssponsible for the proper working of
the record-room in accordance with the
ruleg of the Reecords Manual 2 (Note 2,
Preamble.)

87. In addition to the daily supervision
of the record-room and staff, does Ghe
Deputy Collector make a thorough inspec-
tion at least each half-year ¢ (Note 2,
Preamble.)

88. 1s a note-book kept in the record-
room m which all important orders are
noted ¥ (Note 2, Preamble)

89. Are the inspection notes of the
Deputy Collector kept in a separate ine-
pection register 7 (Note 2, Preamble.)

90. Does the record-keeper say that (1)
all records receivéd have been entered in
one of the Registers 41, 41A, 41B, 410,
1D, and 42 and (2) all registers received
have been entered either in’ Register 57 or
57A 1 . If not, what are the exceptions
(excluding record registers just recent]y
received) and the cause and when will
these omiszsions be finished ¢ If there are
any old records or registers which have not
been entered in Begisters 41, 42. 57 and
BTA, what steps are being taken to register
them and when will it be completed 2
(Rule 151.)

1. When was the record-room lash
inspected by the Deputy Collector in
charge, the Collector and the Commis-
eioner ! (Rule 38 of Bihar Board's Mis.
cellaneous Rules, 1058.) :

92. Has the ministerial officer in chargs
8 guard file of extracts from the inspection
remarks of Collectors and other superior

L&
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officers relating to the record-room, and
are such arranged chronologically and are
they paged aad indexed ! (Rule 60 of the
Bihar Board’s Miscellaneous Rules, 1947.)

03, When were the gquinguennial and
annpal destruotion of papers made onder
rules 95, 172: 174 and 175,

94, Have exhibits and private docu-
miznts been ever destroyed ! If so, when

and under what suthority ? Was notice of

destruction duly served on the parties and
published in the eutchery ! (Chapter V.)

95. Is a plan of the record-room hung
up in a conspicuous place ! (Hule 226.)

95A. And does it (or does an index
connected with the plan) show the
uvumbers of the rooms, racks and shelves
and the class of papers to be found on
each ? (Bule 228.)

95B. Is it prepared and corrected up
to date ¥ (Rule 226.)

96. 1s a statement hung up in the
record-room showing how to find where
a  particular document s deposited ¢
(Rule 199,)

97. Is it so prepared that any intelli-
gent person could by using it obtain any
particular class of record with ease ?
(Bule 134}

98. Report after a practical test
whether each elerk in the record-room
knows where to find & partieular recond .
(Rule 199.)

98, Have periodical retums and
papers uj' a general natare a separate
press assigned to them ¢ (Rule 76.)

9 Bd Bev—16
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100. Are survey and settlement records
and maps carefully kept on iron racks,
or in tin-lined almirahs? (Rules 154
and 1585.)

100A. Have they got separate registers
of their own? (Rules 154 and 155.)

100B. How are they arranged ! (Rules
154 and 155.)

100C. Are they in good condition ?
{Rule 155.)

101. Are they periodically inspected
by the Deputy Collector in charge or the
Colleetor ¥ (Rule 154.)

102. When were they last inspected ?
(Bule 154.)

103, What is the total number of ra-
cords received in the record-roomt (2)
Is there an excessive number of records
recently received in the record-room not
deposited in their proper places within
seven days of receipt ? (Rule 146.)

104. What is the oldest date on which
any of these were received ¢ (Rule 146.)

105. Are the postings in Registers 57
and 57A made up to date in accordance
with the classified lists of registers in
Appendix E? (Rule 114,)

108. Does the record-keeper admit
keeping or allowing to be kept up any
unauthorised register ? If so, report
whether the Commissioner’s sanection
ghould be obtained to their retention.
(Rule 116.)

107. Are the statements Tequired by
rile 118 kept up to date ?

108, Is there any arrear inany branch
of the work of the record-room ! If so,
state the reason.

. ___}
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*109. Are the rules 148 and }4‘3
observed in furnishing records required
for reference, and in Teceiving them
back ?

#100A. Are removal note-slips used ?
{Rule 143.)

¢ 008, Is Register 41D of records sent
out of the record-room properly kept up
and receipts taken for issue ! {(Bule 149.)

®100(. What steps are taken to see -
that the records issued from the record-
room are not allowed to remain out un-
duly long ? (Rule 150.)

*109D. At the beginning of each year
are all issues not yet returned brought
forward in red ink? TIF not, give the
reason ! (Bule 150.)

110. Does the record-kKeeper satisfy
himself that the classification of all papers
has been properly entered in the fly-leaf
by departmental officers before placing
a record on ite proper rack or shelf 2
(Bule 164.)

111. Are all B papers destroyed
annually after 12 vears ! (Rule 175.)

111A. If not, specify the classes of
papers for which a longer preservation
has been preseribed by the Collector ?
[Rule 228(B) (3).]

*112. Up to what year have the
ordinary B papers been destroyed ?
(Bules 107 and 175.)

113. Are there said to beany C papers
in the record-room more than two vears
old ¥ (Rules 105 and 174.)

114. What prevented the destruction
of the ordinary B and C papers at the
prescribed time ? (Rules 108 and 176.)
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115. Are the sale-proceeds of useless
- papers regularly paid into the treasury?
: If the cost of arranging these papers for
sale pxceeds the probable sale-proceeds;

are these papers burnt ! (Rule 242.)

®116. Does the record-keeper on
rece iving records from any office or
department for deposit in the record-room
ascertain that on every document charge-
able with stamp duty the head ministerial
officer concerned has made the preseribed
entry as to sufficiency or otherwise of the
stamp borng ¢ [Rule 12, section IV(a),
Part ITT of the Stamp Manual. 1955.]
{Rules 86 and 157.)

*117. (1) Areall the Court-fees stampa
contained in the record properly punched
as required by section 30 of the Court-
fees Act'? (2) Is the round ponch used
for this purpose ? (Rules 87 and 158.)

*118. Are records punched a second
time in the record-room with a triangular
punch  (Rules 87 and 158.)

#119. Are tho dates of punching by
the record-keeper duly recorded npon the
fly-leaf ¥ (Rules 87 and 158.)

120, Ave the punched-out pieces said
to be regularly burnt or otherwise des-
troved ! (Tules 87 and 158.)

I121. Are the labels affixed under the
Court-fees Act Lo copies, certificates or
other similar documents said to he cancel-
led by punching out with square punch
a portion of the label in such a manner
a5 to remove neither Lhe figure-head nor
that part of the label upon which its
value iz expressed ! (Rules 87 and 158)

122. As an additional precaution, does
the record-keeper state that thesignature
of the officer attesting the document with
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the date is written across the label and
upon the paper on either side of 1t :
{Rules 86 and 157.)

123. Was inspection of records made
at least once a quarter during the past
year by heads of offices, in order  to
ascertnin that the stamps have been
properly punched and have not been Te-
moved ¢ If not, who has omitfed to
comply with the rule® (Rules 87 and
158.)

124. Is the accommodation sufficient ¢
{Bule 200.)

124A. Are the compartments and
shelves of convenient height ! (Rule
200.)

124B. Ave desks, or small tables,
folding flaps on hinges with brackets
provided below the racks or in convenient
corners for careful handling of volumes
of registers by eclerks and copyists ?

#125. Who has access to the record-
room 2 ([Rule 222.)

126. Is there a “No admittance”
notice posted above the door? (Rule
133 of the Bihar Board's Miscellaneous
tules, 19568.)

127. Has adequate security been given
by the record-keeper and his assistants ?
(Rule 220 of the Bihar Board's Misce-
lla..cons Bules, 1958.)

128. Have the Commissioner’'s or any
higher officer’s instructions (if any) abont
the pecord-room on his last inspection
been carried out'? (Rule 69 of the Bihar
Board’s Miscellaneous Rules, 1458.)

129. Has any report been submitted
by the record-keeper to the Deputy
Collector about any missing paper ? What
action is taken on such report ¢ (Rule 80.)
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130. Are the monthly files considered
as one record 1 (Rule 171.)

131. Are the iron racks labelled or
painted ¢ (Rules 84, 85 and 132))

132. Is the floor regularly kept clean ?
Are coal-tar and naphthalene used for the
floor, racks and records?

133. Are the wooden racks (if any)
wiped with kerosene oil rags when neees-
sary ?

134, Does a caretaker sleep near the
record-room at night ¥ Who keeps the
key of the record-room ?

135. How many huckets are kept and
where, inside or outside the record-room.
and are they easily and promptly acces-
sible in the event of fire breaking out ?
Are these sufficient ?

136. Are sanads to Revenue Agents
and licenses to Stamp Vendors kept in
monthly bundles ¢ (Rule 164.)
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Question for the inspection of Library. Observations by Inspeciing
Oificers.

( Referencesaretothe Records Manual, 1960,
when no other Manual is gpecified.)

OFFICE.
LIBRARY.

. B.—TIn regord to guestions thus marked ()
the roply should be given by testing & (ew iDstances.

1. In the last three years how oft ¢n
has the Deputy Collector in charge and
the librarian been changed and what isthe
average period of charge in each case
during that time ? (Rules 244 and 246.)

L A. In the last three years how often
has the head ministerial officer in charge
of library been changed (Rules 244 and
246.)

1B. What are the names of the
gazetted officer and of the librarian in
charge, and how long has each been in
charge ¢ (Rules 244 and 2486,)

10. What is the name of the head
winisterial officer, and how long has he
held the appointment ? (Rules 244 and
246.)

1. Iz the record-room Deputy Co-
llector in charge of the library or any
other gazetted officer ¢ (Bules 244 and
246 and note 2, Preamble.)

1E. When was the library Inst ins-
pected by the Deputy Collector in charge,
the Collector and the (‘ommissioner
(Rules 266 and 267.)

1F. Has the ministerigl officer in
charge a gnard-file of extracts from the
inspection remarks of Collectors and other
superior officers relating to the library
and are snch arranged chronologically and
are they paged andindexed ¢ (Bule 267 .
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2. Have the books  been collected
together in one place and placed under
the charge of the Collectorate head
clerk ¢ Is there a separate librarian ¢

"Are all codes and manuals rorrected
up-to-date by him ? (Rules 244 and 245.)

3. Has a separate room been assigned
for the library? If net, why not ?
(Rule 244)

*4. Are additions and alterations
promptly made in the Board’s Manuals,
Board's  Cireular Orders, Civil Service
Regulations and other manuals, by the
librarian as printed slips are received
from the issuing office 2 (Rule 245,)

4-A. Are corrections made in the
Regulations and Acts (of India, Bengal
and Bihar) whenever by any new enact-
ment a part or the whole ot any Aet or
Regulation is repealed op amended ?
(Bule 245))

3. Has the catalogue heen fevised in
aceordance with rule 253 2

5-A. When was it last revised ? {Rule
248.)

6. Have missing books, if anyv, besn
aceounted for 2 (Rule 248.)

*7. Are books issued from the library
except on the written requisition of
gazetted officer 2 (Rule 261).)

*8. Have receipts heen [invariably
taken from officers receiving  hooks @
(Rule 264.)

*B. Have these receipte been always
returned or cancelled when the books are
returned to the library 7 (Rule 260.)

10. Are reminders issued for books
not returned within a month and repeatied
every fortnight until they are returned 2
Are entries relating to books issued but
not  returned within  the vear Drought
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forward in red ink at the end of each
year ¢ (Rule 262.)

*11, Do Collectors and gazetied officers
in_charge of library, upon receiving charge
ofthe office, satisfy themselves a5 to the
state of the library 2 (Rule 2623 and 265.)

12. Does the librarian keep the keys
of the almirahs ¢ (Rule 244.)

13. Who is in eharge of the library
during the absence of the libravian or
heard clerk from office ? (Rule 244.)

*14, Hasn list been kept of all maps
in the library ? (Rule 154.)

15. Is special care taken to see that
the maps are in good order ?

16. Are Indian and Bibar Legislature
Acbs received annually kept in a bundle
and bound annually ¥ (Rule 259.)

17. Have the Indian Law Reports and
Half-yearly Civil Lists been dealt with as
ordered in rules 271 and 272 ?

18. Have any steps been taken to get
rid of useless and obsolete books from the
library, where space is needed for other
hooks ¢ (Rule 289.)

19, Are the lists of | officers-in-charge
prepaved up to date and hung up 2
(Rule 246.)

20. Are the registers of books received
and issued  kept properly ¢ (Rules 251
and 261.)

21. Does column 7 of the register of
hooks received show the almirah .and
shelf number where each book is. placed 2
{Bule 251.)

*22. Are”all books, ete., stamped as
soon as they are received in the library 2
(Rule 252.)

23. Is the library thoronghly inspected
periodically and by whom ? (Bule 2646.)
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Questions for the Inspeefion ol Observations by Inspecting
Copying Department. Officers.

(Roferences are to the Records Manual,
1960, when no other Manual is apecified.)

___OFFICE.
COPYING DEPARTMENT.

N. B.—In regard to questions thus macked (f}
the reply should be given by testing s few instances.

1. When was the department last
inspected by the Deputy Colleetor in
charge, the Collector and the Commis-
sioner ¢ (Note 2, Preamble.)

2. Tn last three years how often have
the Deputy Collector and the ministerial
officer in charge of the Copying Depart-
ment been changed 2 What are the
names of the Deputy Collector and the
ministerial officer in cbarge, and how
long has each been in charge ! (Note 2,
Preamble:)

%3 Ave applications for informations
ns well as for copies madein printed forms 1
(Rule 277.)

4. Has the Nazir a good supply of
these forms 2 (Rule 276.)

5. Are the registers of applications for
information and copies regularly maintain-
ed and ave they up-to-date 7 (Rule 276.)

6. (1) Are  applications numhbered
consecutively as they are registered  in
Registers ¢ and D ¢ (2) Are they filed
consecitively  in monthly files withont
flv-leaf 7 (Rule 280.)

Are they destroyed when three months
old after inspection by the Deputy
CUollector in charge ?
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7. After examining some of the entries
in the registers of applications for infor-
mation and for copies. do you find any cases
of undue delay? Mention the two cases
of the longest delay, and are reasons
given and whether you are satisfied with
those reasons ?  (Rule 280.)

8. How many applications for un-
‘stamped papers and documents, and how
many for stampedl copies are now pending
for disposal 2 (Rule 280.)

9. How many copyists or typists are
cmployed ¥ What is the average month-
Iy earning of each for the past six
months #  Are any outsiders allowed to
do any copyving? TIf so, why ? (Rules
323 and 3525

10. Does the officer in charge of the
Copying Department keep a list of all
copyists and typists employed under the
District Officer showing the total re-
muneration drawn by each man month
by month whether in revenne, criminal
or civil work ? (Rule 325.)

11. Are copies and information alips
distributed to the public in the presence
of the Deputy Collector in charge of the
record-room ¥ (Rule 282))

*12. Is the procedure prescribed in
rules 286—290 correctly followed ?

Are the eopyists or comparers allowad
to hawve any dealings with the public
otherwise than in the presence of the
Deputy Collector in charge ?
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To be prepared on prescribed stamp paper with
certain exceptions.
Certified — of maps or plans i e
Must be written on one side of the sheet only
Time for furnighing — ..
Use of printed forms in supplying —
Procedure for copying on printed forms

Additional eharge to be levied for— when the nnrk
ig intricate.

When the applicant requires his — to be furnished
on the day of application, extra fee should be
charged.

By whom the stamp on eertified — to be examined

A copy of a copy is to be granted only when
good grounds are shown for not taking it from
the original,

Should be prepared by salaried establishment in
certain cases.

Of mups to be supplied on trasing cloth

The duty of comparing — to be performed by
w salaried officer.

Raule,

300
334(1)

334(2)

332
202

B
202
S8

331
207

246
09

306

303
306
281
300
301
320

205
332
336

305
adl
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INDEX
Subject.

Copirs—aoncld.
Number of such camparers to be entertained ..

Uncertified — to be marked as examined and
initialled by the Examiner or Comparer.

Of public documents not to be withheld though

they may be used as evidence against Government.

Required by publie officers for public purposes.are
to be made on plain paper by the Collectorate
establishment.

Ministerial officers when punished or ordered to
retire to be furnished with — of orders free of
cost.

Record-keeper responsible for carrying out rules
for the supply of —.

Coryiveg DeEparTaesT—The Deputy Collector or
Sub-Deputy Collector in charge of the record-
room to be placed in charge of —

{lOP¥ING FEES—

See “"Maps™.

Rates of — for HEnglish and vernacular records
for manuseript copies.

Rates of — for typewritten coples .. e

To be levied by impressed stamps ..

For Jamabandis, measurement papers. order sheets,
and accounts, ete.

Portion of — payable to copyists or typists 4
(Cases in which extra— are to be charged oo

To be levied by court-fee stamps and to be
credited to Government.

For copies made on printed forms .. 2
Not required from public officers

Copyist(s) or Typisn(s)—
Minimum sarnings admissible to —
Accounts of — to be made monthly .. -
To be paid out of Collector’s grant for “Allowance™
Payment of — to be checked o

Care to be taken that nothing in excess of two-
thirds the amount realized in stamps is paid to —.

wii
Raule.

431
308

332

Jua

435

Preamble to
Chapter VIIL

Preamble,
Note, 2

410

31l
310 and 311
318

326
283
203

301
336

323
528
336
328
324



viii ' IHDEX.

Subject. Rule.
Coryist(s) or TrrIsT(s)—consld.
A register of earnings of — to be kept and checked 329
weekly by Comparer.
And monthly by gazetted officer i 329
Officer passing a — account bill, after checking it, 330

bear the stamped slips to pieces and cause them
to be burnt in his presence.

Should possess skill in their business . . " 306

Relationship of — to any clerk in the District or 322
Divisional office to be stated.

Remuneration of —and what materials they arve to 328
supply.

BEarnings of—to be regulated = e 323

Collector to fix the number of—to be licensed . . 321

Maintenance of register to equalize earnings of — 325

Commissioner may appoint one—for his office .. 321

When employed on work for Government, to be 324
paid at the same rate as for work dope for and
private parties, and for preparation of Crown 3244
briefs,

CoBRESPONDENCE—
To be in English i o 190

How to be classified, registered and kept 1
On one subject to constitute a single fils 2
To be placed in file in chronological order 3
Serial number to be assigned to— .., 3
Keep-withs to be kept with drafts - 4

Definition of the term “collgetion™ .. e 5
How collections are to be arranged and kept 5
Departments into which Collector's—is divided 2
Registration of letters to be correct and careful 8
Registers of letters received and issued and index 8

to be kept.
Hach department to keep its own set of registers ]
Registers of each department may be subdivided 11
Index register fo be divided into collections .. 12

Entries in index register | . - o 12



IXDEX, iz

Subject. Rule.
CoRRRSPONDENCE—contd.
Procedure to be followed when a letter is received 13
in the office.
And if the letter be the commencement of a new— 16
And if not a new = i 17
Procedure when a case is complete .. S 18
Fresh letters not to remain in office more than 18(note).
48 honrs.
Procedure when draft has bsen prepared and L
approved, 6
Miscellaneous collection of transient— :
Current or recent—how to bs kept and when ta 43
be transferred to the record-room.
Shelves of enrrent—to be divided into compart- 5%
ments, numbered and labelled,
List of latters to ba kept with files (called flyleaf). 61
Fly-leaf to be kept permanently &y 62
Treatment of current—after the close of the ;Fenr 67
Treatment of finished files o = 68
Treatment of pending files i 69
What serial is to be given on the paper of the 70
new year when put up in unfinished file.
When the file is bulky but not finished 2 71
Destruction of O papers .. T s 75
Spare copies of printed letters i s 74
Transfer to record-room of contents of current 79
shelves,
Collection and file to be kept in proper place .. 81
File not to be on clerk’s desks, except when in b
use.
Arrangement of files and collections of old English— 77—87
Files to be tied together in packets of sufficient 82
size to fill the depth of the shelves and to be
placed vertically.
Deseription of collection to be noted on each— 13
Arrangement of colléction by departments o 51
Filling up of column 4 of index register f 64
Classification of English— = BR—103
Responsibility of Collectorate head-clerk as to the a0

classification.



IRDEX.

Subject.

CoORRESPONDENOE—aonid.

Record-keeper to check stamps o -
Second punching by record-keeper
Supervision of Collectors as to destruction uf
papers.
Object of elassifieation .. S
Bound up in books not to be tlu..:;r..ro}'ed 1
Destruetion of B and € papers to be annual ..
Papers may be destroyed at subdivisions s
Detailed classification of— i =
Form and mode of despatch of letters iE
All communications to refer to previous—if any
Signature on letters by District Officers
Arrangement in envelopes o =
Reports to superiors to be self-contained =7

Voluminous enclosures not to be submitted with
a simple expression of opinion, but gist to be
given and only necessary papers submitted.

Vernacular enclosures not to be ordinarily sub-
mitted.

Useless— to be aveided .. B =i
Maps sent with letters how to be marked e
Use of postage service labels M =
Letters not to accompany bills ar ”:e

Copies of sanctioning letters not to be sent to
Accountant-General by disbursing officer as they
are sent direct.

Endorsement form where to be used e

No letbers to aceompany periodical returns or
statements,

Lithographed or printed forms to be used e

Forms when printed, how indented for and how
aupplied.

Farm aanetioned by Board to be supplied only

Memoranda and endorsements when to be used
and lptters avoided.

Use of vernacular words in English—prohibited;
but when unavoidably used, English equivalent
to be given.

Raule.

86
87
92

43
a4
106
184
100
212
213
213—215
216
217
217

217
218
219
220
221

206
208

209
209

209
2008&207

210




IHDEX. x1

Subject. Rale.
ConrrspoNDENOE—concld.

All the vernacular dates and measures to have 211
corresponding English dates and measures.

Varnacular proceedings, unless preseribed by law, 190
to be discouraged.

Subordinate officers not to question propriety of 100
arders of superiors in vernacular proceedings.

Name and official designation both to be quoted 191
for attachment of due weight to opinion passed.

Formal —between Collector and his subordinates 192
in same station forbidden.

Order-book to be used instead e v 192

Instruction-book to bhe kept by subordinate 182
officers:

Official signatures to be legible a5 193

Classification and preservation of English records L840
at subdivisions.

(ORRESPONDENCE, CONFIDENTIAL—

Rules regarding despatch and preservation of— 4957
Mode of despateh of— .. 0 - 40
Mode of receipt by head of the office =N
The addressee always to open inner cover himself

To pass in office either by personal delivery or in
sealed covers.
Bpecial register for— ", i i 464-—57
How to be preserved ]
Custody of— .. =i o =i
By ‘head of the office’ who 1s meant o N.B..57

D

DEPARTVMENT(S) —

Into which Collector’s comespondence is divided 7

OF Collector's office. An officer may have charge 123
of more that one —for vernaenlar records.

A sepurate press for vernscular records assigned 130
to each —

Fach ofiesr in churge of a—to be supplied with 165

two stamps (B) and (0) to Mark papers.



xii THDEX.
Subject.

DEPARTMENTAL HEADS A

DestRUCTION—

Of C papers of English corvespondence and its
procedure,

Annual— of B papers and its pProcedure
Procedure for checking papers
Period for— of B and C papers s T
Of fiy-leaves containing B and ! letters
Of receipt and issue registers .
Of unreturned exhibit or private docoment
Of illegible or useless documents

DOCKET S1AMPS OX LETTHRS RECEIVED AND 1SSUED
DoermERT{S)—

Private or unreturned exhibit should not b
destroyed until a notice has been publicly
advertised in the Collector's cutchery. A notice
should also be served on the parties interested.

Notice to take back— _

Responsibility for the— . s

Unreturned—when destroyed 2

Destruction of exhibits and private— o

Procedure to be followed in destruction of exhibits
or private—at the time of the destruction of
B and C papers.

Destruction of spoilt— i
Deposit of value— G =
(Copies of public—to be granted - n

5

E
ELgomios papErs, —Regulation for the safe-custody
of—
ExCLOSURE(S).—

Voluminous—not to be submitted with a simple
expression of opinion, but gist to be given and
only necessary papers to be submitted,

Vernacular—not to be ordinarily submitted yii

Bule.
123

OG5

107

106

108

]

1
227224
230

230
153
332

vete.. Appendix
.

| £
el
=]

(2]
=
=]




IXDEX.
Subject,

ExporRSEMENT(3)—Where to be used .. o

ExcLisE DEPARTMENT—Questions for the wse of an
officer inspecting the—of the Collector’s office,

Exvevropes—Arrangement in—

BTABLISHMENT--See “Record-room™

EstmMaTes—Ses “Budget Estimates.”
Exuerr-—See “Doenment.”

ExXPENDITURE—

For keeping records m order, met from record
arant.

Copies of orders sanctioning the—are sent to
Accountant-General. Bihar, direct by the sane-
tioning authority. The disbursing suthority is
to quote reference in the bill.

ExXTRA FERS—

For searching papers and for copies to be levied
by court-fes stamps.

Bate of — 5 v

No part of such fee is to be paid to copyists and
typists, but all eredited to Government.

= s 1=

Fres—

See “Copying fees’ and “Searching fees.'”

On application for copies and information e
No—are demanded for copies required by publie
officers.
Froe(s)—

Arrangement of-—.See “Correspondence’”’
Missing—to be accounted for e
Contents of g gingla— |

Rules for the fat-file system and ht&nl’lﬂ-rd inrma
for correspondence.

Clerks are not allowed to keep on their desks
masses of pending.—

xiii
Rule.

208

Appendiz (.

216

278
336

B0

a

1—34

66




xiv INDEX,

Bubject. Rule,
Fru(s)—econcld. \
When the—is bulky and not complete 71
FiLe Boarp —Removal of—when files ﬂ.retra.nsferrud 78
to old record racks and itz use.
FLy-LEar—
Of English correspondence il
Combined title page and— 126
To be attached to each case 126
Destruction and preservation c-f—]:mghsh COTTes- 82
pondence.
Destruction and preservation of—of vernacular Appendiz D.
reeords,
Destruetion and preservation of flp-leaves con- Rule 98,
taining A, B and C letters.
Date of second punching to be noted on the— .. BT &158
Form(s)—
Use of—in English correspondence 208
In transmitting vernacular records 1867
Where printed, how indented for, and how ﬂupphed 200
sanctioned by Board before tuhejp are supplied.
Record-room— i o .-~ Appendix B.
ODrder-zhest— , . co O i 129
Of order-sheet vy -« Aprendx B,
Form mo. 1 0.
Of fly-leaf of correspondenecs = .. Ap endix B,
Form no.- 21.
Of labels to regizters in Register no, &7 .. Appendix B,
Form no. £2.
Of labels to registers in Register no. 574 .. Appendix B,
. Form no. 23,
Of removal slip note for English correspondence  Appendix B,
i Form no. 24,
Of removal slip note for records and registers Appendix B,
other than English eorrespondence. Formno. 25.
Of combined title page and fly-leaf .. .. Appendix B,
Form no. 26,
0Of application for information’ i .. Appendix B,

Formno.

27




INDEX.
Subject.

Form(s)—contd.

Of application for copies

Of printed slip for pending files

Of contents of packet

Of slip to be pasted on flap of a file-board

Of notice to take back documents of English
torreapondente.

Of notice to take back documents of vernacular
records.

Takid-—for overdue return for use in Commissioners’
offices.

Takid—for any overdue report for use in Com-
missioners’ offices.

Urgent reminder calling for return/ report already
ovérdue.

Of statement reporting blank return to the Board

Of letter for forwarding original petition by the
Board to Commissioners and Collectors for re-
port and for submission of all records for serving of
notice on the respondent.

Of Commissioner’s decision on appeal case

. Of letter requesting acknowledgment of records
forwarded by Commissioners to Collectors:

Of notice to be served fixing the date of hearing
in vernaculars.

The draft—of letter for use in all offices other than
the Board of Revenue and Commissioner's office.

Of Tukid to be used by Commissioners for higher
officgrs.

Dami-official —of reminder to be issued by Com-
missioner for his subordinate officers.

Slip to show paper under disposal

Ruls.

Appendix B,
Formmno. 28.
Appendix B,
Form no. 29,
Appendix B,
Form no. 30.
Appendix B
Formuno., $1.
Appendix B,
Form no. 32,
Appendix B,
Form no. 33.
Appendix €,
Formmno: 54.
Appendix G,
Form no. 35.
Appendix C,
Formno. 3t.
Appendix C,
Form no, 37.

Appendix €,
Formno. 38

Appendix C,
Formno. 34.
Appendix C,

orm no. 40,
Appendix
Formno. 41.
Appendix O
Formno. 42
Appendix Cs
Formno. 43,
Appendix €,
Formno. 44.
Appendix L,
Formno. 45,




xvi TXDEX.
Subject.
Foma(s)—coneld.

Post-card remin der s o

O letter to ACCOMPATY rpcords i o

Of memorandum acknowledging receipt of records
OF Iotter advising the despatch of records
Board's Flags A to Z o o A

Blank Flat-file I o n

Use of printed—in supplying copies o
Procedure for copying on printed— .. e
Forwarp piary—Rules for the nse of — .

G

GazZRTTE(E)—

[ ndin.—Disposal and discontinuance of— =

Bihar—To be bound in vearly volumes excluding
certain parts and preservation thereof in district
and subdivisional offices.

GOVERNMENT DUES __Pecord-keeper not to take over
a record which shows certain—as reeoverable in
conneotion with it without express order of
(lollector.

Txprax Law BEPORTS—

(ne copy supplied to District Officer -
And one copy to Subdivisional Officer i
Tuniax Law REPORTS - concld.

To be bound and preserved in the library for
reference.

Fule.

Appendix €,
Formno. 46.

Appendix C,
Form no. 47.
Ap pendizC,

Form no. 47.

Appendix C,
Formmno. 48,

Appendix
Formunn. 49,

Appendix vy,
Form no. 80,

300
301
4547

116
111&112

159

271
271

b
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INDEX.
Subject.

I NFORMATION—

Applications for—when and to whom are to be
made.

Procedure for application for—for entries in
column I of Land Registration Register D.

Applieation for—from Register ‘D’ is not com-
plete and no copy of the required information

will be given nntil requisite searching fees are
paid in full.

Time for i'unLishing-—-mspecting contents of papers
Filling up the form of application for— <
InsrEoTING OFFICER—Questions for the use of an
officer inspecting the English  Department,

Mohafizkhana of Collector's office and Copying
Department and Libraries,

IsseeCrIoN BY COMMISSIONER y =

IxvsproTION OF RECORDS—O[ pending cases may he
inspected by parties or agents,

IRUN—SEI’PDR.TH—A.I'I'H.ngem&T]t of registers, book and
pPapers anid use of —.

J

JAMABANDI Parers—Copying fee for—

K
Keer-wira—To be kept with drafts

KaAsRA Maps

To be supplied on tracing cloth
Distribution to be ﬁnénurnged

LaBEL OF BEGISTERS

LETTER(S)—

Received and issued. Treatment of —8ee “Cor-
respondence”,
Procedure to be followed on opening—
9 Bd. of Rev.—18

xvii

Rule.

276

275

281
283
Appendix G,

224
437

200

als

304
304

113

13



xviii ; 15 DEX. I
‘Bubjeet. Pule.

LerrRr(s)—concld.

Procedure for putting np— e % 17
{*hecking of delay in issuing— o o ok
Covering—to be avoided in forwarding documents 207
Form and despateh of — .. = L 212
No—to accompany bill .. s HS 28
No—to agcompany periodical return . S8
LiBRARY
(ie—in pach distriet and gach subdivigion e 243
Available for all Government officers in the district 243
or subdivision.
No separate official —to be kept by subordinate 244

olficers, except Subdivisional Officer, without
Collgetor's permission.

To he in charge of the head-clerk and there may D44
b a separate librarian.
Duties of librarian o o o1 245
Separate room to be used, if practicable S 244
List of officérs in charge .. I i 244
Form of catalogue to be prepared .. - 28t A !
Revision of catalogue every fifth year fel 248 ]
Access to— it GiL i 251
H-upnﬂ_ of missing books to Usllector and Com- 2.48 T
IIES10TET. |
To be kept open during office hours . S5
The ordinary work: in econneetion with—to be 244

performed by a elerk of the English office who
shonld be appointed librarian. .

Form of register ol books, reports; returns, et 251
received in—tio be keépt.
Such register to be submitted once a guarter to 257

subdivisional Officer or District Officer’ by
head elerk.

Book. ote., reseived to be stamped with—seal 952 '
and entered in the catalogue.

Bouks to be arranged by subjects .. Fie 257

Procedure for issue of books, ete,, from— . ShH0)




INDEX.
Subject.

LiBRARY —conecld.

Form of register of issues of books, ete., to be
kept up.

Arrangement of bookson theshelves and almirahs

How to utilize space in the almirahs s

Paint in white letters on racks, shelf, etc. G

Binding of Acts & i

Reminder for return of books. ete., to be sent
after a month.

Officer receiving eharge of an office to verify and
report on its state.

Receipt to be taken for the books sent out of the—

()fficers responsible; if defeets are not reported

Quarterly inspection of —by the librarian and his
report of the result 1o Distriet Officer or Sub-
divisional Officer , as the case may be.

Guard file o . o

Register of Inspection Report v

Disposal of ghsolete or useless books in the district
ar subdivisional—.

State of —ta be mentioned in anmual report
[ndian Law Reports supplied to DPistriet Officer
and Subdivisional Officer, how to be treated.
Rihar Half-yearly Civil List, period for which to

be preserved.

[,oax(s)—Records of eases under the Land Tmprove-
ment and Agriculturists’ —Aets. How long to
be preserved.

M

MaxacER—Under Court of Wards not be treated
as a public officer,

Marp(s)—
See “Copying fees’’ and “Khasra maps . i
Sent with letters how to be marked .. o
Rate of cost for copying surveyor's village plans
Different ratesfor copiesof thakbust and cadastral -
Rate of cost for copies of thakbust— e

261

2558256

267
258
259

I

Appendix I

336 (Note)

218
312
413
Jl4




XX THDEX,

Subject. Rule.
Map(s)—coneld.
Rate of cost for copies of cadastral— e 315
Rate of ruling lines in copies of registers Ve G186
Exceptional cases of supplying copies of— o 417
To be inspected and reported on— i 156
Authenticated copies of—are chargeable with a 303
duty of 75 n-P. '
Stamp duty to be denoted by means of an adhesive 303
court-fee stamp.
Stamp duty to be levied in addition to the cost 303
of preparation.
Copies of —to be supplied on tracing cloth s 305
Tracing cloth and copyist’s fees for copies of — 305
how to be paid and aceounted for.
Extract may be supplied .. o - 304
Distribution of—to the public to be encouraged 304
Procedure for sending—with letters .. = 218
MEASUREMENT PAPERS—
Copying fee for— LE L . 318
Rate for ruling lines in copies of— “k 316

MEMORANDUM Ok ENDORSEMENT—

Where to be used and letter avoided o 2068 &207
Memorandum to be kept and recorded before des- 230
truction of spoilt exhibits and doeuments.
MinisreriaL OrFrong—Responsibility of—in charge 333

of department for supply of copies.

N
NOTES AND ORDER SHEETS .. AT o 19
NOTIOE TO TAKE BACK DOCUMENTS - o 297
0
OFF10ERS, GoVERNMENT—Can use the district or 243
subdivisional library.
OFFICIAL DESIGN ATION—Name and —both to be quoted 191
for attachment of due weight to opinion
passed.



INDEX. XL
Subject. Raule.
OPINIONS OF PUBLIC OFFICERS (WRITTEN ) —Copies not 332
tio be granted.
ORDER SHEET .. . Al 129
P
ParEr(s)—
T'o ba deposited monthly after classification .. 125
Delivery of—to record-keeper's care e 126
Shnuh’l not hl’:-' deﬁt.rn}‘rﬁd at a .‘.;;thi'u'iﬁiﬂll_, e!‘.{.‘-eptl : 133
with the Collector’s sanction. 3
For destruction to be defaced and sent to jail for 204
manufacture, if there be any such jail.
Jail office to pay for them at market rate 204
Size and quality of—for file L ~ 1
Properly prepared—to be used for record purposes 205
Clountry—not to be used .. . HE 2005
Pending lists of all letters received amd issued to d4-A
b submitt pd every month,
Pras—Preparation of récord-room—or index— .. 221
Posrace Seevicr Lasris—Use of— .. A 219
Pexmmive taz parers—(Classification and preserva- 104and
vation of— Appedix 1,
page 159,
Q
QUESTIONS —

For the use of an officer ingpecting the Records 7
of the Collector’s office.

And for the inspection of the Library of the La‘ippuﬂdix .
Collector’s office.

And for the inspection of the Copying Depart- |
ment of the Collector's offive.

QuingUEsSTAL Parers—How to be kept in record- 153
FOOT.

QUINQUENNIAL BEEVISION - -~ 058172




xxii INDEX.
Subjeet. Raule.
R
RECORBDS(VERNACULAR)—
Arrangement ot—Principle to he followed in— 131
Procedure for delivery of —to record-keeper A 125
Each department to have separate press or other 130
fit. Teceptacle for the secure  preservation of
Papers.
Of estate partlyin other district - 43 134
Exceptional arrangsment of — - 5 135,136
Of patni sales .. 2 : 135
Of cases under Public Demands I{ecm*nry Ak .. 135
Of cases nnder Bent Law o iy 135
0f casos under Biliar Tenancy Aet .. 573 133
Of cases under chaukidari chakran lands = 138
Of Lana Acquisition ca.es i 138
A bundle to each estate .. i A 139
Procedure for the maintenance of Land Acquisition— 141
Comparison of coptents ot bundles with lists .. 142
Fly-leaf to each case— .. o i 126
Register tio be kept up for each shelf or almirah 148
Register of—of ocases not connecfed with any 14
estate also to be maintained.
Txceptional arrangements to boe introduced when 136
noCesSaTy.
Fistate papers vequired for English correspondence 130
HEstato settlomenl papers required for English 140
_ correspondence.
Valuable doecuments, their customs i s 153
List of —kept in  almirahs A & I 54
Survey—register e i 155
Settloment—under Tenancy Acts e o 166
Rreconn(s)—
Current —fo be in charge of departmental officers 12
Superintendent to distribute and supervise— .. 124
Record-book to be kept by each department .. 147
115

Temporary registers should be kept in the de-
partment and destroyed when—are destroyed.

e e e o R

e ——— o e s



INDEX.
Subject.

Rrcorn(s)—condt.
Not to be detained by depsrtmental officers ..

Register no. 418 snowing receipt and disposal ot
—to be kept by record-keeper.

List of sourts and departments from which and
when record-keeper has to receive.

Reforence to—depositea in the record-room and
removal slip.

Register no. 41D showing—sent out from {he
record-room to be kept by record-keeper.

Index of nnreturned— AE aln e

Reoord-keeper not to take over a—which shows
certain CGovernment dues as recoverable in
conmection with it without express crder of
Collector.

Classification of —into A, B or C file according to
itg Tmporhanse.

Collector competent to direct in special cases the
vetention of papers falling within class B or G
for longer periods.

xxiil
Rule.

126

145

146

143

144

—of ceses under +he Land Improvement and Appendix D.

Agriculturists’ Loans Acts—How long to be
preserved.

B and € papers to he marked s

Description of each paper on the combired title
page and fly-leaf to bemarkea.

Checking of combined title page and fly-leaf by
the record-keeper.

Record-keeper to check classification i
Record-keeper to check stamps e o
Second punching by record-keeper .. i
Distribution of classified—in record-room
Monthly bundles of €' papers i
Arrapgement, of C papors -
Arrangement of C papers explained ..

Procednre tor destruction oi G papers 3
Procedure tor destruction ot B papers e
Destruction to be annual . =

Officers entrusted with the marking ot B and C
papers to be tested.

167
169

150

160
157
158
161
171
162
163
174
175
156
170



xxiy INDEX.

Subject. Raule.

RECORD(S) —conctd.

Method of obtaining—for copies .. . 288
Destruction ot spoilt papers ; 230

Classification ot—under the Public Demands Appendix D.
Recovery Act.

Class A (to be lefi unmarked) to be kept per- Appendix D).
manently. _ '

Class B (to!be marked with letter B) to ba kept Appendix D,
in the record-room for 12 years and then
destroved.

Class O (to be marked with letter €) tobe kept Appendix D.

in the record-room tor two full years and then
destroved.

Rovision of record-room to be made overy five 95&172
year.

Registers 41, 41A, 41B, 41D and 42 to ba kept 143, 144, 145,
in the Sadr. 140&155.
Registers 410 and 41D to be képt at subdivisions 180
Subdivisional —. The record-kesper of = 177
Classification and deposit of subdivisional— .. 178
Papers to be deposited month] y after classification 179
Receptacle for— s s i 182
Removal of papers from record-kegper’s care af 18]

subdivisions,
Destruction at subdivisions e i 183
Quarterly transmission to district office i 185
Distriet Officers to proseribe shorter period for 186
refention of subdivisional—.
Check of classification by district record-keeper 187
Gemneral rules applicable to Subdivisional— = 185
Classifieation and preservation and destruction * of 184
English —at subdivisions.
Of pending casos may be inspected by partios or 387
agenis,
To be transmitted by parcel past. .. a3 195(a)
Forwarding  lettor to be enclosed in the parcel 1E5(6)

containing a—.

Latter of advice to be sent simultaneously with 165{e)
the despatelh of —.

S —————

- -

e



INDEX.
Subject.

BEcoRD (8)}—concld.

Acknowledgment required from the receiving office

Procedure for transmission of revenue—required
by civil or eriminal courts.

Expenditure for keeping—in order to be met
from— grant.

Officers to pay for rearranging—when in disorder
through their ueglect.

Papers for destruction to be defaced and sent to
jail in certain cases.

Jail officer to pay for them at market rate 9

Classification list of Treasury— i

Inspection of —by parties or their agents i

RECORD GRANT —

Assignment for keeping record rooms in order ..
Budget estimates to be submitted .. e

Principle of allotment and procedure tor regulat-
ing estimates.

Supplementary applications P o

Power to vary details ot temporary establishment

The establishment the cost of which is to be met
from the—.

The cost of copying survey maps and records and
alio of Land Registration registers is not
dabitable fo—.

Sale-proceeds of useless papers to be gredited to
(Fovernment.

Contingent expenditure in record-room not to be
charged from —.

EBoard to sanction expenditure for keeping record-
room-in order.

Power of Collectorto incur expenditure from— ..

Power of Commissioner to sanction allotments ..

Disposal of waste paper .. 5

Cost of what establishment to be and of wllﬂ.t-
not to be debited to —.

BECORD-REEPER —S¢e “Rocords.’

REcorD-Roow —

Pending work in— statement to be prepared and
hung up.

XV
Rule:

196(:@]

197

231

203

231
232
233
236
237
238

241

e
I
a

238
231

234
234

239—40

198



Xxvi INDEX,

Subjeet. Bule.

RECORD RooM—concld.

How to trace documents : s 199
Admittancs to—withont written :5,11t.l1urztll.r for= 222
bidden.
Arrangement of registers. books and records and 200
use ol iron supparts.
Collectors are held personally responsible for the 152
expense of writing up —ragisters if they are in
iTreRr.
Notice Board —Information to applieants for 258
copies to be pasted on—.
List of copies ready for delivery to he posted on— 289
Reciaren(s)—
Arrangement of —and books on clevk’s table .. 200
No-—be kept on clerk’s table unlgss neaded 3 201
Destroction of—to he preserved forthres year=or 115
less by whom to he made,
Each department should keep its own set of — )
Volume of —is to be used aceording to its require- Lib
ment.
Of each department may be subdivided e 11
Index—to be divided into collections s 12
Entries in index—— = - i 12
Are to be kept in English i i =1
List of 'author |ﬂﬂr|—-‘mﬂ preservation and destrue- 115 and App-
tion of them. endix 1,
Introduetion and retention of—mnot expressly 117
authorised,
Destruetion of —after they ars rewritten T 120
Label of— - T o 114
List of—kept in each department .. ks L1
Permanent —to be kept at subdivisions " 184
Reveipt and issue —to be kept permanently o 96
Shelf —41 of records iz to be kept up lor each 143
shelfor almiral.
Sanction of the Board to be obtained whenever — 143

no. +1is rewritten.

b i

e S



INDEX.
Subject.
Recigren(s)—concld.

No. 41A of records of cases not connected with
any estate also to be maintained.

No. 41B showing the receipt and dizposal of
records by the record-keeper.

No. 41C and no. 41D of receipt and disposal of
revenue records to be kept at subdivisions, in-
stead of 41, 41A and 41B.

No. 41D of records sent out from the record-room
No. 42 of survey records .. .
No. 57 of all— to be preserved pumamentl} o

No. 57A of all— which are to be preserved for
more than three years but not permanently.

‘Nos. 57 and 57A how to be used and maintained

Of requisitions made to certificate officers under
At IV of 1914,

No. 60 of letters received = -

No. 61 of letters issued .. 5

No. 62 —TIndex — of English correspondence e

No. 77 of books, reports, returns; ete;, received
in library.

Ne. 78, of books, ete., issued from the library ..
Catalogue of books in the library .. 4
Of applications for information 5 ..
Of applications for copies -

Of earnings of copyists or typists .. 2t
Forward diary o = o

List of eourts and departments J."rcrm which re-
cord-keeper has to receive records.

Special—of confidential correspondence =
(lassification list of— - i s

L ENT- "he kept in recard-room

RemiwpERs —Rules for the issue of—in offices where
card index system is not in use.

REMOVAL SLIF—

Of English correspondence i S
Treatment of— o - -

xXViE

Raule.

144
145
180
144
153
115

115

116
Appendix 1)

fr - L ]

15
k) ]
fuiry

261
247
278
276
3249

144

53

Appendix E.
153

3otodd



Xxvin INDEX.
Subject.

RETURN(S)—-
No letters to accompany periodical —
Lithographed or printed forms of —to be used . .
Revisiox or Recorp-room —To be made every five

years by an Assistant or Deputy Cellector
(quinguennial revision).

Ruse(s)—
Under section 4, Act I of 1879 e
For the supply of copies of and information res-

pecting papers and documents hy the copyists
paid by fees.

For classification, ete., of English correspondence
in Collector's office,

For the treatment of English correéspondence ..

Regarding records apply to all officers subordinate
to the Board,

For the treatment of confidential correspondence

Of the Records Manual are to be followed in all
offices subordinate to the Board.

Relating to the destruction of exhibits or private
documents.

Relating to destruction of documents, whether
public or private, rendered entirely illegible or
useless. -

Of the Copying Department should be printed in
vernacular and exhibited in distriet offices.

Copying—apply mutatis mutondis to all offices
subordinate to the Board,

——for elassification, ete., of the records of the
Department of Commercial Taxes. _

——and regulations for the safe custody, ete., of
election papers.

——for classification and preservation of disposad

of records, registers, ete., under the Workmen's
Compensation Act,

5
SALE-PROCERDE —
Of useless papers to be paid into treasury and
eredited to Government.

Mention to be made in the annual report of the
AmMOount,

Rule.

208
200
05,172

9917
273—339

88—103

1—47F

223

48—57

Note 1, Pre-
ambla.

227—324

230

248
335

Appendix D,
paga 157,
Appendix D,
Page 156,
Appendix D,
page 159,




INDEX,

Subject.

sSaveroNy —CUommunication to Adccountant-General,
Bihar, of-—to expenditure.
SEARCHING-FEES
Ordinary— .. - e o
Extra— Hr I i

Far information respecting papers
To be paid by an adhesive court-fee stamp 25
To be sent by eivil courts in court-fee stamp ..
Rate of—for information regarding landlord’s fees. .
Not required from public officers L 5
SERIAL NUMBER—Assignment of—in each letter ..
SETTLEMEST RECORDS—

OF private and wards estates surveyved and settled
under the Tenancy Acte to be made over to the
record-rooms,

Rules in Chapter VIIT applicable to— .. i

BioxaTurE—Official —to be legible Wl »
Surp—Distribution of copies and information—to the
parties.

SearE copiEs—Arrangement of —of printed letters ..

STAMP(S)
Checking of—by record-keeper s 3%
Second punching of—on English correspondence

Second punching of—on vernacular records o

Date of second punching to be noted on the fiy-
leaf.

Applications for information’to bear an one-annas
Applications for copies to bear a two-anna— ..

To certified copies to be levied and affixed to the
first folio of the copy.

Portion of—punched out to be burnt i

Each officer in charge of a department to be
supplied with two—(B) and (C) to mark papers.

Cancellation of—for copying -fees A s

STame vENpORsS—Printed form for information and
copies to be sold to—at 80 copies per rupes.

SURVEY MAPS—See “Maps'™.

xXix

Rule

221
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Ha 2
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158
193

282

T4

S6&1567
87

158
RT&158

273
278
2497

87,158
168

202
277




INPEX
Subjeot. Rule.
SUPRRINTENDENT —
Responsibility in regard to ourrent records e 124
' distribute and supervise -2 124
SirrCHARGE —Hates of—on Conrt-fess . e 205
(N.B)
SURVEY RECORDS —Arrangement and inspection of— 155
T
THAKBUST MAP—
(opies of —to he supplied on tracing cloth - 313
Charge for copies of — .. =3 v 313
Distribution of the maps of the old surveys to 404
the public to be ancouraged.
Tme—For furnishing copies and information e 281
TypewrITERS—Number of typewritten copies to ba 34
prepared by the issning office.
TirLE-pEEDE —How to be kept in record-room b 153
v
VERNACULAR—
Torm —includes all case records whether in English 165
QI —.
[Tse of —words in English correspondence forbidden 210
But when unavoidably used. English equivalents 210
to be given. '
Proceadings. unless preseribed by law, to be dis- 190
conraged.
Qubordinate officer not to guestion propriety of 190
orders of superiors in—proceedings.
ViLLAGE PLANS—See “Copying-fees’.
VOLITMES —{srrespandanee bound up in—mnot to be g4

destroved.
w

Wakps BSTATES —In cases relating to the recovery of Appendix 1.
ronts in—where an objection has been preferTed
to the Collector or a civil suit to contest the
cortificate has been instituted the certificate as
well as other papers to be permanently preserved.
WoRkMEN'§  CoMPENSATIoN AcT R poorps—i lassi-  Appendix 1),
fization and preservation of. 4 page 160,
BaP(Bd. of Rev.) 0 M G—3000—17-7-1962 —J1 and others.
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