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APPENDIX XV,
DESTRUCTION OF RECORDS,

(Vide paragraph 84 of this Code)

A. I—Rules.
L_ The Ellis-Tomkins stysem contemplates the maintenance of sub-files tor
papers which can suitably be delat with separately from the main file Sub-

files should therefore be opened whenever possible and closed as soons as their
parncuigir subjects are disposed of. Main files should also be closed as .oon as
the main subject is disposed of. TFor example, the main file regarding the cons-
truction of a new work should be closed when the completion report is sent in.
Matters not immediately connected with the construction of the works, whicls
may arise for orders during construction, should be dealt with in the sub-files
which should be closed when the side issues with which they deal are dis-
posed of. Subsequent transactions with regard to the work which arise after
the main file is closed should be dealt with in separate sub-fles.

3 When a file or sub-file is closed, the Manager or the Accouuantio tehtH ead
Draftsman or the Personal Assistant, as the case may be, should look through
it and extract any papers which should be retained permanently when the main
subject of the file or sub-files is not one for permanent retention. The papers so
extracted will be made into a separate sub-file and retained as such.

3. Files which are to be retained permanently will be stamped “R.” Files
which are to be destroyed after a certain period of years will be stamped “D in
* the year in which they are to be destroyed being specified.
ich the file will fall or destruction according to its
in Section B attached to these rules.

The year will be that in which
main subject as classified in the list

4. Files which were closed finally before the Ist of April 1921 will be mar-
ked for retention or destruction In accordance with their main subject.  No
attempt should be made to split up these files. They should be ‘stacked separately’
the Record-keepers in each office should prepare lists of them, as he can find
time, in the form attached to these rules and submit the lists for approval to the

head of the office.

5. Files should be arranged in the record-room as follows :—Files and sub-
files bearing the same file number will be arranged together, those that ate o be
retained being first and then in order chronologically according to the year of

destruction those that are to be destroyed.

6. Regiters, statements, accounts, elc., which are closed should be scrutin-
s of sections concerned and the period of their retention should

zed by the head : T10d _
be clearly marked on them 1n accordance with the list i section B and stamped
“R” or “D” In ....... o TTTIETRRE T, oas directed in rule 2,
In any case where the orders in the list B are not clear, the head of the section con-

cerned should take the orders of the head of the office i regard to the peroid of
their retention. The registers, statements, accounts, efc,, should be kept
separate in the record room and destroyed as they fall duc for destruction

7. The stamping of Lles, registers, elc., enjoined m rule 3 and 6 shouid be
i nitialled and datcd by the head of the section concerned.

Scanned by CamScanner



348
APPENDICES ( No. XV

8. In February cach year the Record-keeper shogld pick out all  the files,
revisters, statements, accounts efc., which are marked for destruction in that year
and should prepare a list of them and sumbit it to the head of the office for
approval through the Head Clerk who will be responsble for the proper scrutiny
ol the list. When the list is approved, the Record-keeper should destroy the files,
ceuisters, statements, accounts ectc., and certify on the list that has been do
»o; The list should then be filed and kept permanently.

4. II.—T ottchham’s System.

According to the Tottenham System, a section |etter is assigned to each section
aad a number allotted to each group of subjects dealt with by an assistant.

2. Different kinds of disposals :—Disposals are of the following classes :(—

R, D, K., L, N, and F., R (Retain), Disposals are those that are to be
retained permancatly, but reviewed after 30 years and destroyed, if not required.
D (Desiroy) Disposals are those that are to be destroyed after ten years (in e
fcw cases after twenty) as classified in the list in Secticn B, attached to thes..
rules. K (Keep) Disposals are these that are to be desiroyed after three yearsa

L (LOdg\:) DiSiJOSaIS are these that are to be dCSer}’ﬁd atfter.a year. N Disposals
arc those that are to be sent out in original (for example, when the disposal
takes the form of an endorsement 05 a communication recived from outside
which communication is returned, or forwaded, bearing such endorsement).
F. Disposals are thesg that are filed (see section or Filling below) All R. D.
and K. Disposals are indexed and thicrefore necessarily registered.

3. The class of disposal of the file should be fixed with great care by the
Assistant and he should aﬂ_ix his initials as a token of having considered the pro-
per method of disposal. The head of the section will also initial the entriesi in
token that he agrees with the mcthod of disposal suggested.

4. Arrangement of files after disposal —After disposal (othe an * 1SNOS
has been despatched, the file will be sent Dto tlge hgzhljl':::tn Ar:sisl,?aibn‘:m%g
I he despatcher. The subject Assistant will send the disposal direct to the Record
Keeper who will acknowlege the receipt of the disposal in the personal re ig:er
He will also see that the files arc in order properly arranged with their g.ﬂwcs'
numbered the current file in red ink, and the note file in black ink), the quacs
~will not be numbered after disposal in the continuous series of current and IE’UE,:,
the jackets if they arc “R” or “D™ Disposals properly marked on the outside and
the back and forward numbers marked inside the jackets. He will the t the
disposal away in proper order. ' €0 pu

5. Disposal of bunc{r‘es —There will be separate erious of bundles for *R"”
“p” “K”and “L” disposals respeciively and in these the fies -or pépers will
henarranged in order of their current number. These will of course not form a
cotinuous  serios in any one bundle, but that is qulte immaterial and will not
rise tc any difficulty in finding any particular paper or fi'e if its number is known
and ij it' s n proper bundle and n he proper place in the bundle
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6. Destruction of records :—Records must be destroyed punctually after the
]:L‘l'"?'ds prescribed for records as noted in the list in Section “B” below.
Lodged™ papers will be destroyed after one year. No detailed list of these will
be propared, but a list of the classes of records to be destroyed. (Lodged disposals
of !9, D. Dispoasls of except Nos. and so on) will be put up and approved
by the Head of Department. The entry “D” before the disposal number will be
alicred by substituting “R” in the Jackets of the files ordered to be retained
permanently by the Head of the Department. If the Head of the Departmenf
orders that a “D” Disposal file should be retained not permanently, but till a
certain year, the file will be transferred to the “p”  Disposai bundle of
papers ripe for destruction that year, the fact being noted on the jackct. atfcr fhc
papers have been destroyed the ection Head will certify at the foot of ihe fic!
of records to be destroyed that tho papers in list have been destroyed except such
as have been ordered to be retaincd permanently or for a certain period, which
files will be specified by their numbers. These lists will be carefuil. tijcd and
vreserved 1 the record room in a special bundle.

Tne class of disposal of the file should be fixed with grea t care by he A:sis-
tant and ke should affix his initials as a token of having ctnsideredthe pro v
method of disposal. h= head of the section will also initiz the eptries in token
thyt be agroec with mecthod of disposal suggested.

B.—List Showing the periods up to which records should be preserved.

Circle and Divisional Offices
A. B. C. Statement (anunal)—Three years.
Absentee statements (monthly)—To be retained permanently.

Acquittance rolls for pay and allowances (other than travelling allowance)
. when maintained separately from pay bills—Six years.

Administration  reports—Three years.
Administrative accounts—Printed copies of—Three  years.
Advances—Sanctioned to—One year.

Advances to construct buildings—Threc  years after the advance has been
fully recovered.

Advance 10 purchase conveyances—One yoar «fter the advance s fully
raraoverod.

Advertisment charges—Sanctioned to—One ycar.
Advertisement  charges—Sanction to—One year.
Advices to transfer debit and credit—There years.

Agreement books—Three years after completion of work to which ihey
relate.
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Agreements relating to leases for cutting nanal, shrubs, gathering fruits from
trees, etc.,,—Twelve years from the date of their (ermination, if no suit is threate-
ned or pending in conneotion therewith.

Agreements—Cases ~ of delay' of more than one month and more in the
completion of—For works costing Rs. 10,000—Statement showing—One ycar,

Allotments—Applications for modfications of—One year.
Alléwances~Subdivision allowances.—One  year.

Amanath Register—Six years from the date of the last entry in the Register.
Appointments :—Three years.

Appropriations:—Register.—Three years. -

_ Architectural remains—Report on.—To be retained permanently if on objecls
of interest; otherwise to be destroyed after three years.

Army list (quarterly),  Indian—One year.

Arrears list.—One year.

Assignment deeds—Succession certificates—Powers of Attorney, etc.,
Generally connected_with making payments for works done—Ten years.

Assumption of charge—Sanctions to—One year.

Attachment of salaries of the members of the Public Works Department
—to be retained for one year after the decretal amounts have been paid up.

Attachment of bills of contractors.—To be retained for one year after the
decretal amounts have been paid up.

Attendance register .—QOne year.

_ Audit notes.—Should be filed with the monthly accounts and destroved
with them.

Audit of amounts duc to piece-Workers and others.—One year after the
outstandings have been finally settled.

Audit slips and correspondence connected therewith—Three years after sub-
mission of the completion report of the work to which they relate.

Award statements—Correspondence regarding land—Three years.
Bill Registers showing progress in cheque and payment :—Tbree yea:’.
Boats, punts, etc., register.—Thiee yesars. '
Boat notes:—Counterfoils and triplicate copies to be preserved inthe supplying
division like measurement books, i.e., for ten yeats after the completion of the works
for which supplies are recorded in the boat notes. Duplicate copies to be preserve
in the receiving division for three years.

Boiler licences.—One yesr after the gran 1o ia fresh licence.
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Breaches i canals and  distributarios. —F

IVE yeurs.

Bridees and  Roads—Important—Return of—Three years

Budzet appropriations and reappropriations.-—Qne  year.

Budget.—Three Years.
Budget  estimate of an  office—Delailed—Five years.

Budget—Office copies of —Sent by divisional office—Three years.
Building —Educational —Completion  certificates for—Three years.
Buildings—Educational—Return of expendilure on—One year.

Buildings ——non-residential and residential—Annual return of repairs—Estimates
—Three years.

Buildings—Purchase and sanction to execution of works—To be retained perma-
nently.

Buildings —Register of—To be retained permanently.
Bﬁildings_Saic or demolition of—To be retained permanently.
Buildings—Rents of—Three  years.

Buildings—Rents—Data statement of—To be retained permanently.
Buildings—Rents—Data statcme;'lts-—Corrcspmldcnce relating to—Five years,
Building—Hire of—Three years.

Building—Transfer of—Three years.

Buildings—Certificate of absence—Three years.

Buildings—Occupation of fest houses and other—One vyear.

Buildings—Extracts of the register of-—One year.

Buildings—Capital and Revenue accounts of buildings let.—To be retained
permanently.

Camp Receipt Registers—Three years.
Camp Despatch Registers—Three years.
Camp—List of papers sent to—One year.

Canals—Closure of and correspondance relating thereto—To be retained perma
nently .

Cash —Annual inspection of—One ycar.

Cash books of Execcutive Engineers and other 1ssuing ollicers—Twenty years,
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Cash abstract book-—Threo years.

Cash extracts—Twenty yeais.

Cash balance statement—Three ycurs.

Casual leave—Corresponding regarding—QOne year.
Cattle—Impounding of—One year.

Cemeteries and tombs—Reports on the condition of —Three years. .
Cemeteries—Erection and Endowment—To be retained permanently.
Census Correspondence—Three years.

Theque—Indents—for books—One year.

Chcquc—Regis!er of—Drawn—Five years.
Cheque—Counterfoil—Book—Five years.

Cheque—Correspondence regarding dishonouring of-—One year.
Circle Map—Correctéd up to the end of -Return of—Three yraxs,h
crreulars—To be retained Permanently.—

Civil. Service Regulations—To be sold as waste paper on receipt of new edition.
Classification of fields, dry and wet—To be retained permanently.

Clerks—Recommended for trial as Divisional Accounts—List of —Three yéars.

Codes—Public Works Department Codes—To be sold as waste paper on receipt
of new edition.

Commander-in-Chief—General orders by—To be retained permanent:y.
Completion reports—Office copies—Three years.

Completion reports of works which are filed in the offices of final record—To
be retained permanently. -

Confidential sheets reports and records relating y L .
| , _ g to officers and subordinates of
t.:-.}_department after the date of their retirement, resignation, removal or dismissal
—Five years. .

Confidential sheets, reports and records relating to dec ers :
srdinates of the department after the date of their degath—()err:ii?;:. Ditmand s

Contingent bills and vouchers—Three years.
Contingent charges—Sanction to One year.

Contingent expenditure—Register of —Five years
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Contract agreements—T} - : de and
g nis—Three years after final payment has been made ©
completion report sent. ? ik

o Contrgﬂctor’s ledger—Five years after claims have been finally settled
ontrator’s ledger—Extracts from -—One year, after final settlement.

Contractor’s Complaints and Civil suits—Three years.
Contracts—Indian Stores Deparimeni—Annnal rate contracts—Three y:arsg
Contracts—Lump sum—Return of —Three years,
Conveyance allowances—Sanction to—One year.
_ Correspondence connected with the sale, audit, etc., of miscellaneous proper
Five years after the Bxpiry of the concerned leases if no dispute is pending at the
end of the period. If any dispute is pending at the end of the period the records
will be kept for such longer pzriod as may be necessary.
- Credit—Applications for leticrs of—One year.
Criminal charges for injury to irrigation work, etc.,, —Three years.
Cultivation—Unauthoriscd—Ten vears.
Day books—Three years.
Demarcation stones on cnannels—Payments for Three years.
Deposits—Register of security—Five years.
Despatch registers—Five years.

Despatch number books—Abstract—One yeat.

Descriptive memoiis—Correspondence regarding submission ol—One  vear
from the date fo publication of memoirs. '

Diary books—T1hree years.

Dairy bundies, i. ., unimportant papers for which there s no A'e number—
Three years.

Directories—7To be sold as waste paper alter three years.
Distribution returns division office copies—Three years.

Distribution returns classified list, etcg—To be retainca permanenty n  tne
Chief Engineer’s Office and for five years in other offices.

Divisions—Creation and closing of—Three years.

Divisional accounts—Correspondence relating to—Thiec vears.

Duplicate keys of cash chests—Deposit in Treasury correspondence—One year.
E!a;:tric Installations, etc., —Maintenance charces for return of—Three years

4686/1—45
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Embankments—Annual inspection note of river—Five years
Encroachments—Correspondence and B Memoranda—Ten years,

Endowed monuments—Report on—Three ycars.

Establishment—Annual Return—(Books of cstablishmcnt)-—Thirt_y five years.

Estabiishment-ERetrenchment and Reduction of-—To be retained permanently.

Establishment, temporary—Three years.
Establhbmént, works—Three years.

Establishment, changes in—Three years.

Establishment,

suspension, dismissal, resignation, promotion and reversion—
A<n years.

Establishment increments and fines—Three years.

Estimates—Original—Sanctioned—Of all works—To be retained permanently..
Estimates—Register of Sanctioned—To be retained permanently.

Estimates files—Ordinary and petty repairs—QOne year.

Estimates—Return of Sanctioned—QOne sear.

Estimates special repairs—Three years.

Estimates—Court of Wards Works—Correspondence relating to the scrutiny of
—Five years.

Estimates— District Board Works received from Presidents of District Boarsdn
Correspondence * relating to the scrutiny of—Five years.

Estimatcstinol_* Irrigatiorn Works received from Collectors —Correspondence
relating to the scrutiny of—Five vears.

Estimates—Municipal Works received from Chairman, Municipal * Councils—
Correspondence relating to the scrutiny of—Five years.

Estimatcs—Repairs—Abstracts  of—Ten years,

Estimates—School Buildings works received from the Director of Public Instruc-
uon—Correspondence relating to the scrutiny of —Five years. :

Examinations—One year.

Exchange accounts with other departments, etc. —One year.

Expenditure—Statements

: : ence
: ¥ of monthly progressive expenditure and correspondenc
relating to any discrepancy

in the figures—Two years.

Experimental cultivatioo—To be retained permanently
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Explosives—Return of—Three years.

Famine correspondence—Three years.

Famine—Relief works—Board’s and Collector’s proceedings—Five years.
Fire—Desctruction of buildings, etc., —One year.

Forest Produce—Supply of—One year.

Forms—Accounts of—Three years.

Gate Pass books—One year.

Gazette—"‘Fort St. George”—Portions containing matters ¢ igenera ] inte rest
to be retained, others to be sold as waste paper after three years.

Gazette—District—Portions containing matters of general interest to be retained;
others to be sold as waste paper—three years.

Gazetted officers—Weekly report of—One year

Gazetted officers—>Statement showing the full names of—With :nformation o1
the districts in which they own lands—Three years.

Gazetted Officers—Monthly list and History of Services—To be retained for
five years.

Gazetted officers—Quarterly list—To be retained permanently in the office of tke
Chief Enginneer (General) and for five years in the Circle and Division Officss.

General charges—Account books of—Five year.s
General number books—One year.

Grant and outlay statements—One year.

Gratuities—Records relating to the grant of—To be retained til! the date of
which the gratuitants whould attain their 55th year, or to be destroyed ecarlier if
the fact of gratuitant’s death is known.

Guides—Postal and Telegraph—One year.

Guides—-—Railway——One year.

Heirs——corrCSpondenCE regarding payment of salary and trave'ling all>wance

to the—Of the deceased—Five years.

Imprest accounts—Three years.

Imprcsts-—-Sanction to- dra wing account and—Onc ycai
lmprest——Extracts—Three years.

Income-tax—Threc years.
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thuanis for statonery—Three years.
Indents for forms—Three ycars
Indents for measurement books—Three years.
Indents for postage labels—One year.

- » . 5 s i NSree v

Inspection—Superintending Engineer’s reports of —Of Divisional Ofhices—Five
ycars.

Inspection—Executive Engineer’s reports—Of subdivisional offices—Five years.

Inspection—Accountant-General’'s—Reports of divisional —office and connected

corresponcdence—IFive years.

~ Inspection notes on works by Executive Engineer—Three years after comple-
tion of the work.

Inspection notes on works costing over Rs. 50.000 by Superintending and Chief
Engineers—To be retained permanently.

Superintending and Chief Engineers—Three

Inspection notes on other works
vears-after completion of the work.

Tospection notes of subordinates and sub-division officers—Five vears.

Inspection notes—Lands vacant and is in charge of P.W.D.—Quarterly return—
Three years.

Inspection bungalow—Correspondence regarding occupation of—One vear.
Insurance—Postal—Fund correspondence—OQne yeat

Investigation—T.R.S. Progress Reports—Monthly-——Three years.
Investigation—T.R S. Progress Reports—Half-yearly—To be retained permanently
Invoices of M. Books supplied to sub-divisional Officcrs—Three vears.
Irngation—General and important questions—To be retained permanently.
Irrigation—Application for supply of canal water—Three vears,

Irrigation —Conferences—Paper relating to—Two years,

Irrigation—Important nunor works handed over to the Revenye , _
Statement of—To be retained permanently. Department

Irrigation—Investigation of scheme—Quarterly progress reports—Five vears

Irrigation systems Stalement of additions and alterations Ti o ,
Works—Correspondence, etc.,—To be retained Permanently, VKL i T

Jail Jabour—Supply of—One year.

Journals—Technicals—Ten years.
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