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Kudimaramath works—Correspondence relating to recovery from ryots—Three
years after the amount has been fully recovered.

Land Acquisition correspondence—-To be retained permanently in the Division
Office and for three years only in the Circle Office.

Land Registers—To be retained permanently.
Land—Sales of—To be retained pcrimanently.

. lﬁand—Leasing out of Public Works Department land——To be retained perma-
nently.

Land—Relinquishment of Public Works Department lands to Revenue Depart-
ment—Five years.

Land—Temporary  occupation of—Five years.

Lands—Assistant Engineers and officers of Indian Service of Engineers—Return
ofl—-ETo be retained till the retirement of officers to whom the individeal returns
relate. .

Leave—List of officers requiring—QOne year.

Leave applications—Three years.

Letters issued by division officers to treasury officers fixing the limits up to
which sub-divisional officers can draw on sub-treasuries—Two years.

Levelling books—May be destroyed afler ten years from the date of the last
entry on completion of the book.

Liabilities—Register of—Three  years.

Licence forms and toll tickeis—Three years.

Lightning  conductors—Three  years.
Locks—Daily Traffic Register—Five years.

Local purchase of Europcan stores—Three years.
Losses—Write off of—Three years.

Materials accounts and 7-F accounts—Three years,
Materials supplied—Verified advices of—Three vyears.

*Measurement books—May be destroyed after ten years from the date of figal
record in the division office.

* Measurement bOOkS—RegiSter Of“‘“TO be retiiiﬂeld pe[’rnuncn“}- )
Measurement Books—Register of review of—Three years.

Measurement Books—Loss of—One year.
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Measurement  books—Correspondence relating to—Three years.
Medical  establishment for projects—Five years.
Memorandum books—Form 'E. No. 184—One year.
Meterological results—To be retained permanently,

Miscellaneous objections statements—Should be filed with the monthly account
and destroyed with them—i. e., three years.

Miscellaneous Returns—Register of—One year.
Modification  statements—One year.
Monthly accounts, office copies—Three years.

Motor vehicles plying on Government Roads licensing of—Correspondence
regarding—Three years.

Muchilikas—To - be retained permanently.

Municipal tanks—Supply of Water—To be retained permanently,
Municipal taxes for Government Building—Three = years.

Navigation receipt and charge—Three years.

Nil returns—One year. _

Nominal Muster roll—Three years.

Non-Commissioned officers, birth, death and marriages, etc.,—Three years
Non-Gazetted dﬂicers-—Monthly report on—Three years,

Objection statement of items held under objection—Three years
Objection books—Five years,

Office furniture, tents—Sanctioned to purchase of—One vear.
Officers— Weekly rcport—’l’hreel years.

Order books—One year.

Order communicating sanction to estimates under open  capital
account Irrigation systoms—Till the completion roportifor  the work
is recorded, - :

Pass books—Three yoars,

Pay—Sanctions to transit—and allowances—One yoar,

* @G. 0. No. 889, P. W, dated 21st March 1981.
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Pay—Last pay Certificates—Three yoars.
Pay—Disallowance list of—Three years.

~Pay bil_l of Government Servants for whom no establishment returns are sub-
mitted or no service books are maintained—Thirty five ycars.

Pay Dbills and acquitiances rolls where they are maintained scparately, of in-
ferior Government servanis —~Forty five years.

Pay bills of other classes of Government servants—Six years

Pay Bill of Gazetted officers—Six vears.

Pension papers—Till the pensioner dies and final payment is mode cn his behalf
Office copies of pension papers in Divisionzl officers—Five years after retirement.

. Pension cases (including the service books and leave accounts aftached to them
in which invalid or compensation pensions have been sanctioned—Twen!y five years.

NoTe—Service books and other papers relating to a claim for a gratuity should
be retained until the claimant attains 55 years of age or dies, whichever is earller
and also until final orders have been passed in the claim.

. Nore:—In regard to service books of Government servants who have been di--
missed -or discharged or ha e resigned or died whilst in service, see rules 14 to 16 of
the subsidiary rules under I undamental Rule 74 (a) (iv).

Pensioners’ quarterly list—Specially recommended for employment--One year

Personal files—Three years from the date of retirement or death ‘whichever is
earlier) of the Government servant concerned.

Personal files of clerks,Draughtsmen etc., who have left service—Three vears.

Personal register in C. F. 410—Five ycais from the date of the last entry in
the register.

Petitions, unimportant—One year.
Piece—Work—Agreements—Three years.
Plans for earthwork and repairs (o—

(a) Tanks—(i) completed plans five ycars, if the standards for repairs are
he same as those laid down in the Tank Restoration Scheme memoirs.

(ii) Original plans prepared for sanctioning the Tank Restoration Scheme
estimates and deviations from the standards in the Tank Restoration Scheme memcirs
—To be retained permanently. 5

(iii) Tanks for which no Tank Restoration Scheme memoirs uie yet prepared.
The L' ¥ " e and
other sheets except the corrections 8lip shects —To be reinined untl revular Tank
Restoration Scheme investigation is completed.

(b) Channels and rivers (including modasal works)— I'ive vears, Pro-ided
the proposals do not involve any change in standaids.
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Postage—Account Books—One year.

Postal— Returns of and Telegraph buildings—One year,
Printing and other contingent charges—One year
Productive Public Works—Programme of-—Five years.
Profession tax—One year

Progress  Report—Monthly  and individual—Five years.

Prosecuting of persons for breach of rules—Three years—Sanction for—Corre
ponding regarding,

Provincial objectionable items—Statements and correspondence relating thereto
—One year. after all the items in the statemient have been adjusted.

Pumping installations " in Irrigation

To be retained permanently—Works.
Qualified persons of the College of Engineering—Printed list of—One year.
Rain and Water Registers—To be retained Permanently,

Rainfall returns—Twenty four years.
Receipts  Registers—To be rctained permancntly.

Receipts Registers of abolished subdivisions--Five year,

Receipts books—Qne year.

Receipt, hand receipt books—To be retained nermanently.

Receipt counterfoils of temporary (P.W.D. I-15—To be retained—F ive years
Receipt counterfoils of (No. 20-E) books—To be retained—Ten years.

l’_lecornmendation rolls of clerks, draughtsmen, etc.,—So long as the men are is
gervice. :
Records—Carriage of office—Oune - year.

Record Racks and Record rooms of Taluk And Division
—Repoit regariding

al Offices—Three years
Reference—Unanswered—Lists—Three years.

Reéister of buildings—Extracts from—One year.

Register of service books—To be retained permanently.

Register of suspense transactions—Three vears,

Remittance books—Three years,

Remittances—Memorandum of cash--Form F No. 267—One year.
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. Rent—Monthly return of rents recoverable other than from Government buil-
dings—One year.

Rent—Register of buildings—Three vears.

RCDOI'tS—-Trglnsfers of Section Officers and Executive Engincers and of corres-
pondence relating to additional charge held by them—Three years.

Requisitions—Counterfoils of —One year,

Rest-houses—Occupation of—One year.

Returns-—'-D'ue from Executive Engineers, etc. to Superintending Engineers and
from Superintending Engineers to Chief Engineer, etc., List of—One year.

Returns—Expenditure incurred on maintenance of buildings occupicd by Civil
departments—Three years.

Returns—Half-yearly-—Showing the names of Supervisors who know Oriya—
One year.

Returns—Periodical—Due from Subdivisional officers—One ycar.

Returns—Perodical—Additions and alterations in the list of component works
of irrigation system during the year—To be retained permanently.

Revenue—Register of—To be retained permanently.
River diagrams and discharge calculations—To be retained pecrmanently.

River diagrams and discharge calculations—Returns and correspondence relating
10—One year.

River charts—Returns and correspondence celating to—One year.
Road—Half-yearly return—Three years.

Roads—Trunk-Inspection report of Superintending Engmecrs and correspondence
relating to the maintenance estimates received from the Chairman, Municipal
Councils and Presidents, District Boards—Five years.

R_oadq-—New_Completed by Public Works Department—Report on—Three vears

Routine matters generally—One year.

Run off observations—To be retained permanently.

R ushikulya—Poramboke lands commanded—10 be retained permanently,
Rushi a

Rushikulya—Dry lands commanded—To be retained permanently.
u —_

R h'kullya projectﬁ-—Tank-beds and lands under—To be retained permanently,
ushi

area irrigated—To be retamned permanontl
§ statement of area rrgates | anontly,
Rushlkulya—-Monthly

Savings Bank Pass Book—Three years.

466/1-—46
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Schedules of rates and data for different sort of sub-heads of works—Three years
Schedules of work done in workshops—Ten years.

Stationery accounts—Three years. )
Slock;DaPyt records of the—Issues and rece pts in the Public Works Stores

—Five years. '
Stocks—Reserve-limits—Three years.

Stock of: t ationery articles—To be retained permanontly.
Stock accounts and abstract book—Three years.
Stores—Indents for English—Three years.

Stores—Indents for counterfoils—Three years.

- Stores-- Daily records of the stock issues and receipts in the Public Works Storeo—
ive years,

Stores—Return of iron

works contracts given to privale
dence— One year,

firms ana correspon-

S[oges——-Retprn of expenditure on stores purchased in English and forecast
expendituze—Five years.

Studenis—Engineer and Subordinate—Report on progress of—One year,

Students—Printed list of qualified—

Sub-Jails—Certificates (annual) of Examination—One year or ynti
. . - : il the
Certificate  is submitted. until the next

Ope year,

Suits—Civil—Against Government—Three years from date of decision
Sumrnions—Service of—One year.

Sluices—()rders'regarding opecning of canal—

Distributj = .
permanently. ution - of —To be retaineq

Survey reports—Sanctions of Superintening Engincer to—Three years

Surveying and levelling q::]:u-,rati:::ns——‘.'3(3|rrf:51:u:ur1du::n.c;:;;rh,-,3c Yieang
Surveying books relating to periodical surveys of

Madras River Conserveney Act—To be retainedy perrhiﬂtzflycovcrncd by
Surveying books not relating to Lontas—

the

After completion of works,

Surveying books relating to periodica] surveys ;
Madras River Conscrvancy Act—To be retained ypefr:;;?]gﬁﬁi G

'« .aks —Railway affecting—To be retained Pcrmanently

Tanks on patti *ands—To be retained

overnment by the

Permanently,
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Tanks—Progress report on—Restoration Scheme works—Three years.

Tanks—Sale List of Waste and poramboke lands—To be retained permanenty

Tappal books—One year.
Tappal chalan forms—One yedr.

Telephone lines—Canals—Return and correspondence relating ‘:0-~To be rctain€c
permanently.

Tender—Copies of—One year.
Tent registers—To be retained permanently.
Tent—Purchase of—One year. _
Tide Tables for Indian ports—Three vears.
Toll cash extracts—Three years.
Toll Tickets Memorandum Book—Counter foil of—One year.
Tools and Plant—Daily receipt and issue of—Three years
~ Tools and Plant—Purchases and transfer of—Sanction to—One year.
Tools and Plant—Monthly receipts and issues and balances of—Three vear.

Tools and Plant—Papers relating to—Lending of—To other department= One
year. .

Tools and Plant—Yearly returns—Three years.

Tour programmes—One year.

Traffic returns—Five years.

Transfer— Acceptance—of—Of books debit aﬁd credit—Three vear:
Transfer entry book—Three years..

Transfer entry orders (write-back orders)—Counterfoils Of—'Three vear-
Transfer Reports of Accountants—Three years.

Transfer Reports of Subdivisional officers—Three years

Travelling allowance bills—Disallowance list on—One year.
Tr:;vélling allowance—Bills and acquittance rolls relating thereto—Three years.
Travelling Allownace—Sanction of special—One year

Travelling journals of Superintending Engineers and Executive Engincers—Thye,
years.

G. Q. Ms. No. 505W, dated 1dth January 1926, T
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Treasury Receipts for payments into—Three years.
Treasury—Examination of—And grant of certificates—One year
Vouchers inciuding those not submitted to the Accountant—General—Certified

copies of—Ten years (or in the case of large projects unti! five years after the closing
of the estimate, whichever is later.)

Sub vouchers—Three vears.

Warm clothing—Correspondence—Six years after supply of clothing.

Water registers—Supply to municipal tanks and factories—To be retained per”
manently. “

Watersupply (except annual applications which should be kept for three year
—To be retained permanentlv.

Water daily retutua-—-Onel year,

Water reports—Weekly and tri—Weekly—One year.

Weather telegrams—One year

Weather charts—Tﬁree VEPArS.

Work abstract except lho;;e for works in progress —Three years

Wm’k. books—To be retained permanently.

‘Work register—To be retained for ten years subsequent to the completion o the

work the expenditure on which is recorded in it.

Works—Applications and orcers of sanction for extension of the closing ‘!35
of works under the old expenditure heads—*49” and “43” and under the IJr‘sﬁhna
heads ““68” “XVII” and “18”.—To be retained permanently in the offices of
record and for one vear in other offices.

Works—Check—Measured - by Exer.:utiﬂre Engineers—List of—One year
' >

. Works—Completed  original works—Ordinary correspondence relating d

Five years from date of completion of works.
_Wﬂfksnﬂegisler of —Abstract—Three years.
Works—Estimate copies—Thiee years.

Works order and estimate books—Ten years.

Workshops—Corr
—Three vears,

munt

, of instry
espondence with—Regarding repairs and supply of st

Workshops—
Orkshops—OQutturnp Statements and accounts—Three years.
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Workshops—Supply  of materials  from—Three years.

Workslips—Three ycars after completion of works to wh ¢h (hey relate.

NoTE—The documents for permanent record in connection with a work under
construction will be the original sanction and any revisiod thereof, the palns es.-
mate and report and the completion report and the final completion plans, if any.

Ordinary annual and petty repairs estimates files may be destroyed aficr . ve
year, subject to the retention of such information as may be necessary to check
‘the average expenditure on repairs. Special repair estimate files may be destroyed
after three years. The registers, statements etc.,, should be examined by the
Accountant, if they relate to accounts matters and by the Head Clerk in other
cases.
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