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P R E F A C E .

In 1854 “ Record Rules”  were framed. In 1866 "Record Rules”  first 
appeared in the Board’s Rules and then in Volume I of the Board’s Rules 
1S78 Act III of 1879 regulating the destruction of records was replaced 
in 1917 by Act V of that year. In 18SS c. Records Manual,was separately 
pu&'.shed, and this was revised "in J S95, in 1902, in 1911, in 1917 and again 
in 1928. The present edition is practically a reprint of the manual Sriin 
cojt. l̂ions made since 1928.^-' "*■

2. All correction slips should he entered in their ;:roper places.
•3. Errors and omissions in the volume should be brought to the notice 

of the Board.
i This manual is to be briefly cited as “ The Bengal Record* Manna1

i9 ir .
5. A model plan of a record-room is i:.. .cd at .the end. In this plan 

thfe t -r.jgeraent of the records is by subjects and not by estates, as is usual. 
It is not, however, intended that the records should be rearranged by 
snljecis in record-rooms in which they are now arranged by estates.

Board o f  R e v e s t s , B e x g a x . 

The 20th October 1943.

P. B. DAS GUPTA, 
Secretary.
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Act No. V of 1917.

(Received the assent o f the bovemor-General on the 28th 
February  ̂ 1917..)

An Act to consolidate and amend the law providing for the 
destruction or other disposal of certain documents 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 dr other disposal of certain 
documents in the possession or custody of Courts and 
Revenue and other public officers; It is hereby enacted as 
follows:—

1. This Act may be called The Destruction o i  Records Short *<'•"
Act, 1917.

2. ^[Definitions.] Repealed by the Adaptation 
Orders.

3. (1) The authorities hereinafter .specified may, from Power to
•time to time, make rales for the disposal, by destruction or certain 
otherwise^, of such documents as are, in the opinion of the authorities to 
authority making' the rules, not o f sufficient public value to make rules 
justify their preservation. for disposal

. . .  , .. of document?,
(2) The auth-

(а) in the case of aocuments in'the possession or custody
of- a High Court or of the Courts of Civil or

- Criminal jurisdiction subordinate thereto,—the 
High Court •

(б) in the case of ,  documents in, the possession or
custody of Revenue Courts and officers,— the 
Chief O'-itrolling Revenue authority; and

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

(t) if ihc- documents relate to purposes of'a province, the 
Provincial Government or any officer specially 
authorised in that behalf by that Government; ■

(ii) in any other case, the Central Government or an 
officer specially authorised in that behalf by that 
Government.

(3) Rules made under this section by any High Court 
or by a Chief Controlling Revenue Authority or by an Officer 
specially authorised in that behalf by any Provincial Govern­
ment shall be subject to the previous approval of the Provin­
cial Government; said rules made by an officer .specially, 
authorised in that behalf by the Central Government shall ]b~e 
subject to the previous approval of the Central Government:



Validation of 
former rules 
for disposal 
of documents.
H I of 1879. -■

sr-'

Saving of
certain
documents.

4. All rules and orders directing or_ authormngj.tbe 
destruction or other disposal of documents in the possession 
or custody of any public officer, heretofore made by a P^ovin- 
cial Government or with the approval to the Provincial 

-Government, by any authority .not. empowered to makeHuch 
rules under The Destruction of -Records .Act, 1879, shall be 
deemed to have had the force of law from the date onj^hich 
they were made, and all Buch rules and orders now_in\foree 
shall continue to have the force of law until they . are 
superseded by' rules under this Act.

5. Nothing in this Act shall be deemed to authorise the 
destruction of any .document which, under the provisions of 
iany law for the time being in force, is to be kept and 
maintained.

6. [Repeals. 1 Repealed'by the Repealing Act, '-1927 
(5 H  of 1927).

The Schedule. [Repeal of enactments.] Repealed bv
• the Repealing Act, 1927 (X U  t>f 1927) , section - 2 -tod 

Schedule. ■

STATUTORY RULES.

- “ Rule 227.—In exercise of the powers conferred by clause 
(2) ( i )  of section 3 of The Destruction of Records Act, 1917 
(Act Y of 1917), the following rule is made by the Board of 
Revenue, with the approval of the Governor in Council:—

“ Fo unreturned exhibit or private document shall ever be 
destroyed until a notice has been publicly advertized in the 
Collector’s Cutcherry that, unless objection is made, r  2: • 
destroyed after the expiry of'one month from tLs date oi 
publication. A notice to the same effect should also, when 
possible, be served on. the parties interested” .



THE BENGAL RECORDS MANUAL, 1943.

Preamble.

. N o t e  I . — The instructions contained in this Manual apply Rules of 
primarily to-the offices of Collectors and their Subordinates, the Records 
but they should be followed as far as possible, .in all offices Manual apply 
subordinate to Government. to all offices

subordinate to 
Government.

N ote  2.— The record-room at district headquarters -Kill be Charge of 
unde^'the charge of a Deputy Collector who. will be called the record«room 
record-room Deputy Collector; but in special case9 it or the and copying 
copying section of it may be placed in charge of a Sub-Deputy department. 
Collector. Whenever this is done, the term Deputy- Collec­
tor in the Manual should be held to signify also Sub-Deputy 
Collector. TJbe Deputy' Collector or the Sub-Deputy" Collec- 

•tor in charge will be responsible for the proper working 
IdT the record-room and the copying ̂ department m accordance 
< with the rulesTof xhe~BetiOTflffT&anual> in addition to the daily" 
rsupervision oi the record-room ancT staff he will each half-'
(year make a,thorough inspection! X"note-book will be kept 
in the; record-room in which all important orders will be 
entered. The' gixmonthly inspection notes .will ,be kept in a 
separate inspection register. lii-Soth the 'English and ihe 
Vernacular record-rooms should be Eung up a liBt, to be kept 
np to; date, showing who have been in charge; as Deputy 
Collector' and Record-keeper of the record-room, and the 
duration of their charge.

ENGLISH RECORDS.

A.— Rules relating to current English correspondence in 
offices where f  " - t  file system and standard forms for 
corresponden • been introduced.

1. The system detank in tiie following rules provides for 
classifying, registering, au<' keeping the correspondence of 
an office:—

Firstly, by departments;

Secondly, within each department, by “ collections”  of • 
papers, each collection having its consecutive number and 
distinctive title;

Thirdly, within each “ Collection”  by “ files,”  each file 
having its consecutive number within the collection, and its 
“ subiect”  dearlv designated.



Fites. -

Serial number

Keep-withs.

Collections.

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 6ame space, if larger 
than foolscap size; if smaller they should not, as a measure 
of economy, be pasted on to a sheet of foolscap but care 
should be taken that they are not mislaid.

<
2. A  single file consists ol every letter received and every

draft of a letter or memorandum issued in the course' of 'a  
con=ec - .c o r r e s p o n d e n c e  on one subject. Each-paper is 
to I.;- . .u=-I 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. Such letters 
and drafts should,, as far as practicable, be 'written, only on the 
standard routine forrfrs prescribed by the'Board which are in 
Appendix C. '5

3. (2) Each letter will have assigned to it a consecutive 
numEer within the file to which it belongs, called the serial 
number-which shoTild-be -inser.ted an a-, big -fig-tue in the space

-provided.for .the.purpose, in -the standard* forms.

(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 priv&le docu-‘ 
meht or exhibit received with it will bear the'number^l2 (a ). 
If more documents .than one-are received^with-a letter, *ntH 
numbers'12 (a), 12 (6 ), 12 (c ), etc., will be.given to them.

4. "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 rule 3 (2), do not bear separate serial ^umbers as 
part of the correspondence. These papers will be stitched 
together with cotton in the upper left-hand corner and will 
form one unit under one serial number in the file.

5. A  “ collection”  is an aggregate of~ the files, the
subjects 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 economy of space. For 
instance, the English correspondence regarding -the settle­
ment of one ordinary estate will constitute a file; a number 
of such files will be kept together in one collection; of which 
the title would be “ Settlements” ; so also there may be a 
collection entitled “ Wards’ Estates,”  another “ Embank­
ments,”  and so on; each such collection would consist of so 
many separate files, each file containing correspondence 
relating to one ward’ s estate, or to some one distinct question 
relating to one ward’ s estate, or to one embankment. It is
convenient, in starting this system, that the Collector or Sub­
divisional 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.
**-- ‘i nf fnlWiionc and their titles must not be

4



rigidly fixed; they may be freely added to in the course of the 
year, aa found convenient. For instance, although one 
pollection ■would be entitled “ Wards’ Estates”  within which 
all files regarding wards’ estates would ordinarily fall, yet in 
any district 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 correspondence on each 
■different question might form a separate file."

6. Many letters received in, or issuing from, Collec- Miscellaneous 
torate and subdivisional offices are of very transient interest, collection, 
or are such that the'correspondence begins and ends with the 
one letter and ite reply. The classification of 6uch letters 
.and "the sorting of them into files and collections will not be 
■worth the trouble it Trould entail, nor is it necessary. In 
such’Sctepartment should be opened a “ Miscellaneous collec­
tions” , within which all such letters may be placed chrono­
logically without reference to subjects.

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

I.—General Department.
n .—Account and Treasury department.
ITT.—Excise Department.

8. The1 smooth working of the system -will depend much Registers, 
on the correct and careful registration of the letters received
and issued.—Three annual- registers will be maintained, 
v iz .:—

I.— feegister of letters received. (No. 60.) Form No."9.
II.—Register of letters issued. (No. 61.)—Form No. 10.
IH.'—Index Register of English correspondence.

(No. 62.) Form No. 11.

The:forms of these registers are annexed in Appendix A.

9. Ordinarily each of the departments mentioned in rule 7 Division of
will keep its own set of registers, and its own series of. registers into 
numbers. ‘ departments.

10. Departments in which the correspondence is large Loose sheets 
should indent for registers 60, 61 and 62 in bound volumes of of register 
400, 200 or 100 pages. But departments with a smaller forms or 
correspondence should use a typed flap-heading and indent for bound
loose sheets, without headings, but ruled properly. The volumes to be
required number of sheets should be bound in red kharua used.
cloth. When these Miarua-bound volumes are in accordance .
with rule 78, consigned to the record-room the Record-keeper,
as soon as a sufficient number of volulnes relating to a
particular department has accumulated, shall, after taking
out the blank pages, if any, have them rebound into a volume



“of suitable size. On tlie back of each such volume he •will 
paste a label showing the departments and the fears to whieh 
the contents relate.

11. / I n  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 o f  numbers; but this .•will rarely be 
necessary.

12. The Index Register No. 62 (Form No. 11') -.'mil be 
divided into "collections’ '. The subjects of existing ;£les are 
first entered with their new serial number, and ample space is 
left for entering new files as they arise. Tne 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 in the English office will be in collec­
tions exactly corresponding, with the collection title entered 
in the register. Within the collection the files should be 
kept according to their serial order within their collection.*

- 6

B.—Treatment of fresh letters received.

Procedure to 13. AH correspondence received will be ,6pened jby  the' 
be followed , Collector or some other responsible officer to be deputed Jby 
on opening' him for the purpose. When the letter or telegram is  opened 
letters. the officer opening it should mark on it by stamp or in writing

on the first page the date of receipt. "When the document is 
received in the office the head assistant or an assistant 
specially deputed by him will 6ee that the document bears the 
two docket Stamps .mentioned "below. I f  not, he will affix 
the two stamps, if possible, on the left" and right-hand top 
comers at the first page of the document as snown below. 
The head assistant will then fill in the spaces provided for the 
department and class of papers to which the document 
belongs and note in pencil for the guidance of the diarist 
the collection under which it falls. The head assistant is 
responsible for the correct classification of the papers. The

■ letter will then be made over to the diarist who will enter it • 
. in the “ Register of letters received” , columns 1 to 4 and 6 

being at once filled in, but column 7 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. The necessary entries 
will then be made in the space provided in the docket stamp.,:

14. Whenever any reply is received necessary entry will 
at once be made in column 7 of the Register of letters issued,
No. 61...

i

■*5. The following forms of docket stamps, which may be
Stationery, should be used in

Subdivision 
bf. Registers 
of each 
department.

(Index 
Register 
No. 62.



gales where the printed forms prescribed by the Board have 
not been used:—

JLeft-hand dooket Bight-hand docket
stamp. “tamp.

Diary or Register No.
*

.Department.

Branch.

Collection No.

No. and year of 
File.

Serial No. in. File. *

No-’and date of 
-orders issued. 

No. reply. _

-

-.--16. . I f the letter be the commencement-of a new and not 
in continuation of an existing file, it-Trill form the nucleus of 
a new file, to ■which will be assigned the next consecutive file 
number within the collection to jvhich it belongs, and also a 
suitable file “ subject”  or “ title” . An entry of the file will 
then- at once be made in the Index Register, No. 62, Form 
No. 11.

17. If the. letter is in continuation of a file which has procedure for 
already been formed, the reference clerk will get out the file putting up 
to which it belongs, will assign to the fresh letter the next letters, 
■consecutive serial number of the series of letters of that file, 
will place the fresh letter on the top of the file, -and write up a 
fly-leaf,-which will remain with the file. When a private 
document or exhibit is received with a letter, its 6ub-number 
should be separately entered in column 1 of the fly-leaf, its 
description in column 2 and the letter D in column 5. The 
serial number of the letter should be entered in the space 
provided for the purpose in the standard forms or in the 
docket stamp. He will enter in-pencil on the margin of the 

.'letter the serial number or numbers of the previous letters 
to which reference is made, and will, when necessary, get 
out any other files required for the elucidation of the subject- 
matter ox the new letter. References to letters 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

the letters belonging to different files; each file should 
always be tied up firmly and separately.



I reaimeni or 
acknowledg­
ment. .

Issue of 
letters. •

-fWF.' The reference clerk will then submit the case so 
prepared direct to the officer in-charge or to the head assist­
ant,* as the practice of the office may be.

,19. The officer in charge will either .draft a replv <^Vass 
such order as may be required. The draft reply alionld be 
oa a separate paper of foolscap size, and not on ,'tho^etter 
itself, or should be afterwards copied on a separate paper by 
the .office. If the order be written on a separate piece of 
paper, the piece should be of foolscap size, and it shtfnM be 
stitched to the letter as directed in rule 4 above. ~wlf the 
order is short, it may be written on the blank space on the 
left margin of the letter, and continued on the blank 6pace 
at the end of the letter. There must be nothing ^written 
across the letter,, and care must be taken that each order or 
remark follows the other in regular succession, one below the 
other, and finally is continued, if necessary, on-foolscap 
attached to the letter.

20. In Commissioners’ offices “ Note and Order-sheete”  
may be used at the Commissioner’s discretion in files dealing 
with important matters.

21. Reminders received should not be treated as fresh, 
letters, but should be noted in columns 5(a) and 5(b) 
of Register No. 60 of letters received against the letters on 
which they are received. They are to b6~tr£at£d<aa 
class papers.

22. A mere acknowledgment received snouicl not. be 
treated as a fresh letter, but should be noted in. the eighth 
column of the issue register against the letter to/which it 
refers.. When an acknowledgment only is issued, it should 
similarly be entered in the last column of the receipt register, 
^ e y  are-to be treated as "C ”  class papers.

C.—Treatment of replies issued.

23. When a draft has been written or approved, all the 
pages, if more than one, of the draft should be stitched 
together in the left-hand upper comer. If there are enclo­
sures to the draft they should be kept with the- draft,, apd 
should not be given a separate serial number. If the draft 
belongs to no previously constituted file, but opens a new 
correspondence, it will form the nucleus (i.e., No. 1) of a new 
file to which the nest consecutive file number within its coir 
lection should be assigned, and the entry of the file should 
then be made at once in Index Register No. 62 under the 
collection to which it belongs, an appropriate “ subject”  or 
"title”  being devised. The copyist will make the fair copy

•Where the Collector or the Subdivisional Officer does” not himself 
open his covers, it should be made *  strict rule that no fresh letter 
is oil any pretest to be allowed to remain more than 48 hours in 
the office without being brought to his notice. If there is any 
difficulty in finding references, they can be put up after the Collector 
or the Subdivisional Officer has seen the letter.



for issue on the form prescribed, if any, and submit it for 
signature. In each fair copy of a letter the date of tlie draft 
should be noted nnder the place for the Collector’s signa­
ture ; 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 letters 
issued, filling in columns 1 to.6. and entering the remainder,' 
if required, m the columns 8 and 9.

■ 25. Enter the register number and the date and give the 
number jaf the collection and file to which the letter belongs, 
on the draft which is to remain in. ths office file.

26. If the draft is not written on a printed docket form, 
but on;plain paper, affix the two docket stamps as given 
below, one in the left-hand upper -corner and the other in the 
right-hand upper corner; and then make the necessary entries 
thereon:—

Left-h^nd dixjket iUght.-Ho.nd docket
stamp.1- stamp.

*

Haps or pla&s.

Spare copies.

. doss of papers.

Reply received 
No. , dot*

To be marked for ,

Department. -

!
Collection No. ’ -

No. and year of 
File.

—Sem lNo. ia F S ecr
.• .‘ Tv

Date of despatch.

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

28. In the fair copy, fill in the number of the letter, e.g., 
No. 707 R .S ./X II—3—19 (which means letter No. 707 in 
Register No. 61 of the Settlement branch of the Revenue 
Department, Collection No. XII, file No. 3, serial No. 19). 
The docket stamps on the fair copy must be left blank, for 
the use of the receiving office.

29. Date and despatch of the fair copy.
. 30. Write the actual date o£ issue on the draft, below the 

date of letters and place it in its proper place at the top of 
the file.

31. Fill up column 11 (No. and date of reply) in the- 
“ Register of letters received” , opposite the letter, if any,'.to 
which the outgoing letter relates.



Entry of 
_ subject of 

letter.

Number of 
type-written 
copies to 
be prepared.

3Z. T ie 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 file to its proper place in 
the collection to which ip belongs. f

33. In column 6 of Register No. 60 and column 4 o f 
Register No. 61 the subject of the letter received or issued 
should be entered with the utmost conciseness consistent jvith' 
clearness as to what it relates to. On no account should an 
abstract of the letter "be given.. The entries should very 
seldom 6taie more than is given in the specimens in Forms 
9 and 10 in Appendix A r In many cases indeed it may suffice 
to enter merely the “ file-subject” .

34. It happens, not unfrequently, that orders or reports, 
in the course of communication, 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 axe now in general use, 
a good deal of time and labour would be saved, if tM issuing 
officers prepared and transmitted, with the original type­
written orders or reports the necessary number of typed 
copies for the offices which they will ultimately tffeach. Ordi­
narily, three copies can1* be prepared on foolscap paper by a 
single operation from a type-writer. And if jn'ore than three 
‘copies are required, they may be obtained by duplicators 
■where they are in use. Where there is no such machine, or 
when less than seven copies are required, three copies -only 
6hould be prepared by type-wxiters and transmitted, leaving 
the remaining copies to be prepared in the offices through 
which the orders or reports would pass*

D.— Reminders.

[7V\#.—Rules for the issue of reminders apply to offices in 
which the card index system is not in  use.]

35. If the officer who drafts a letter that requires a 
reply has passed therein no order regarding the issue of 
reminders, and no general orders on the subject have been 
issued by the Collector, the clerical head of the depart­
ment or branch concerned will note on the draft-lhe'necfessary 
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. Simi­
larly, when the reply has to be incorporated in a report which 
is due to a superior authority by a fixed time, and no time 
has been specified for the receipt of the reply, the clerical 
head of the department or branch will note on the draft 
when a reminder should issue. If the draft is on a printed 
docket form, 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 the affix­
ing of the docket stamps.

‘ Reference clerk in the current record-room.



. .-36. JtSPfien the letter is entered in Register No. 61, the 
derk^S^harge of that register will copy, thus order regard­
ing ^Rnindera across columns 8 and 9 of the register and 
■®p3poe responsible for duly issuing the reminders.

37, Ordinarily reminders should issue in the printed forms 
prescribed by the Board.

38. In ordinary'cases, and in the absence of special orders' 
under rule 35, the first reminder should issue one month 
from the issue of the original letter. It should he follow­
ed by another reminder after 14 days. If no reply is receiv­
ed within seven days, the case should be submitted by the 
clerk in charge of Register No. 61 to the head assistant, of the 
department ot branch for his order?, and the latter will, 
if necessary, consult the officer r.. charge. In all cases, 
however, it should be distinctly understood that, notwith­
standing the absence of special orders, reminders should be 
issued 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 re-ply is desirable: in such 
cases he should take the orders of ;jue head assistant of the 
department or branch, and this should usually be done at 
the time -when he enters the letters in the register.

/  39. In issuing'a reminder care yb raid be taken that the 
subject-matter of the' letter to which it refers or of the 
enquiry to which the reply is wanted is invariably given in 

‘a clear but concise way in order that the officer who receives 
the dak may at once know what is wanted without referring 
to the office. .This rule applies to all reminders of every kind.

/4 0 i Any fetter regarding which the Collector' has passed 
.special orders for the issue of reminders, or in .which a reply 
has been asked for by a specified time, must be entered by- 
the head clerical officer of the department concerned in a 
“ Forward Diary” , 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. R.”  (Na reply) in column 7 of Register No. 61. _ For 

-letters.described in rule 40, S. R. (Special reminder) "will be 
entered across the columns S and 9.

42. When in any office or branch of an office the number 
of letters issued is very small, the “ Forward Diary”  may be 
used for all reminders.

43." In offices in which the card file and card index 
systems are used, the special rules for reminders issued in a 
separate pamphlet under those systems will be followed.

44. The clerk in charge of Register No. 61 will note in 
columns S and '9 of that register all reminders issued by him 
in the manner illustrated thus:—

“ A. Nn. . dated 1 «=1 April 1909” " ‘(f°r first
reminder).

” B. No. , dated 15th April 1909”  (for second
reminder).

2



"S. It. or D. 0 ., dated 1st May lQÔ ”  (for special or 
demi-official reminder).

“ Tele, dated Sth May 1909”  (for telegraphic reminder).

X  45. It  will be his business to scrutinise Register No. 61 
“Sally to. ensure that' reminders are promptly issued; and he- 
-will be responsible for all delays except those which arise in 
connection with “ Special order”  letters referred tq iz; 
rule (40). v 'V
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E.— Forward Diary.

46. A “ Forward Diary”  (Form No. 18, Appendix A }  
should be used by clerical heads of departments and 
others in the Collectorates and Commissioners’ offices, the 
nature of whose work requires them to put up cases, files or 
letters on particular dates. The diary should, be used by 
such officers as the Collector thinks necessary. The diary 
does not supersede any existing prescribed register.

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

(a) The dates pre printed, on the edge of' the.diary. For
.each date there are 12 compartments, facing tEe 
date. Ordinarily the top left-hand compartment 
on the page would be for January, the next for 
February, the next for March, and 60 on. For 
each day’ s entries one of .the 12 compartments 
should be used. When the number of entries is 
likely to be ordinarily very large, two compart­
ments 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 months.

(b)'ln  tlie space below the name of the month, s'th( 
numbers of the cases, files or letters ’required tc 
be put up on the date against the page should bt 
noted.

(c) All entries made against a day should be struck o\i1
at the end of the same day, those'not disposer 
of on the day being entered against the dates whei 
they have next to be token up.

(d) Possibly in small branches of his tfffice the Collecto;
m.iy find this diary useful as a Takid Register 
where the card reminder cabinet system is not ii 
force. (Sec also rule 42.)

(e) It might be used as a Case Diary when the numbe:
of cases is very small.

4 8 .  Copies of the Forward Diary may be obtained oj 
from the Press and Forms. Manager, Bengal.
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Correction sfip for the month of March 1944.

THE BENGAL RECORDS MANUAL, 1943.
No. 1.

1. Mark the existing Tule 49 as paragraph 1 of the rule and insert th* 
llowing as paragraph 2: —

“ Officers should note that a Government servant iw t  not, unless 
snerally or specially empowered by the Local Govc._ ' behalf,
ommunicate directly or indirectly to Government eervu.. to
tkex departments, or to non-official persons, or to the Press, any document
r information which has come into his possession in the course of hk 
>ublic duties, or has bee'n prepared or collected by him in the course of those 
luties, ■whether from official sources or otherwise.”

2. Insert the .g as note to rule 49: —
N ote .—(1) Where the document or information is confidential, 

private, or secret, any breach of the rule is of course the more serious. A 
punishment, apart from departmental punishment, is in fact prescribed Lv 
the Indian' Official Secrets Act, 1923. Under section 5 of that Act it is \ 
criminal offence if- any person having in his possession or control'any note, 

-■document, or information which has been made or obtained in contraven­
tion of the Act, or which has been entrusted in confidence to him by any 
person holding office under His Majesty, or which he has obtained or to 
which he. has naa access owing to his position as a person who holds or has 
held .office, under H’s Majesty, communicates it.±o any person other than a 
person to• whom he iis authorised to communicate it; or retains such note 
or- document in his possession or control when he has no right to retain it"; 
or fails to take reasonable care of it. The receipt of any note, document, 
or information with the knowledge, or • with reasonable ground for the 
belief, that it is eormr-"-r ed .in contravention of the Act is similarly- an
offence. The punishn___ i= imprisonment which may extend to two years,
or fine, or both. \

It. is unnecessary to state in detail .other provisions■ of the Act: but it 
' may -be mentioned that under section 9 a person who attempts to commit 
or abets the commission of an ofience under the Act is liable just as if he 
had committed the ofience.

j (2)’ It is impossible to frame instructions that will prevent every 
possibility of leakage of official information. Fpr that Government must 

’ depend on the loyalty and discretion of • their servants. Thoughtlessness
- or lack of care may have consequences as serious as those of deliberate 
^betrayal of "confidence.- Traffic in information for gain must be recognised 
J'by every one as base conduct and a grave offence: but Government servants 
^are under a special obligation to see that official information is not disclosed 
^through conduct in which there is no deliberately harmful intent, such as 
^idle gossip, the desire to appear important by being “ in the know” , ..the 
;* furtherance of communal or family interests, or the desire to gratifv o 
f*person towards whom an obligation is felt. Common sense requires tiiai 
hmore than usual caution should bp used in conversation with, or in the 
Ehearing of, persons who may have a motive for obtaining some pariiculftv 
I piece of information or persons whose business it is to get and publish 
g'n.ews (press correspondents). ..
1 .(3) Only the head of the office may give any information, .or . be
■tsccessible, to press correspondents and representatives of press association;, 
t ’f any officers not authorised are approached by representatives ’o.f-c.tae 
fri’ress. they .should refer them to the head pf the office. .
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(4) The treatment of particular docnimects as "confidential'' hr 
icrct”  does not imply that the information contained in other documents 
"public property” . The object, is to show that special care has to .bo 
pn in respect of the former, and thnt an additional responsibility lie* 
pH persons who handle them.
'S. Cancel the sub-pnragraph to rule f>0 mid odd'the following at the 
1 of the rule : — ■
‘1 letters or packets containing confidential or sccret papers sent by post 
Id invariably be registered, and those containing secret papers should 
be- sent 'acknowledgment due’ .”

For the existing rule 62 substitute the following: —
I’ apers marked 'Confidential’ should not pass in the ordinary course 
gh the office but Bhould be seen and dealt with by the heaa of the 
and one or two trustworthy clerks (whose names are to bo noted) 
itly-or implicitly authorised in that behalf. Thoy should pass from 
to hand from one authorised person to another and if not passed by 
thoy should be sent in sealed covers or in' boxes provided for the

f St t . ”

Insert the following as 'paragraph 1 of rule 67 apd mark the 
rulo as paragraph 2 of the rule: —

■ apen, marked ‘Secret’ are intended only for the peruauJ of the person 
iPJn they are addressed and of persons to whom 'he is entitled to 
Tnicate them. The person to whom they are entrusted *ia personally 
jsible for their safe cust6dy. I'or the transport of these documents 
pes have been provided, which are fitted with Bpeoial locks: the
I1 on of kays for these boxes is permitted only to persons' particularly- 

and the safe custody of the keys is a matter of great importance 
L'» each authorised officer ib personally responsible.”

[B. Group, Record Boom Branch, file No. 1C of 1943.]



V ? —Rules for the treatment of confidential correspondence.

49. - The rules received with Government Circular Confidential - 
No. 875P.; dated 10th March 1905, regarding despatch and communica- 
preservation of confidential communications, which are given tions.- 
below'should be carefully noted, and adhered to By all officers
through whose hands confidential communications may pass.

50. When confidential papers are transmitted by post 
they.should be placed in double covers, the inner cover beinp 
sealed, marked “ Confidential” —and superscribed, with tin: 
name only of the ofEc' for whom they are intended, the outer 
cover being addressed by his official designation only and 
without the addition of His~ name.~T~When. such papers are, 
hiwever, transmitted by hand, single covers may be used.

Confidential paper' jy post should not be registered 
exctyt in accordance wiiu special or general orders passed by 
the head of this office. _

51. When letters are received'iu an office they are usually 
opened by some_trusted official whom the head of the office 
appoints, to that duty. When he, ’on' opening -a cover, finds 
inside‘another envelope marked “ Confidential”  and addressed- 
by n&me to the head of the office, he eKould be careful not 
to. open it/.ev&n if *the head of the office is away on tpur.
The addressee should invariably open the inner cover him-

..Belf-and allow .-no subordinate to open it. * ^
52. - Confidential papers should not pass through the office

in the usual course." Only the her.'! <* the office and one or 
two trustworthy clerks (who-'’ .- to be noted) should
deal with them. They shou^a pass i*om hand to hand and 
should either be delivered personally or be sent in sealed 
covers.

53. Confidential papers should be classified as follows:—
(а) Papers (mostly printed) which are confidential in a

min^r or more or ’ .aal sense, such as week- 1
ly reports on N: -era, confidential circulars
issued by various ucpariments, and certain annual 

. reports of the Political Department.
(б) Character statements of subordinate officers.

/&) Papers which are confidential only during the .pen­
dency of ’discussion and not after a decision has 
been arrived at.

(d) Papers which are- strictly confidential, such as weeklv 
police abstracts and the demi-official corresponcf- 
ence of heads of the offices with one another.

54. Papess falling under heads (a) and (b) should be 
kept in the office in a bos nr almirali fitted with n €frubbisf->£
Jock, the key of which should remain with the Personal 
Assistant when there is one, or with the head assistant, unless 
for any reason the head of office thinks it necessary to 
keep the key himself. They should be entered in a special 
Register, in. which should be entered the date of receipt,

13
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ence.

Shelves to 
be divided
into' com­
partments.

the.number and date of the letter, the subject to which it 
relates, and the nature of the action taken. Wheii a case is 
taken out of, or returned to, the almirah or box, a note to that 
effect should be made- in the Tegister. An index to the 
register should be prepared in offices in ■which the cases are 
considerable in .number. The register and index should also 
be under lock and key. "^hen the officer in charge of these 
papers goes on leave he'should hand over the key to hie suc­
cessor, after verifying the contents of the box .or almirah in 
his presence. ■

55. Papers falling under heads (c) and (d) should be kept 
in a locked box or drawer in the' personal custody of the head 
of the office. When vacating.iis office he should personally 
hand them, over to-his successor;' . e

56. - ~ the end of each year the papers of all four classes 
should be .samined under the personal supervision of the 
head of the. office, and papers which it .is no longer necessary

-  to keep should be destroyed, and papers falling under heads
(c) and (d) should be transferred at his discretion to the office 
almirah.

. 57. "When the officer' initiating- correspondence .considers 
.that there-is need for special secrecy, he should always indi­
cate that
. JSS. .. Commissioners of Divisions, district officers and heads 

*’ of departments should "keep specially confidential papers in 
a safe.

[A'.B.—The head of the office in these rules is the officer 
who makes appointments in .the office, gives leave, etc., i.e., 
a-Commissioner, Collector, District Judge, Head of a Depart­
ment, Secretary to the Board of Revenue, etc.. as the case

v / c . —Arrangement of files and collections of current ind recen 
English correspondence.

59. In addition to the correspondence of the Current year 
that.of the preceding one, two, or three years (as found con 
venient) may be treated as “ recent correspondence”  and kep 
in shelves in the clerk’ s room for ready-reference in chargi 
of a reference clerk. At the end of each year, the corres 
pondence of the year which passes out of the category o; 
“ recent correspondence” , for example, correspondence ove: 
three years, will be transferred to the record-room, as describ 
ed below in rules 78 to 82.

60. The current correspondence shelves should be dividec
into compartments. If the correspondence of more than ons 
department is kept in one room, a convenient number of com; 
partments should be assigned to each department, and shoulc 
be labelled accordingly. —

61. Every collection should be kept in its proper plact 
in the shelves, and every file in its proper place within the 
collection, except when it is in actual use.



02. In every file should be kept a fly-leaf, i.e., list of Fly-leaf, 
the letters which constitute it, an addition being made to the 
list, as before directed (see rules 17 and 32), as each letter 
is received or issued. The form' is given in Form No. 21,
Appendix B.-

63. The fiy-leaf of English correspondence ■will be.print- 
-ed on stout paper. It will at once indicate in which file anv 
required paper is to be found or . that it has been destroyed.

64. When a whole file is removed, otherwise ; jr 
dealing with letters newly received as provided for I_ . ale 
17, the fly-leaf attached to a file board is to be left behind 
in its place. When the file is returned the fly-leaf will be 
replaced on the top of the file..

65. Whenever paper is removed  ̂ from a file, a removal Removal slip 
slip note is to be kept in it to indicate where the paper has
been removed. The form of removal slip is given in Form 
No. 24, Appendix'B.

66. When any register or bound volume is sent out of Treatment ol 
the English office or record-room,, a removal slip note (attach- removal slip 
ed to a file board, as a mere Blip by itself is’ likely to be lost) note, 
should always be put in the place whence the register, etc.,
was removed. This slip will give a description of what has 
been removed, and will show where and.to whom it  was sent, 
and. the date-of its removal. This removal slip should be 
destroyed when the register or bound volume is returned.

66A. When any valuable document is  transferred' from 
any officer to any other officer or to the Government Pleader, 
the officer transferring should insist on taking a proper receipt 
for the same and such receipt should be carefully preserved.

■ 66B. Valuable double lock registers taken out by-the 
Government Pleader in connection with Government cases 
should not be retained by him in his possession beyond the 
period absolutely necessary, and in any case the Government 
Pleader should be asked .to subihit monthly, certificates to the 
Collector' certifying that the registers and the documents are 
in the personal custody of the Government Pleader and are 
being properly safeguarded.

67. Correspondence clerks are'not to be allowed to keep Clerks are
on their desks masses of pending files in order to go over net allowed 
them periodically to see if in regard to any one of them actios to keep 
has to be taken. No clerk should be allowed to have by him masses of 
any files save those actually required by him to dispose of pending files 
work in hand. on their

table.
- 68. At -the end of the current year, before the corres- Treatment 

pondence of that, year is transferred to recent correspondence of current 
and the recent correspondence of the third preceding year correspond- 
18 transferred to the old correspondence in the record-room, ence after thi 
every collection and file of the year just ended must be gone close of year, 
through and examined.
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' 63. All the finished and completed .files of the year just 
ended must be transferred to the. rack assigned .to £he corres­
pondence of the first year of recent correspondence. ■ Similar­
ly, the .files of the first recent year must be transferred to the 
rack for the second year and those of the second year to the 
rack for the third year.

70. As regards the correspondence of the year just ended, 
all the pending files, i.e., files in'which correspondence is not 
completed, trill ordinarily be -retained with the files for- the 
new year, their places in the original collections'being taken 
by the printed'slip for pending files, Form No. 29, Appen­
dix B, properly filled \ip and completed. The separation of 
such files from’ the collections <jf Tfhich they originally form­
ed a part, Trill be final. For the purpose of tracing- them in 
future, a note n:o#t H  made at. once against -the entry 
relating to such files in-column 4 (remarks) of the Index
Register No. 62 that “ File No.------— has been transferred to
ana has become file No.--------- of collection No.--------- of the
year—;------Similarly, in column 4 (remarks) of the Index
Register No. 62 of the new" year' a note will be<jrecorded 
showing the old-number of ̂ the previous year. .

71. The files will be treated in every respect as files of 
the new year end fresh letters -received and issued will be 
given serial numbers in continuation of the' last numbed in 
flie file so transferred.

72. When, however such files are already bulky, the 
transfer need not be made, and a new file may be opened 
for the new" year starting with a fresh serial number. In 
such cases the previous year’s file will be tied up with th.e 
new file so long as required, a removal slip being-kept in 
its place as provided in rule 65. When no longer needed, 
it will be restored to its place in the collection 'of the year 
to which it belongs.'

73. If at any time* a matter, is reogened, the file in 
connection witb which has been transferred" either to the 
first, second or third year’s recent correspondence or to 
the record-room itself, the procedure in rule 72- should be 
earned-out.

74. Before transferring any correspondence to the 
record-room under the above rules, all “ C”  papers should 
be removed from the files and destroyed.

75. Spare copies of printed letters should be treated 
as “ C”  class papers and destroyed after 3 years.

76. Deleted.

77. Periodical returns will have assigned for them -a 
seixirate shelf or compartment.
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v f

M .—Arrangement of files and collections of^ld  English 
correspondence.

78. As mentioned in rule 59, as soon as possible after Transfer to 
the dose of each, year, the correspondence of the year -which ^eoord-room. 
la s  passed out o f the category of “ recent correspondence”
will be transferred to the record-room as old records, alo'ng 
with the registers of letters received and issued for that year 
and the Index Register of collections and files. Without 
these registers the record-keeper must decline to receive any 
•correspondence, except "under express orders of the Collector.
It is also "the duty of the record-keeper to make such is- 

' -Bcru'tinv of the records made over to him as will satisfy him 
. that all “ C” , papers .have been destroyed, that each file has 
a proper fly-leal, and that the papers are arranged in due.
■senal 'order.

79. Before placing the files so transferred on the old Removal of
record racks, all file-boards must be removed. The boards file-boards. 
■so removed,- if fit for use, must be put aside with their tapes " .
arid made over to the Forms ck-:"\ - V-e entered ifr his Stock
"Register .and issued as required. The record-keeper should 
‘ have a supply of file-boards for use in connection -with files 
called fofc b j. the reference department from the -old record- 
racks. The boards not fit for use must be repaired, i f  neces­
sary, by the daftri and put into ‘ • ock of stationery arid
-fnrms for.-re-issnfe as reouired.”

■i;80. *;It is rfort»idden to the Forms Department, Bengal, 
to~issue to titp Board of Revenue and its subordinate offices 
or to any* offices which have .been transferred from' the 
Board’s control to that of Go'-c i-Maent file-boards containing 
Any printed inscription.

81. When a year’s correspondence is made over to the Missing fild
record-keeper, if any of the files are not made over to him to be ’
because they have been transferred to the next year or accounted 
"because thev are missing, he must report the facts to the for.
Deputy Cf'^'ctor in charge of the record-room, and the"
Deputy Co.. -ctor must satisfy- himself in regard to the files
alleged to have been so transferred that they have been

- transferred and must give the record-keeper a certificate to. 
the effect. Any omissionjthat are discovered must be brought 
by the Deputy Collector to the notice of the Collector, and 
also the facts in regard to all missing files.

82L All the records of one year deposited as old records Arran»Miw 
will be.kept.on the old record-racks together. The record jn °  
of each year will be divided into departments and the depart- reccrd-roorr 
ments subdivided into collections, within which the files will porrr£ ,
be arranged numerically, i.e., according to the number ^
which they bear in Index Register No. 62. At the top of 
each collection must be placed a list- in Form Ho. 30, Appen­
dix B. stowing the number of subjects of the files of which 
the collection, as received from the current department for 
'deposit, consists. The lists will show .which of the files have ' 
been retained in the current department under rules..70/
72 and 73.
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83. As mentioned in rule 79 th.6-fi{e-6oards;&re to be 
.removed from the files’, and the latter will then be&n-anged 
in due serial order in coIIections^'-The collection' will be 
tied up with list in Form 31, Appendix B, on its'front. and 
placed upright on the shelf with'sufficient space,'between 
each packet to allow of efficient dusting. _If the collection 

_is_.top deep for the depth of the shelf,‘ it ■will be ditided into 
two orinore' packets - with Form ^lj -Appendix JB»,,rOn_each.„ 
I f  the collection is very small, it 'may be attached to the 
next serial collection or collections to make a packet deep 
enough to fill np the depth o f the shelf. Each paiket should 
be enclosed betveen wooden boards of slightly larger dimen- 
ions than those of the records and fastened with Vtout cords 

above-and below.

, -'84. .-On the front of the wooden board of each packet 
will be pasted Form 31, Appendix 3 .

S5. . The packets so formed wiil be arranged -by depart­
ments on the record-racks, and the year to which the packets 
belong shpuld be labelled on'the part o f the liack which is' 
assigned-to them.

. 86. On the-label of Index Register No. 62 will be noted 
the number of the rack,' compartment and shelf where the 

.■files entered-in thatjregistj^HB^^tLlwj^imJ^-^c^rack., 
compartment and shelf most naveTSs.Bifajber' 
painted on itself, if possible; otherwise on'a^lack tin label 
with white- lettering, securely fastened 'in its»place.

87. It shall be the duty of the record-keeper on .receiving
records from any office or department for deposit in the 
record-room, to ascertain personally or “through the ejxamina- 
tion of a responsible assistant that on every document 
chargeable with stamp-duty .the head ■clerical officer 'con­
cerned has made the prescribed entry as to sufficiency or 
otherwise- of the stamp borne [rule (a), section IV, Part
III, page 201 of the Stamp Manual, Volume I, 1931] and 
that the rules regarding' cancellation of court-fee stamps 
have been properly carried out: Should any of the stamps,
show signs of having been tampered with, or should there 
be any deficiency or any suspicious -circumstance, he must 
at once submit a report to his ■ superior officer. This 
examinatoin may be made at the time of second punching 
prescribed in. rule S8 below.

88. 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 distinct from the first, and at the same time note 
upon the fly-leaf the date of̂  his . doing b o . The second 
■punching should not remove so much of the stamp as to 
render it impossible or difficult to ascertain its value or 
nature, and should be made on the day the'.-records are 
received in the record-room, or as soon after as possible and 
should not await the inspection or examination of 'the
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records..' These directions apply only to adhesive labels 
used under the Gourt-fees Act. Impressed stamps, used for 
denoting court-fees need not be cancelled or punched, other­
wise than as required by section 30 of the Court-fees Act.
The portions punched out .must he destroyed byhnrmng-

—Classification, preservation and destruction of English
- correspondence kept in both. the current and the old 

recorti-rooms.

83. The following rales ere issued for the offices of Preliminary., 
Collectors of Revenue and of all offices subordinate to- a 
Collector. Commissioners arid other officers 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 unnecessary 
papers.

90. -English records will be" classified on the same prin- Classification
ciple as Vernacular papers. Class A will contain papers to records;
be permanently preserved, -class B will contain papera to be 
destroyed after twelve years', and class.C -will-contain papers
that need not be kept for more than two years eiclufjinpf the 
years of. disposal. I t  i s . generally possible to determine at 
once to which class a letter will.belong, and to prevent an 

:jnn£ue..accumulation ’and ̂ neglect of this’ work,- it ' is desirable 
at once to distinguish all letters aB A, B; or C, and 'r&ark 
them prominently by the use of 'A, B and. C stamps'. These 
stamps should'lie rather small for correspondence.’- The 0  
letters should, when the correspondence is closed, be separat­
ed. 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 \jfche C letters. Documents hn&rked 
D on the.fly-leaf 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 iiy rule 228.

91. The collectorate head assistant will be primarily Responsibilit 
responsible for seeing that the English records are intelli- of officers, 
gently classified in accordance with these rules. In cases
of doubt, the head assistant will obtain the orders jof the 
Collector.

82. Before anv officer is entrusted with A, B, C and Knowledge of 
D stamps, the Collector must ascertain that he has made officer to be 
himself thoroughly acquainted with the table given in rule tested.

83. I t  -will always demand the esercise of considerable Supervision ot 
tact, local knowledge," and intelligence to . prevent the Collectors, 
destruction of papers that may be needed for future refer-- 
ence. Much, therefore,-must depend on the careful super- 
"vision of Collectors. No rules can be applicable to all''



Object of the 
classification.

Correspond- 
vence bound .up 
-in books'not to 
be destroyed.

Examination 
of unimportant 
“ A”
class papers for 
destruction.

Destruction of 
Receipt and 
Issue Registers.

districts in all cases, and it is not 'intended that the^classi- 
prescribed should be arbitrarily foUowedwith- 

the exercise of aBymdiyidualdiscretion.Snchdiscre-
tibn  V f f l  generally be m ore*$oundly  B x e rp is^ -in  the pre­
servation ' than in the destruction  o f - a  record .of. doubtful 
im portance.

liats’p W fir iM e .lO I  ’

destruction of English correspondence. The object of tins 
o S S  is to provide: for the permanent preservation 
of all really important papers, and at the same t o e  *o 

e the periodical destruction-jof the maes ôf. ephemeral 
S e r i a l  ^rrespondence that now B lo c k s .  :up-the record- 

i S S e H S  aJmiranfe in the local o ffice r ; observed
that it is "correspondence of importance on lyA at is classi- 
flS  1 nder class A /  The object of this deification  is. to 

"klo ft. Hnllector to "weed tJifi files of papers pf no permanent

regarding the establishments for making ̂ settiements tnd 
surveys^needs not be kept for ever thongh -it may be well to 
keep it for more than two yeWsi . In suchmatters the di*>cre- . 
tion of a Collector must be exercised.

95. No early correspondence m at ims Alreaxiy oeen oomu
- ^oVs is on any account 5 to 1* dest^ed^withorrt the

"SebiaT sShctioh. o?■J? nnw given when !«uch: books -are-in such a sty:e o
^ ‘ ’. ^ t o  bepractieally^eless; orwhen >  .procedure has

&  t o V  described by Mr Toynbee in
• t +„ Kio Sketch of the Administration of. the

“ TO' to 1845, published , t  «>e W
Secretariat Press m 1888.

q« Although according to the lists, papers in ' Class 
" A ^ r e  to be kept “ for efer” , an expression used because 
. . f to anv -period within which it. is certain theyat 18 W e  to t o  any pen o it ^  ^cessary, m
can-be destroyed ™ * ,accLi.tilation of papers, to
ordei* to prevent the e x c e s s ^ . a r e e v i n g  the

- v s  oS e t i s s  s r ^ o r f . ^

«  in Appendix F (1) at page 90*. ; 7 ?

97. '  Receipt and issue reg/sters/f EhgUsh correspond­
ence should in futurebek&f f c i £ t  *on A b e T  g ^ e ' W t  j 
cover of Register No. 62-, showing

(a) wfiere the collections and files referred to are

lb) the annual total of letters, received .and issued m 
each department.
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A  specimen of the proposed entry is given below:— 
Tear 1906.

■ Collectorate side.
Department—;Wards. - .

Total number of collections *• ... I  to XX
Total number of letters received in 1906 - 2,000
Total number of letters ̂ issued in~I905 ' '1,1500
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Total- 3.SOO

Placed in record-room on Rack No. II, _ shelf No. 3.
99. Fly-leaves should be destroyed when the papers to 

which they refer are destroyed, but fly-leaveS" which give 
6ome indication of the contents of “ A”  papers- should ordi­
narily be preserved, if the contents cannot' be ascertained 
from, registers • of letters received and issued.

100. A memorandum of English correspondence, destroy- Memorandui 
ed must,always be made and -recorded, -vide rule 230 (c). to be kept.
- 101.-‘ .The following table -shows'the classification of Detailed _ 

English correspondence and other English records prescrib- cJassificatlOf 
ed in rule 92:—  •

Class A.
Papers -to oe ftampea \ciin. me letter jx and to be retained

. for tzner—

Correspondence of importance regarding—
Settlement. a c Land registration.
Surveys. ^  Common and special re îsLra-
Waste lands. /  tion.
Embankments. Malikana.
Irrigation.' Civil suits.
Drainage. ' .» Service, tenures.
Government estates. ^  Sales.
Escheats. 'Enhancement of rent.
Endowments. Court of Wards and other pri- -
Stamps. v vate estates managed by the
Resumptions. ' Collector.
Boundaries. Land improvement.
Partitions. ’ Land Acquisition.
Redemptions. *Road ana Public Works Cess.
Transfers. Statistics.
Remissions and abatements. Forest conservancy.
Customs. Floods.
Opium; Famines. - -i“V
gait _ Titles conferred by the Govem-

, '  ment of India.
. ' . ' Pensions., . .- ' -•

Assessed taxes. Appeals, where the question is
Jurisdiction. /  one of .permanent interest.

‘ Old Cess returns are to be destroyed viien a revaluation tas been -made.



• ^Afl annual reports end'retums.T.
All resolutions on.those returns."
All 'circulars from Government, the Board, .Legal Jtemem- 

brancer, Accountant-General, etc.
/  All iettei-scommunicating rules and general la^ cu on s .-

J f ^jrresppndencajjaiu^^^J^lfejSS*8 ° f “
included at Collector’s discretion,
JM L  old correspondence .ilreSdj *ound up m ^ooto. ,

All printed reports aniT'biofe -including r^g-Hationa and
laws. ' ' '*'•

All maps ana-Burvey xecords;.
A ll lists of paperi destroyed;
Statistical tables and ^memoranda for the preparation or- 

Annual Reports.
The following papers appertaining to the Excis'eand Salt 

Department:;—
History sheeti-- <■
The following records appertaining to the tJess Depart-' 

ment:—
.Annual budgets and establishment '-returns 

,Quarterlyvan^,kistw^i«55™B>:.
• v  District £nd ™*»Z

book (prescribed in Government. order No. 42Misc., dated
25th November 1908).

Papers regarding landed property held by gazetted 
officers.

Papers regarding the establishment of a pound or a 
ferry.

- Papers regarding juvenile offenders.
.• s/Paoers regarding under-trial prisoners.

Class B.
r"

Pavers t-o be stamped with the letter B, and to be 
twelve^-years. .

Correspondence regarding
A n v o f  th e  subjects m en tion -' Securities o f  officers, except 
A ed  uadef class A , w h ich 'is  those of clerica l officers w ho 

o f  com paratively small are dead and /no longer in  
im p o r ta n t  and w hich  it  is service, m  w hich  case thev 
obviously-unne'-- ory to  becom e C  papers, the period  
k eep  beyond ;  e vears. o f  retention being  calculated 

T ents " from  the date o f term ination
E conom ic museums. -  o f  service.

-T ak a vi advances.* ' T reasure-three.. _______________ .

tTlicy should be treated as “ C”  class papersifthey
•For records of cases relating to the p a n t of Land Improvemen
i _  XiO ans. t tc .  R n le  1 6 6 A .  __ 'A_ -  _ k______ . __________
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Execution o f decrees. Recovery o f stainp-fees. *
Pul>l& Works and Buildings. Opinion on Acts and Bills. 
Record grant. Appeals^ except where the ques-
Stationary. - * tion is one' of permanent
Matters b f jaccount. i V '. ~-Appointment.,and dismissal oi 
^  clerical officers.

-Janaegzlementa. -Leave, 'appointmerit'and charge.
* /

Vaktdatnameu and Uuhhtaranamat,' except . when the 
reĈ tl 1317^ they, are filed, are to be preserved perma-

. .Other fcorrespondence o f, &■ miscellaneous nature . to be 
included -at the -Collector’s discretion. ' ■

The.following quarterly, half-yearly and ti$twar 'reports 
and returns, v iz.:—  • .

I—De tailed ; account of , estates Held tinder direct 
management.

IA—Return „o£. Advances.-made, on acpount of works of 
„improTement‘ in Government estates;outstanding 

-- ., ‘jtnore than three months^
- II—Proceedings under the Recent Laws.

rVB—Progress made in 'assessment and" collection uiuder 
ibf^ TTiivvmfwtftT . A cts II oflRftfi.

•Yr^Certificatea filed under-Bengal Act-TTT of 1 Q1 3 .
“IX —Abatements -of .revenue and : removal -uz estates.

X—Demands, collections, remissions and of balances
- -of land revenue. -

X  VJJJL—Progress in taking up lands for public purposes. 
X V m  (a)—Progress made in the temporary occupation of 

land under section 35, Act I  of 1894, for public 
.purposes. • ..

Monthly returns XVTH and XVIH  (a). . .
XXXTV—Progress made in valuation or revaluation opera­

tions under the Cess Act. :
X X X V ill—Demands, collections and arrears of cess on.lands 

and mines. ^
X XXIX—Subsidiary .statement or explanation sheet* of1 

figures shown in crosshead 5 of table H, of 
-return No. XXXVIII (used in districts where 
the rate of road cess and public works cess, is riot 
•the same).'

Return of loans granted to Native States due to Govern-  ̂
ment. .  ̂ * /

All resolutions on above returns.
Diaries o f district officers in. the sadar and .of subdivision’ J 

onicers in the subdivision.
Inspection memoranda and orders.
Petition for leave to appear e.t the Revenue Ag-en 

lamination. . ____ _________ ________ _____ -



Destruction 
of exhibits 
or private 
i4ocun«nts'

India
Gazette.

108. D eleted. A e s e  ru les for .
. ,09. M i .

-rnles-wiuuu 6~ v
f o u n d  in Chaptei-V- r ^ n e s .

oreservaticin-and destruction of Gazettes.
/  K„—Classification, V™5*  ■ .

■ - 110. The Udia Ga^ j ^ i S n ^ u > M ‘
-‘ officers \

‘ TSSSB«SŜ Ŝ Ŝ  As***.however, d ^ dl[0^sbe.sold off. •, -y .
already -been bound . . - Ua Gazette~ will be.

111; The P^tw>>e0followiag instructions.. Iw o  co^M 

< * ‘  “ r a  •SŜ wp̂ fr-.- . . .  ..
- (j) District Vfficer's first copy

..' 0f^tifj?S^ S» »*«»® “ ““■***
•with rule 112- " %,/

m  District Officer's second l y -

(3) Subdivision^1 Oncer’ s copy- •
' •, j  w  wiirte  kept in the sub-

S d i s c e d  of under the same- *_
112. IaaU cases ^ p o r h j ^ ^ ^  ^  as a ^ n b ea

will be sold as ^ tî rs u0 longer necessary 
abo^e. their pr ^  ^.ssam Gazettes a

113. The Bi\“ ^ nsold as^aste paper at the end of t ree
■ headquarters are to be soio ___ __

years. —------------------- ZTTTrl-
. ___________________ _’ ■ TT If the following parts
- . * »  t  r t r s s . .notifications. examiastion, BchoVois^8. jjj._ Bengal

------ rnnpcil;  ̂ -rT„.Ua_ Sgpplotnenta- tAppeg

^^L.—-Classification; preservation and destruction of registers.

■—'  114. N o" more labels' are being reprinted. When “ the Labe! of 
stock of labels kept-by .the Press and Forms Manager is register, , 
.exhaustedjofiicers should arrange-to type them in office and 
affl̂ r fr> the outside cover of each Register showing the nuin.- 

\ Jber. name, -period for which to Hr reteintvl and -the authority'
5 ^whether of (joverrrmeiit. thft_TEgh Court,- Board-^—or-£aw ,

'(sampies are given in Forms Kos. 22 and 23, Appendix B ) . '
115. In Appendix E is given a list of all authorized List of 

registers branch by branch' (corrected up to December 1916), authorized 
showing ihe period for which each is to be retained. ' Regis- registers, 
ters which^j-according to that, list, are. to be preserved for
k. \ ‘-pWrfs ̂ on~less should not-be'consigned,io the record- 
room, bqt ;B ho^-l»^6im ed iq.-the oifice jn which, they were 

■wnfiea; be d:estroTB^Lb-g_that_pffice with, the
- Goll6ctor*8 sanction ga thê  expiration of Ihe prescribed period.

All nthgT registers’ are to be consigned to the record-room- 
as «oon-as-completed. -Those that are to be preserved per­
manently .Vill:be entered by the record-keeper in Register 57, 
and thdse ^hat are to be,reserved for more than three years,
’>ut. not permanently, in, Register 57A. ■ The forms o f Regis- 
er.57 andd57A are givenin Appendix A—Forms Nos.‘ 7 and 
j; lEegisteirr57'is to,be -preserved permanently-and Register 
>7 A -js i »  bedestroyed wnen all the registers entered therein 
ire ̂ destroyed.
. NcrrE-^Registers of-fevenue deposits ahould.n^t be.regard- 

sd.as ^com^Jeted’-’- -̂until.iihe* outstanding balances;lapse to 
Uovemment after three years as laid down in-^Article 255 
of the. Civil Account Code, Volume I.

116.' Registers 57 and 57A. should be arranged by Rasters; 57 
branches as given in Appendix E, and for each branch a araf57A. 
separate Volume or set of pages 'should be provided in accord­
ance, with .the estimated requirements of space for -the 
registers, relating to that branch. Similarly, within the
volunie or set of pages one page •‘or: a series of pages accord- • 
ng to estimated requirements. of space should be set apart 
'or the entries of the completed volumes of each separate 
■egister. 'When 'the allotted space has been exhausted', the 
intrie's should be carried forward to a new set of pages in 
the same volume, or in a new blank volume, as may be found 
convenient.

Each volume should be given a consecutive number which 
should be-marked on the outside bf the volume.- /The name 
or names of the branch-or branches contained in each volume 
should also be written on the outside of the volume.
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A t the beginning  o f  each volum e should be pasted an index 
m  the fo llow in g  fo r m :—

^ame of ■ Description o f  Begister. Page -where
to befoiind.

Butwara Jsj
.1—Cash-book o f partion. fees 11— 16

D°- II—Cash-book of stamp'fees 17—20
—■— .



-An index of branches shoiild also be. kept'^ithe following 
forms':—■

Introduction . 
and retention 
of registers 

'not expressly 
authorized.

List of . 
registers 
kept in each

Destruction 
of 'registers 
afterthey 

. are v 
' rewritten.

Registers - 
to be 
kept in 
English.

L*~U Vf . .w ,
Namo o f branch. •:. Humber of volume or votaike. . -

and pasted into ill© first volume of RegiMISr "57 • and of 
Register 57A .

117. No tumathorir^^re^ster shouldia^ic^pt,in -any. 
department. I f  thfc O ^ e^ r^ n sid ers  a c^tt^^gifltOT, not 
prescribed "by;^.KgHer'an^Koriti^^^^f^i’^ S ^ ^ S steT  IPJflr 
fe  kept provided''Gie CtoniA^iAwKeanctionj^^paaoption as 
necessary owiig tp: local\<arcnmStances, bia^^^tHterwke. ;.

■ 118.* -In Calcutta, liowever;. E«gisters'':pi^raB^and YU
inay be kept till no-longer required, -frhen th^M ftctot should

• obtain'the Commissioner's peiinis'sicm' fpr <Hb)^Ewti5lictioiL"/f"
.119. r lk  each departaent'slTcrald' be hra^^^3isih8h6w- 

ing the. registers kept ;in/8no|Qdepartment.^^nm,list-:ffioiiid 
be signed -by5'the Deputy- Collector in chturg^faSKbe kept ip  
to date. -Where'-any '-clerk/iis'.fonxid nsu^^ffe^iter^  no! 

"entered
inent shoTjd lfe'.reqtdred to ehow"; cause 
be punisbgd. - - ............

120. When all the entries in a volume o f ^register are 
recopied into a new volume; the responsible" clerical officer 
should certify in writing- on. the new register that it is in 
accordance with the old register, and thefDepntjr Collector 
in charge of the department,^ or in the case' bf-registers kept 
at subdivisions^ the Subdivisional Officer should countersign 
and date such'certificate after , such'test as'th'e- 'Collector may 
pregcribeJ The old register volume, provided it  is "not one 
of the* registers prescribed by law, win then be destroyed.'

121. Registers must all be kept in English.

M.— Olassification, preservation and destruction of Treasury
records.

122. The Treasury record^ mentioned in Appendix F may 
be destroyed after the period noted against them. Refcords 
which are not to be destroyed as well as records which are 
to be destroyed after five years or more should be consigned 
to the record-room annually, and when they are so consigned 
the record-keeper will enter them in Register 57 or in Regis­
ter 57A according as they are' to be' preserved permanently 
or not. The rest should be retained in the Treasury Office 
and destroyed on the expiration of the periods mentioned 

. against' them. *



C H A P T E R  I I .

VERNACULAR RECORDS

y
A.— Rides relating to current vernacular records.

Note.—̂tTnder the -term **Y»kacnBff’ f are included aJl case 
records/ ifaeUier in English or’ the wmacndu'.

v 123. The business of a Collector’s office ie divided into Departmental 
departments, a. clerical'officer being placed at the head of heads. -» 

.each ’depai4m'rat^andlteld 'rpspdnsiUfi'for jfiJT'tiie papers of 
every case in his "department until ijt passes into the hands 
of the xep^K eepef' finder 'jrale' 125! " -An' officer may V  in 
charge of more thandne department! '

124. The Snperintendent is responsible that the' papers Superintandant 
daily received are daily made over to the officers in charge to distribute 
of Ule. difierent ftegartments, and du|y filed and entered < w « l  supervise, 
the combined titlp-pageand fly-leaves and'in the books, and '
disposed'of ^Hth due care and attention to arrangement. It 
is -the duty of the Snperintendent also to see that cases 
required for the Collector's proceedings are duly brought for­
ward by.ihe officers in charge of the departments at the times 
appointed, and that each case or paper wjreturned .daily, t o . ,
■the-proper. department; before:the’ offife brea&s' up.' •

125. The officer in charge of each department should Procedure for 
enter every case as itr is instituted in the particular register itefivery of 
prescribed . for the purpose. All records which are not vernacular 
required for immediate reference must be transferred by the records to 
department concerned to the reicdrd-keeper within the month record-keeper. 
following that-in which the records have been disposed of.
(The exact 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 evidence o f his’ having received the case. The 
Superintendent is responsible for these instructions being 
duly attended to. He will see that records are not tmnecgs- 

_ saruy detained by the departmental officers on the_p!ea~t£at 
they are required for reference.------- -J-r— ■

“ As regards the records of landlord's fee notice cases, 
the Landlords’ Fee Register—Register No. 2—need not be 
-n t  to the record-keeper for his initials; but duplicate lists 
of the records should be prepared each month as required 
by rule 171. These lists should be initialled by the record- 
keeper in token of receipt and one copy should he returne<3 
to the Landlords’ Fee Department, where it should be kept

a guard file. The Landlords’ Fee Department should note 
against each case in the Landlords’ Fee Register—Register.
" 2—-the -date and serial number of the list in which the
Mse has been entered."



Combined title 
psgo and’ 
fly-leaf for 
rern&cular 
records.

Entry in 
Combined title

^pageand- 
fly-leaf of 
exhibit or 
document- 
filed by'a  
private 
party.

Preservation 
and destruc­
tion cf 
combined 
title page 
and fly-leaf.

• Order sheet.

Ab regard? ijfi© case -records of-Debt Settlement Boards, 
the recom-k<»5®r must not accept any record unless it 1b 
accompanied by the'certificate prescribed in 'the proviso to 
sub-rule (I )  of rule-132 of the Bengal Agricultural Debtors 
Rules, 1936.

. 126.' To each case except as provided in rule'171 is to be 
"at£chea?a ‘ ‘ c.ombined.i|^%^^e1a^.^y-leaf,” 'qn  -which a 
descriptive list' o f all the”papers in the case' is^to^be' f îveff 
with a suitable heading1 descriptive' ofthe nature of the case, 
the name of the estate and pargana to which it pertains, and 
the. names- of the princi^ijfarties. concerned. The entries 
of papers in  the list are to‘Tbe made daily by the. responsible 
officer, as the papers are filed and in'the order in which they 
are"filed. The combined titlo;page and fly-leaf must never 1*2> 
chknged, and -the-writingsaf£ts.must not be deferred till th6 
case is ready'for transfer to the 'record-room'.' ’ La the case 
of certificate records or any, other records which are ordinarily 
classified as “ C”  class papers .‘ 'combined title pages and fly­
leaves” - are to' be 'attached, from the~time it~Becomes known 
that they should be “ B”  records. 'The form of the combined 
•title page and iiy-ieaf mil-be found in Form 26, Appendix B.

127. -Every exhibit or other document.belonging--to-a 
rprivate par:;- fl^d with an'application or other paper-will have 
=assigned/to r., a sub-number. ; For example, if„the application 
or paper- Is numbCT^ ̂ 3‘ ’'.fe6‘ exhibit, OT.^ri-rate_document' 

.filed with it-will bear sub-number 13 (a). .It jtaore iJofcuSeitSf 
thah.one-kre received with, an . application or .paper,;- tsub- 
numbera 13 (6),’ 13 (c),- etc., will be given to tnem.^ These" 
sub-numbers 'vrill be entered in column -1 of the combined title 
page and fly-leaf, the description of the document in column 2 
and the letter D in column'6.

128. The combined .title page and fly-leaf ‘of vernacular 
records' will be printed on Btout paper. It will have the class 
of the highest paper entered in it. I f thefe is an A' papier 
entered in it, then the combined title page and fly-leaf will be 
an A paper. ’ Otherwise, it will lie a B ol' a 0  paper, as the 
case may be, and destroyed along with its B or C contents. 
An ' excejptidn to this rule is allowed in the case of-fly-leaves 
containing a very large number of entries, mostly of 0  papers 
with a few entries only of A or B papers. In such c^ses, the 
fly-leaf should be treated as a C paper, but when the time 
comes for its destruction, a new fly-leaf, containing entries 
of the A and B papers in the record should be prepared and - 
attached to it.

129. To each record of land revenue cases is to be 
attached 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 contain a note of every hearing as well as everv 
order made in the case.

30



1i.— Arrangement of current and old records onSnarily kept in 
the vernacular when deposited in the record-room.

180. A separate press or other fit receptacle for the secure Each to ban 
preservation of. papers is to be assigned to each 4epartment seoarate ore 
of business, the key of •which is to be in the custody of the 
officer in charge of the department.

131. In the arrangement of the vernacular records of a Arrangemen 
.-district tiie, principle to be .followed is -to keep -together as 0f vemacula 
much as .possible all the papers which relate to -one estate records, 
{whether’ it jbe revenue-paying or revenue-free) and to keep 
the papers of each estate separate from those of another 
estate. ..'The papers relating to revenue-free estates are kept 
in a Separate place from those for revenue-paying estates, 
and axe arranged on the shelves according to their serial 
number in Land Registration Eegister B. .The papers 

•relating to revenue-paying, estates axe .arranged according 
‘to the.serial’order of their tauzi numbers. If the paper- of 
an estate are so'voluminous as to require subdivision, t.;i_y 
may be so subdivided according to local convenience.

-132. On each shelf, or compartment of a shelf, will be Tauzi numbers 
clearly «nd durably .written or painted in a prominent place antj RegJster 
the" tauzi numbers or Land Registration Eegister B numbers nnmho^ tn h 
of the recordr thereon,, e.g., T. Nos. 501—700 or JB. Noe. 250. written on 
- - 500- shelf.

133. Papers, of a general nature will have assigned to
- them ; a,«eparate ehelf or'compartment.-

’134.' I t ' sometimes happens that estates, or, more frê  Estate partly 
quently,' portions of estates, are situate in one Collectorate, in other' 
as defined by section 3, Act VI of 1853; and borne upon the districts, 
reremie-roll of another. In such a case’ the records should 
be kept in the record-room of the district, on the revenue- 
roll.pf which the estate is borne, and not in that of the dis­
trict where the lands or some of them lie ..

135. This rule should not apply to thakbust and survey Exceptions, 
maps, which should remain where they are now deposited.
Patni records, i.e., records of the patni sales should £e kept 
in the .-district where the sale takes place. The records of 
all cases finally disposed of under the ̂ Public Demands Jjteco- 
very Act, or under the Eent Law in force* in districts where 
rent suits are tried by revenue officers and records of cases 
under sections 12, 13, 14, 15, 18 and 167 of the Bengal Ten­
ancy Act,' should-be-kept in the district in "which they are 
so disposed of.

136. Where arrangements upon these principles .may he ExC-,_______
impracticable, such other arrangement as is more suited to the arrangements 
condition of landed property in the district may he intro- allowed, 
duced, with the approval of the Commissioner. The object is
that it should be known what papers are in the office and 
yhere they are to be found. .Uniformity, though desirable,
1? 71 ot to her enforced at an expense of time and trouble •which 
may be saved bv adapting the arrangement to the circum­
stances of any district.



JMMSMKSSIJI
“ ftc  j.risJictio’ of the la»a» concerned .re geog™-

phically situated. - :;  . ; _ .
rliau k idari - 138. T he-records. o lla n d -situ a te-A s described In the p re- -
GnaUKioari . . id s .  x helonsrinfr to  estates borne upon the
tn d  tend '^ s t r i c t  revenue-Toliy ' a tou ld "b e  -arranged, bxsfiS^ a t^ , .
£ £ t t i o n  I S k s e r i e s i r o i n  that o f the estates b o m t ^ t S e  r e v -
records how nue-roll. 
to be ' '
arranged. - W henever im portant .papers be long in g  to  an estate
Estate papers v ^  ^  required fo r  reference in  connection w ith  a case
required for . a • niacea in a file o£ correspondence, a slip g iv in g  the.

rX T t f i v  < , f  l“  ir» .lcrred  from .  fie , a im ion l « >PS?”ttSyS i«. w "  •. should correspondingly be .-made in the file. ^
* - ̂  i- u i ad Manr important matters In connection with a reve-English cor- 140. .flrttny p ^Wesnondence, "and?•in-’the absence -

respondence nue case are  ̂ , . T /nitiinate filing) of ttis  correspond-relating to a o f  rules .lor the d^osa! (igtoato jumgj» wit£ the•45S.fi*; • s»J«~ .«• «< «s\filed with .. w s e r e o  ^  dence ^ jt h o u t a n y  cross-'references. *  »  •
to  be  S stkL ctlv  understood that the o n g m a W  all im portant 
S d e r s  should always b e  k e p tw ith  the ease ^ c o r d s  j n a t h ^ )  
to w hich  thev relate copies be in g  kept in  the office file o f  
E nglish  correspondence w ith  clear references to  the case 

3 / ~ i o \ TT-}fV\ xrhiph th'- c’ annals are kept. Refer-
en cT  notes should also be made in ;he case records (n ath is) 
to the files o f E n glish  correspondence where copies are kept.

A m iscellaneous case should be .started in the Munshi- 
khana whenever a question of transfer of an tegtate from one. 
S r i c t  to another arises..and the' correspondence plating to 
it should be kept with the miscellaneous case record. The 
r e f i  when disposed of should, in  .the usual course, be coji- 
signed to the record room and kept with the relevant .eatate
bundle. '  .

141. All cases of whatever nature connected with one 
estate are to be kept together. Each case is to be tied up 
separately (between boards or in cloth if cheaper) and all 
the cases'of one estate are to be included m one bundle. The 
cases in each bundle (not the papers, but merely the cases) 
and the date of the year in which they occur should be 
entered in shelf Register 41 (Form N o/ 1, Appendix A ). 
S e n  any fresh case is added the name and date a r e  to be 
added to the shelf Register. This rule, does not apply to C 
papers separated off for eventual destruction. 

n - 1 ao TV.P rpMird-keeDer should examine each working.,: 
nf°Tontents J^day the contents of one bundle to see if the contents agree 
S  hMnrflp? S th  the entry in shelf Register 41 of records, which is to be

ehiff ' signed and dated by him to show when he made the «^mi^ 
Register 41 -oration. As each bundle is examined, it should be plainly
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(nathis) of 
that case.

Arrangement 
of cases in 
bundles.

marked, MtkUed aid dated outside by the record-keeper.
Opportunity should then be taken to see that all B and C 
papers have been destroyed in due time, and omissions of 
this nature, as well as the fact that any papers are missinjr 
should be reported to the Deputy Collector in charge of the 
record-room. /

sanction of Government should - be Especially Reeister 41 
obtained whenever Register 41 is re-written. The fornTof /’Form 
the "register is given in Form No. 1, Appendix A. No. 1).

144. Register 41A of records of cases not connected with Register 41A 
any estate is also to be maintained. The form of the register (Form 
is that shown as Form No. 2, Appendix A. No. 2.)

-I'of Debt Settlement Bo.ard case records "transferred to
• the 6ubdivisional record-room a separate Register 41C (Form 

.■ y A) should be maintained there. For such
records transferred to- the Collectorate record-room a separate 
Register 41A (Form No. 2, Appendix A) should be main, 
tamed there.. The entries in both the registers should be 
made thanawan and a certain' number of nao-es +„
each, thana.

y ,/' 145. Register 41B shall be kept by the record-keeper, "'Register 
ehowmgthereceipt of records by him and his disposal of showing : 
A*6™' d i ^ l  0 register is given as Form No. 3 ih receiptlmd 

ppen A. disposal of
-records.;o 
Register 411

s  *m0 * . . (Form No. a
/  ' 146, - A list of all the courts and departments from which List of 

/  the record-keeper has- to receive records should be prepared courts and 
and the Collector should fix the date on which each depart- departments 
ment is to transmit -its disposed-of records to the record- from which 
room. The date should be fixed in consideration of the and where' 
volume, of work in each department so as to ensure as far as the record 
possible that the records will come in evenly throughout the keener haste 

batcimr m be registered and shelved before S v e  
nother batch is due. The last date for .the month should records, 

be fixed so as to allow plenty of time for registering and 
shelving all the records before the end of the month. The ' 
rj*ster_8hould- fix dates for receipt of subdivisional as welTaS 
sadar records. For’ the form of the list, see Form 19 
Appendix A. A copy of the list- should be pasted inside '
■Register 41B, and another copy should be hung up in the 
record-keeper’s office, and the record-keeper should examine 

every day and send a reminder to each defaulting depart- 
^  °n_the m ^rmn^aTtiOkOefaull. The list should be
■ sil°.ya-.fQEi_CollectOT n oy eSSJhan_onceriS ith :------ ~

reporYi Tlle ° f e?ct dePartment should forward to the Procedure foi 
I t Z t f l T  eac£ °r luarterly batch of sending --
all ® aanua! batch of registers a certificate that record? t(
tLe record r o L  mont^s ^ v e  been deposited in the record-
reoufr^ t • except the Tecords noted below which are keeper —
S  tW  lmme( l̂ate reference. The record-keeper should P ' 
the ■ records which have not been deposited during
account - ^  they were, due *° ^  record-room are■ counted form the next month. '  * -
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- 148. When any case, is required from the Trecord-room
for ' reference, the officer'of the department in which it is 
required is to give ai ibte to the record-keeper, 'specifying 
the case required. Therecord is immediately to be furnished, 
and-the itote kept m the lrandle threaded tq the removal’ slip 
note'the form of which is-given in Torm No.-25 in Appen-' 
dix'B.., JEf.the Collectorjthinkfe fit, the removal 6lip may be 
ased i s  ITrequiring •&e’'i’<5fficer - sending i or^ jthe- ?
record.

149. On the return of the record, the note is to be given 
up and cancelled. A - jter_-_shall be kept By the record- 
keeper,'shoeing the . .,...da 'Bent out from.the-record-room,-

. The form of -the' register is given as Register 41D, Form' 
No..5, in Sppendii'A. "This form is to be'used"! or aU;.ver-_ 
nacnlar as well as En c-lish records removed from the record-^* 
room whether currc-’ • -c-r not.

/  . " '*150. ‘ At the end of each year the serial numbers in .Regis­
ter 41D of records, •which have not been returned, should be.' 
brought forward in red ink before .any entries relating to the

'new year are made. It will, be the duty .of the Deputy Col­
lector in charge to -examine 'the register periodically . and 
take steps to secure the return of these records, and as each 
is received back its serial red ink number should be crossed 
out." ’ -

’. 151. Except records under examination prior to .admis-/ 
sion, no records should be retained in the record-room'which 
do not find entry in bne of the prescribed record-room 
registers.
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152. Registers 41, 41A and 42 must be kept up regu­
larly. Collectors are held personally responsible for th( 
expense of writing these up should they be suffered to fall 
in arrear."

153. All quinquennial papers and rent-free registers, 
copies of title-deeds, bonds and certificates or orders for.loans, 
granted under the “ Land Improvement and Agriculturists’ 
Loans Act,”  etc.’, and other valuable documents, are to be 
kept, under double lock and key, either in a wired rack or in 
a separafe almirah, the front and sides of which must be 
furnished with wire-work., so as to admit the free circulation 
of air.

154. In each of such almirahs or wired racks should be 
kept a list showing what is contained in the almirah or rack, 
and the documents should be arranged and the lists written 
in such a wav that -any document required can .be at once 
found. The contents should be periodically compared with 
the list by the Deputy Collector in charge of the record-room 
and the result of his comparison recorded in his inspection

. nntft-



155. The survey records,- which admit of arrangement Survey- 
by villages, .are not to he mixed up with those relating to records, 
ordinary matters connected with land revenue, hut are to Classification
have separate .registers. .All pargana volumes, estate and Of vernacular
village - registers, and such documents as • consist rather of records.
volunies;than loose sheets tied together must have a distinct
shelf with a separate list forming an-appendix to the general 
survey ItegisterA42  ̂ The form of this register ig given in Register 

f T’orm̂ JTo". p /  Appendix A. The survey "Vfefejds^and maps (Form * 
must be. specially inspected arid mentioned in the Commis-' No. 6.) 
sioner’s report of his visit to the Collector’s office.

-156. The original settlement records of private and Settlement 
"wards’ -estates surveyed and settled undery Chapter -X of the records 
-Bengal Tenancy Act are to be made over to, the" Coflectorate under the 
-record-rooms of the districts in which the estates are situated. Bengal 
These records are public documents, and the rules for their Tenancy 
custody-are the same as those which apply to the custody of Act. 
other.public documents- If parties concerned'with the sur­
vey suid settlement, proceedings desire to inspact the records 

‘ and take copies of them, the rules in Chapter AXi l  are appli-
• cable to these as to-all otSer records! V

156A. After tî e records have been riHade over to the Col­
lector; ISubdivisional Officers . and Munsifs the. corrections or 
entries of results of cases to be made in. the public copies of

- recordsituider section 109D or 115B of the. Bengal .Teniuicy 
-A ct^ ill bemade by the staff "of the CoHeCto5 t̂e-'i-ecord room.
Correction'slips will be issued .by - the^'Collector’s record- 
ieeper t:o 'Munfeifs and Subdivisional Officers'for • incorpora­
tion in their-copies of the records.' •

157. It shall be the duty of the record-keeper on receiving Duties of . ,
records from any office or ' department for deposit id the record-keeper, 
recordrroom to ascertain personally of through the exami- • as to check-' j

■ nation of a responsible assistant that on every document *ng of stamps.
chargeable with Stamp duty the head . clerical officer con­
cerned has made the prescribed entry ~te~~trr-mr6icmnre-—nr. 
otherwise of the stamp borne [rule,(a), section IY, Part-Ill; 
page .201 of the Stamp Manual,' 1931Q', and that the rules 
regarding cancellation of court-fee stamps have been pro­
perly carried out*- Should any of the stamps show signs of 
having been tampered with, or should there be any deficiency 
or any suspicious circumstance, he must at once submit a" 
report to his superior officer. This examination may be 
maae at the time of second punching prescribed in rule 15S 
below.

158. The record-keeper of every court or office shall, Second
■"'hen a case is decided and the record consigned to his cus- punching by' 
t°dy, punch a second hole with a triangular punch in each record-keeper 
label distinct from the first, and at the same time note upon ' f
the combined title page and fly-leaf the date of .his doing so.
The second punching should not remove so much of the stamp 
as to render it impossible or difficult to ascertain its value or 
pature, arid should be made on the day the records are received-
in  th e  Tpm rrl.m nm  i nr flfi ROOT1 a fte r  AR TIOSRlVilp nn'rT cVm-i'M
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not await the inspection or' examination, of the .records. 
These directions apply only to adhesive' labels used?, .under 
the Court-fees Act. Impressed stomps used for denoting 
court-fees rifeed not be cancelled or punfched, otherwise than 
as required by section 30 of thn Court-fees Act. The portion? 
punched out must be destroyed by burning.

159. It should be established as an invariable rule that' 
when a record shows a certain Government due as recover­
able in connection Twith it, the record-keeper should refuse 
to take it .over without the express orders of the Collector, 
•unless it "contains the Tre;i-- :y  receipt for this due.-

-160. It is the duty of the record-keeper to check the 
classification mKde by the* departmental, officers, arid riot to 
place any case on the rack v.r-t," e has'satisfied himself that 
the papers havejbeen co: r> ;y  distributed into the three files. 
He is also to compare the entries referred to in rule 169 below 
with the records themselves and sigh • the certificate "at the 
foot of the combined title page and fly-leaf.

161. Files A and B are to be deposited in the place on 
the racks "to which the case properly,belongs. Files C and 
D are to be placed on a separate set of racks, set apart- solely 
for C papers and private documents.' File D. will disappear 
at the sanie'time a? the 0 files, after^the procedureiidescribed 
in rule 228B(3) in Chapter y  has been carried .out. ■

162. The arrangement of the papers on the rack assigned' 
to C files is not to be by parganas and estates, but according 
to dates kept in monthly bundles..

Shelf for case* decided In January 1910, sub­
divided into as maoy bundles-as there are 
classes of cases.
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Shelf for cases decided in February 1910, sub­
divided into as many bundles as there are 
classes of cases.

163. For.-instance, if one shelf be allotted to the cases 
decided 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 being as many bundles as there are 
denominations of cases. Again, within the bundles, the files 
of the cases will be arranged according to the date of their 
decision within the month, 'From the shelves thus arranged 
the record-keeper and his assistants will have no difficulty 
in finding any file which may be required for reference.

164. Sanads to revenue agents and licenses to stamp 
vendors-are not to be treated each as a separate case, but 
they are to be kept in monthly bundles.



C.— C!assification, j|ifServation and destruction of verriacuiar
records.

. 1 6 5 . '  Under the term “ vernacular”  are included all ease Classification 
records whether in English or the- vernacular. Upon the of vernacular 
conipletion of a case it is the duty of the department to which records, 
it belongs -to divide the papers of which.it consists into’ four

• separate packets-:—A., B, G and D,—of which Af JB. and C will 
consist of public papers classified according to Appendix D, 
and D will consist of the exhibits and other . documents 
belonging to private parties filed in the case together with 
the list or other, subsidiary paper with which each such docu­
ment was1 filed. Packet A will contain all papers that are 
of sufficient importance to be permanently preserved, packet 
B will contain papers that may be.destroyed after 12 years, 
and packet/C afi papers that need not he kept for more than 

>£jitwo years: 'excluding the year of ■ disposal. The papers in 
packet D wiH be, disposed of in accordance with the rules laid 
down in Chapter Y. N ;

166. Notwithstanding the classification in . rule 173 Special 
below, the Collector is competent to direct in special cases cases, 
that papers falling within class B or C may "be retained 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 fo5T"their further 
retention will be again considered.

166A. Records of cases "under the _Land Improvement^
Loans Act, -TIT of 1883, and the Agriculturists Loans Act,

’ XU  of 1884, should be preserved (t) in the case of rejected 
applications, for. one year from the date of disposal, (it) in 
the case of accepted applications for three years from the ■ 
date of repayment.

166B. Records of cases under the Bengal Alluvial Lands 
Act, 1920, shall be preserved for 12 years provided that all 
money in deposit has been disposed of and, when there has 
been a reference to the Civil Court under "section 5(1) of the 
Act, such.reference has been finally adjudicated” .

166C. The impounded documents, forwarded to the 
Collector under section 38(2) of the Indian Stamp Act, II of 
1899, if they are documents excluded from the provisions of 
section 40 of that Act, should be preserved for 12 years from 
the date of "their receipt by the Collector.

[ 166D. Notices under sections 12, 13, 15 and 18(Z)(o),
pf. the Bengal Tenancy Act will be stamped as “ B”  class 
papers but cases in which full payment of landlord fee has been 
tnade may be destroyed in the record room after on.e year, j 
Other cases wilT not be kept for more than 6 years.

Notices under sections26C of the Bengal Tenancy Act 
î'll be stamped as U papers and may be destroyed after one 

year.
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166E. Notwithstamfing the classification in-rale^XV3A,. 
the Collector may after examination paw orders for the des-
S^ction o f L y  "A ”  class paper beforetheexpuy ^ 2 1  yeaxs 
if he considers its retention-no longer necessary.i_.For the 
purpose of such exami nat i ot f ^r e c o r d - k e e p e r ,

^ l l e c t o r ^ r ^ S i ^ m m e d ^ a t e l y  ^ t n e  close 
ortE i^ eaT sh o^ agw m st .eaeE--in..cfiJunm l& . ,g # eS^er_ 
41A.

1 RKF Case records of education cess will be,stamped as 
“ B class papers but will not p r e s e r v e d  for more than six 
years excluding the year of disposal.;

167 Every paper should, except; when immediate classi- 
fi nation is hnpossible, be -marked prominently by, tiie -use of. 
fhp A B C or D stamp as soon a6 it is received in the depart­
ment,’ S d  it s W d  be entered in the combined iitle page 
and fly-leaf at once. - £"

1B8 The clerical officer in charge of the d e p a r t m e n t '

, ' i f  _„Ve the above classification, and himself mark
“ c l d S h I S i , « t u t a , - w *

p a i f ’andfiyrleafias been duly prepared as prescribed . in
" Tules 126 sind' 127- .

169. Before a record is transferred to ihe^r^rd-room, 
the departmental office must' satisfy rtself that J 1® ^

“ f  D "  “ e S
marked with the appropriate stamps. At the botto?  ?*

t-   ̂ +;+ie t,!, cp and flv-leaf the papers under each class— 
1 ° "  2 d  K m  be . “ tea by ’ tf.ix  serial » « .b e rs  M 
shown below:—

A ’ B C D

1 3 4 8

2 7 •• 8(a)

5 9
6 10

170 Before any officer is entrusted with the rnarldn" of 
4 P, C and D papers with the appropriate stamps the Collec 
fn’rm u .t ascertain that he has made himself . thoroughly 
acquainted with the rules for the classification of recoids.

171 “ C”  class records shall have no combined title ^age 
and fly-leaves, and shall be sent to the record-room tie a up 
•_ monthly bundles department by department. On the P

^ there will be a slip mentioning the Depart
I S  tte total » »5 * e , .1 5msl .  aocuoe.«
in it.

• The records of notice .cases relating to the payment of 
landlords’ fees under the Bengal Tenancy Act, although B 
„-|„CQ records’ will be dealt with in accordance with the 
instructions in paragraph 1 except that on -the top of. each 
jnonthly bundle there should-be. a list in duplicate of records - 
in the bundle showing, the (1) casfe number, and year of each 
record (2) number of sheets it contains, (3) total, value of 
comi-fees it oontains, (4) nature of private document, if any: 
and (5) date of disposal; and that only the total number of 

" cases in' each bundle, and, when there is mox& ’ -.than one 
bundle in a month, also.the number of thekst.secord m 
each bundle, should be entered in column 2 of .Register 41A.

•• • 172. Although.,'-according to the lists, papers in Class 
‘ ‘A’ ’ ‘ are’ to be-kept."“ for ever” , an expression used because

* it is unsaJe to flx  any period within which it is certain-they 
can be "destroyed .without any danger, it is necessary, m 
o r d e r  t o  . preyent the excessive accumulation of papers, to 
make'aiTang-eiiients -from time to time -for relieving yie 
-ricord-fooms of old papers which have ceased to be import- 
ant o r  which were-originally wrongly marked A .  In 
order toweed out unimportant papers the record-keeper 

‘ jshould examine, a few bundles of “ A ”  class papers on each 
working. day. -Detailed instructions for this examination 

i': kre given-in Appendix F (l) at page 179.

table, stowing the classification of syemacular 
> xecoxSs will be found in Appendix D.

173 A. Heoords of cases under the Bengal Agricultural 
.Debtors Act,. 1935, Bengal Act YH  of 1936, should be pre- 
served according to the classification shown in the table m 
Appendix'D. A”  - class papers will be preserved for 21 
years -from the- date of disposal subject to any orders that 
may be passed by the Collector .under rule 166E. ■ C class
papers will be preserved for one complete calendar year after 
the close of the year in which the case is disposed of. The 
classification will be done by the Debt Settlement Board con- 

'cemed but should be checked on feceipt of the records in the 
Record Room to insure that the Boards have done it properly. 
All “ A” , class papers- tied together in one bundle will be at 
the t<5p %nd all “ C”  class papers tied together in a separate 
bundle at the bottom, these two bundles being tied as one 
case record. These case records for any particular year will 
he kept together in the Record Room and when ̂ the com- 

. plete calendar. year after close of the year in which the case 
is disposed, of, has expired, “ C”  class papers are to be taken 
out and destroyed.

173B, Records of cases under the Bengal Money­
lenders Act or Rules, 1940,’ should be preserved according  ̂to 
the classification shown in the table in Appendix D. ‘A ’ 
class papers "Vill be preserved for 21 years, ‘-B’ class papers 
for 5 years and ‘C’ class papers for 3 years. For the calcu- 

' lation of the years in question the year in which the case is 
disposed of should be excluded.
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Destruction 
of C papers.

‘Destruction 
of B papers.

Destruction 
to be annual

D.— Procedure for the destruction of B and C - papers 'of 
vernacular records.

174. In. January of each year the record-keeper -will 
take down from- the shelves all the bundles of C'papers which 
are more than two years old and destroy them ina- mass;. •’ No 
further examination mil be required if &ecrn l»:u ''tq . classi-. 
fipation have befen'stnctly ^ d h er^ to . - It 'wffl^-tKerelorej 

dbe~Jiece8sarg; ~to:*fake: particular -icare -that TiOTliocuiiitot'fo 
which :tb?5rghi under section 3, ApV'TTVof 1917,y.‘as described 
in 229 below, appUes§Ui’;placfed :m''the C- filejs.
Similar caution is necessary •withregard to %  B files."

175; ^Similarly", in Jahuary o£ each" ̂ ^ y ffitgrecord-keeper 
will, under

"which have' completed 'their twelfth'’yeax.‘: -Tojgetout these 
papers it will be necessary to open the bundles ’ containing 
them ; but Registers '41 and 4LA will at once1 show'in what 
bundles" B papers are to be found which have* completed their 
twelfth year'so that’ no bundles need be unnecessarily taken 
down and opened.*.........................

1 7 6 . Jt will be understood that no C paper' j  must - be 
destroyed until two complete , calendar yeara have elapsed 
since file decision of the cises] •Records are to.be destroyed 

•.once a year only, in January. The destruction! inadg/ in 
•Imimu. of x *»y"jfear■* » i l l  . comprise §ao. '.eases jfrjbich were 
’ decided, later than the 31st I)eceniber“;oi‘ '&e''ihirdpreci2S'g 
year. ' The same principle is to be.applied in' calculating "the 
twelv6 years for the destniction of B papers.
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CH APTER f 11.

8ubdivisiona! Recoils .

•171.. The .duty, of keeping -the revenue records- of a 6ub- Record 
division is to ‘ be specially entrusted -to one pf the clerical keeper, 
officers .who will, -for -the purpose .of rule 126 of -tlie Board’s 

“JfistsellaneoTis Buies, 1934, be considered to be an assistant 
record-keeper.

178. : At the raid of each month tbe officers in charge of Classification 
departments are to make over to tbe subdivisions! record- and deposit, 
keeper all the cases decided during the month, the papers in
sgach case being first properly classified and marked and the 
^combined title page and fly-leayes attached, as required by 
rules 126 and 168. .

179. The cases thus received are to be sorted into classes, Monthly 
according to their character, as ‘ ‘settlements,’ ’ ‘̂partitions,”  bundles, 
etc. -(the cases of each class being arranged according to the

‘date-of their decision) ,and then tied together.. The whole 
of the’ cases decided during ea*h month, thus classified, are 
then to '4e tied .together in one bundle, which is to be depo­
sited in its proper place. .

180. , The subdivisional record-keeper will keep Regis- Register 41C.
;ter 4̂1C.instead of Begisters 41, 41A and 41B.. /the form of Form No. 4. 
register is given in Fgrm.No.,j4j - ~-~w ... ..

-181.j' -!Wheneyer any case is removed from his charge. Removal of 
either for: appeal-or for any other purpose, the subdivisional records, 
record-keeper is "to deposit in its place a removal slip note 
(vide Form No. 25 with the date Mid purpose of ltd removal) 
which slip note is to be destroyed on the> case being returned.

182. The subdivisional records are to be kept either in Receptacles,
boxes’lined with tin or on-shelves, as may be most conve­
nient. . •

183. Records consisting solely of C class papers should 
be retained at subdivision and des’troyed after two years.
Before ordering their destruction the Subdivisional Officer 
should- satisfy iim self that they have been carefully examined 
to see that no paper that ought to be kept longer is left 
among them. With the Collector’s sanction the following 
registers may also be destroyed at subdivisions: —

(а) Registers containing matter that is also to be found
in district registers, such as settlement, parti­
tion, and land acquisition cases.

(б) Temporary registers after the period prescibed in
this Manual. *

The Subdivisional Officer should submit in April of each 
year a list of registers to be -destroyed for formal approval 
by Collector o f the order to destroy, and these should be 
destroyed in the Subdivisional Officer’s presence on receipt o f 
the Collector’s sanction.

184. The registers enumerated below are permanent 
registers kept at subdivisions. ’ Column 3 w ill; show the



period lor ■which these' registers are'to "S^kept at subdivi-
* sions and also when and how they, are-to be destroyed at 

headquarters:—
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Ho. of 
Register.

Period for which they are to be kept 
at subdivision and their destruction' 

at headquarters;
* v \ .  *

1- -5 

: 6 •

6A

19B . 

23 

32

/

3i

oo
35A

41C

45

46

57

Estates under settle­
ment.

Proceedings for the 
partition of estat-os 
under Bengal Act 
■ V o f 1897.

Land acquisition 
cases.

Lands used for pub- 
•lic purposes.

Lands in the occu­
pation. o f  Muni-

- cipalities, Dis­
trict Boards and 
Local Boards. 

Sales‘ held under 
JBengal Act H I of 
1913. 

TJnder-tenures sold 
under Bengal Act 
VIII of 1S65. 

Estates held under 
direct.. manage­
ment.

Estates managed by 
-.he Revenue 
authorities. ' 

Attached estates .. 
Ledger of sums re­

ceived and ex­
pended on account 
of attached estates.

Receipts and dis­
posal of revenue 
records.

7 -is and houses, 
owned by clerical 
officers.

Leave of clerical 
officers.

Of all registers to be 
preserved perma­
nently.

Should be sent tqdheadquarten'when 
a new register -Ssopened every 12 
years, pending settlements. being 
entered in the new' register, and 
should' be destroyed after eompari-> 
son with the sadar register.

Should he sent to headquarters'every 
12 - years,- pending -batwataa being 
entered in a new register. '

Should be sent to'headquarters when 
all eases in the register, are finally 
disposed of. ; .

'Should be sent to headquarters when 
a ijew register is opened, if old 
entries 'are recopied, and should be 
destroyed .after .comparison with the 
âdtar register.' . '  : •-

Should be kept permanently' at the 
subdivision.

Should be sent to headquarters when ■ 
> a new register is opened.' - a ". *v ' - V-7 ^
Should be sent to headquarters when.
' a new register is opened* .

Should be sent to headquarters when 
a new register is .opened, only entries * 
concerning estates still under manage- _ 
ment being copied in the new register* » 
and should he destroyed after com- ; 
parison with the sadar register.

Ditto ditto.

Ditto * ditto.5
Should be sent to headquarters when 

a new register is opened, only entries 
concerning estates still under manage­
ment being copied in the new register, 
and should be destroyed 12 years _ 
after the release of the estates.

Should be kept permanently at sub­
divisions.

Should be-sent to headquarters when 
a new register is opened, live entries 
being recopied in the new register, 
but should be destroyed after com­
parison with the sadar register.

Ditto ditt-o.

Should be kept permanently at sub­
divisions.
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No. of 
Register.

1

Period for which they are to be kept 
at subdivision wad their dost ruction 

at headquarter?.
3 •' ~

62

-67

73

n

IV

vn

Index Register o f 
_ English correspon- 

. ’  donee.
Particulars of. newly 
' ’ formed island.

Should be-kept permanently at cub- 
divisiops.

Should be sent .to .headquarters when 
a new register is opened, all pending 
entries being recopied in the new 
register, and should be destroyed 
after' comparison with the sadar 
register.

IX

1 to 16 and 
18 pres 
cribedby 
execu­
tive 
authority 
for use in 
districts 
in -whk-'- 

v Act X  . 
1S59 is in 
force.

Securities of clerical 
and non-gazetted 
officers: 

-.Applications for 
commutation oF 
rent payable in 
kind tmdsr sec­
tion 40. 

Application for regis­
tration ' o f jm- 

'■provemenis under 
' *ection 80. 

Applications to re-' 
cord particulars 
specified in section 
10 of tbe Bengal 

' Tenancy Act (to 
make jecord-of- 
-righta under -sec­
tion 101), whether 
made, tmder Mo­
tion -103 or -101 
(2) (a). . *•

Notices of annul­
ment o f encum- 

' brances under 
section 167 of the 
Bengal Tenancy 
Act.

Of suits, • applica­
tions, etc., under 
Act X  of 1859.

Ditto ditto.

Should be' sent to headquarters when 
.» new register is opened, all pending 
entries being recopied, and should 
be destroyed after comparison with 
sadar register.

Should be sent to headquarters when 
all the cases in the register are finally 
disposed of.

Should be sent to headquarters when 
all -the cases in the register are 
finally disposed of. -

Should be sent to headquarters when 
a new register is opened, all pending 
entries being recopied in the new 
register and should be destroyed after 
comparison with the sadar register.

Should be sent to headquarters when 
ell the cases entered in these re­
gisters are finally disposed of.

- n i cords of all decided cases, with the exception Transmission
w t  class records to be destroyed under rule 183, shall be to heacj- 
.°PVaiiv,ed Quarterly to the district record-room in bundles quarters.

the expiration of one year from the date of their dis­posal. •

t Tjistrict officers are, however, authorized, according. Retentionvpl
rete°r c‘ rcumB ânces. to 'prescribe shorter periods for the - records'at^- 

” 0D at subdivisions of the records of several classes. -- ‘subdivision.'



Check by „
district
reco rd-keeper.

■ Application 
of rules.

'C la ss ifica tion '
and
preservation 
o f English 
records at 
subdivisions. 
Commissioner 
may sanction 
retention o f 
establishment 
.at subdivision 
to arrange 
records.

187. The district record-keeper must check the A, B; 
C, • D classification of the subdivisional officers before Tie

' destroys any papers, and before he deposits the-cases in the *. 
district record-room.

188. Except in so far as they clash with £hese special 
rules, the general roles-contained in this Manual'are appli­
cable .to subdivisional records and xecord-ieepers. .

189. . The English.^flpn;espoadenpe pf_ *asb&visiona] 
officers is to be kept permanently at the 6ubm'nsioni"Th< 
general roles for the English correspondence contained in 
this Manual will apply a? far as practicable1 to the classi­
fication, arrangement, preservation and destruction of 
English records at subdivisions.

189 (1 ). Commissioners of Divisions jare. competent to 
sanction charges ion Account of establishment retained at a 
subdivision for arranging the records of the office left vacant 
by the removal or death of a" Deputy Collector, subject to 
the condition that .the pay of no individual appointment 
exceeds Rs. 100 per mensem and that the cost can be met 
from the District Budget. . Such sanctions should be com­
municated to the Accountant-General, Bengal," direct.

Chapter UIA.

Preservation and destruction of Birth and Death. Registers.'

189A. 'The birth" and death registers should "be £ex>osited;v 
in the. Magistrate’s record room.
■ 189A(1). On the 1st-July of each year-me.local regis­
trars should send the registers of births and deaths of the 
preceding year to the subdivisional office by a special messen­
ger or by registered post, a complete list of such registers 
being sent to the Subdivisional Magistrate one month before­
hand' so as to enable him to make arrangements for- their 
reception. On receipt of the registers at the subdivisional 
office the Subdivisional Magistrate should, not later than the'
J st of August of that year, despatch them in proper order to 
the.district record-room for preservation. .

189A(2).~. It is.-.the, duty of Circle Ofltcers and the Sub­
divisional Magistrates to see that .the registers are punctually 
despatched to the subdivisional offices by the local registrars. 
‘The record-room Deputy Collectors should see that there is 
no delay in the receipt of the registers from the '. divisional 
Magistrates- Reminders to .the Circle Officers should, where 
•necessary, be sent by the outlying Subdivisional Magis­
trates.

189A(3). The registers for each year should he arranged 
accordir.. zo the thanas within the subdivision and according 
to unions within the thanas. To economise space the regis­
ters should be bound in as few volumes as possible, but 
registers relating to different subdivisions should not, be 
bound together.

189A(4). The registers should be preserved for-30 years.
189A(5). Copies of entries in -the registers may be 

supplied on payment of the usual fee prescribed in rule 310.
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CHAPTER IV.

A.— M isce! laneous.

190. -'All correspondence 'between English officers and CorrQspond- 
native’officers qualified to write and understand English, is to ence in
be in English; the practice of corresponding by vernacular English. . 

r proceeding^ forbiddenr ; This prohibition applies both to 
gazetted .'and non-gazetted officers alike. Vernacular pro­
ceedings, unless prescribed by law, are to be discouraged. - 
Subordinate officers are strictly forbidden to comment on. 
or contradict in a vernacular proceeding, the propriety of 
orders'pa^sed by-their superiors. If a subordinate wishes to 
question the orders of a superior, he most do so in an English, 
letter.^This does riot/ of course, apply to a native officer

' who i^acqnainted only with the vernacular:-
191. '.Under Government circular No. 5 of the 28th Name and 

February 1895, . the name as well as the official designation of official. 
an official should, as a general rule, be mentioned in com- designation 
muni cations to Government, as this is of much use when the" to be 
weight to, be attached to-any particular officer’s opinion has mentioned, 
to be considered.

192. Correspondence by formal letters between a Collec- Formal cor-
tor and his ’subordinates jn the same station, is pro&ibited. respondence 
The Collector - should establish an “ order book” , divided between a -

..lengthTOyjJl^^pld^g ^r.-xnlin^, and correspond with his Collector and
“ subordihSfesVTif’oral 'cominxmication is Impossible or undesir- his.subordi- 
able, by question and answer on opposite portions of the page, nates in the - 
Each officer should similarly maintain a book in which to same station 
insert matters’ requiring the. Collector’s instructions. If prohibited, 
instructions are required in a particular case only, they should Order book to 
be obtained on arseparate. paper which should, be filed with be used, 
the record.. ' .

193. Officers are required to take particular care that Signature to 
their official, signature is always so .distinctly and readily b# legible, 
legible that there may never be any room to. doubt hereafter •
that it is genuine and authentic. Whenever an officer affixea 
a date to his signature or when a date is given on an order 
sheet or other paper* the year should invariably be given, 
and not -merely the month and day.

-194. ±V, '■ nunications, whether by letter or by Communica- 
endorsem-. ;ld be written on forms prescribed by the tions to the
l|oard, whicn can be obtained on-indent from the office of Board and 
ilie Press and Forms Manager, Bengal. There are separate Government, 
forms for letters and for endorsements vide Forms Nos. 35 to 
u4a and 66 to 68 in Appendix C.

195. The following rules should be observed in connec- Transmission 
ion with the transmission of records to the Board, and from of records. 

one He venue Court to another:—
(a) Records should be transmitted by parcel post, pre- Records to 

payment of the requisite postage being made, in -be transmit- 
every instance in the manner prescribed by the- ted by parcel 
postal xules, and no parcel should contain more post, 
than the papers connected with one case.



Forwarding 
- letter to be . 
enclosed.

Letter o f 
advice.

Acknowledg­
ment
required.

Forms t o . 
"be used.

Recqrds 
'When 
allowed to 
go out o f the 

.record-room.

(5) In the parcel containing a record should be enclosed 
a forwarding letter (Form 67, Appendix C), and 
the cover of the parcel should bear the distin­
guishing number and date of that letter.

(e) A letter'of advice (Form 68, Appendix C) should be 
forwarded simultaneously with the despatch of the 
parcel,.but separately and by ordinary letter post, 
and in'it- the number “and date o f the-forwarding 
letter referred to in the preceding clause should 
be quoted. '

'd) An. acknowledgment (Eohn 67, Appendix 0) -should
• invariably be required from the office to which a 

parcel containing a record has been despatched, 
and in the event of-none being received within a ' 
reasonable time, enquiry should be made to ascer- 
tain the cause.

196. In Appendix C- axe given the forms to be used in 
this connection, viz., .-No. 67, l^orm .of letter to accompany 
records, and Memorandum of acknowledgment; No‘. 68, Form 
of letter advising the despatch of records. - These forms may • 
be obtained' on indent from, the Press and Forms Manager, 
Bengal.

197. In ordey to prevent revenue records being unheces-
Lsgarily detained' ia,,Civil or Criminal Courts, the rules framed
- by l ie  High Coujt*, which provide' for' cases where Tfecords 

are called for by other courts are prescribed for adoption 
jautatis mutandis in Collectorate record-roonas. . '

(1)' When a document or record in original is called for 
by a Civil Court at the instance of a private party it should be

. examined first whether certified copies of all the papers
- required to be proved have been filed in the Court, and, when 
the paper called for is a public document, whether it has 
been stated that there are special reasons for an inspection of 
the original although a certified copy has been filed. The 
dlerk taking the record to the Court should then be able to

• brin^ back with him .the complete record without being 
detained.

As searching fee will have been paid by the party already 
when taking certified copy, no further searching fee shall be 
levied when a Civil Court calls for a record from any Collec­
torate or Commissioner’s office at the instance of a private 
party.

(2) If it appears that certified copies of all the pipers 
req-r-od for production have not been filed in the requisition­
ing :rt or that in the case of public documents; "though 
such certified copies have been filed, no special reasons have

• been, stated for the production of the original or when the
special re. sons stated do not appear to the officer in charge 
of the records to be sufficient, an objection shall be.framed 
and forwarded to the Court by a letter for its decision before: 
the records are sent.
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High Court’s'circular order No. 14 of 1926 (Civil)—Notfe'
(1) to Rulp 23, page 88 of High Court’s Rules (Civil)—is 
quoted below:—

IfoTB 1.—All subordinate courts should take special care 
to prevent the unnecessarx production in Court of public 
documents as defined :in section 74 of. the Indian Evidence 
Act, 1872, or documents forming part, of public documents or 
in jpublio ^custody. When such documents are called for, the 

=Cdurt"calling for them shall state the circumstances which 
render the production, of the documents necessary. When, 
however, ’the Collector or other public officer in charge of the 
documents has been summoned under Order XVI, Rules 1 
and 6j -of the Civil Procedure Code, .1908, to produce in 
Court a certain document, it will be his duty to send it to ' 
tire Court: but such officer may at -the same time, in person 
or by letter addressed to the Court, object to the production 
of the document, stating the grounds of such'objection. Tlie 
Court" calling for the production o f  ̂ ’"document' shall allow, 
on each occasion when the production of such document is 
necessary, sufficient time to enable the-Collector or the .public 
officer concerned' to consider, whether there is*any 'objec­
tion to the 'production of the document requisitioned, andj 
if so adyised, to~4raiae_and prefer the objection, ancTalso to 
enable the Court to consider the same' and decide, after bear­
ing 'the parties, if necessary, whether it should compel the 
production of such document or not, and, in either case, to 
communicate its'decision to the public:officer concerned before 
the date fixed for-the production of. the document;

198. "A ' statement should be prepared for and bung up 'Pending 
in each record-room showing item by item what remains to work in
be done to put such reco‘rd-room in proper order—omitting record-room. 
structural alterations, and against each item should be noted 
the'approximate date when tbe work is expecte'd to be com­
pleted.

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

English correspondence—Wanted a particular file collec­
tion of a particular yeaT:—

{iij Get Register 2Sro. 57—Register of Registers to be 
preserved permanently, in_ which the registers are 
entered by departments.

(b) Look at the index and find out the .number of the 
page on which Index Register of the English office 
or Excise office, etc. (as the case may be), is

t entered. There the Index Registers are entered
in chronological order..

(e) 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,'
llflc Kaon nloAi l̂_
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Arrangement 
of registers 
and use of 
iron

‘supports.

(d) Go there and take out the registeifrand 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 is arranged in chrono­
logical order.'

(«) Go such shelf anfi get• the file deeded.

200.- All registers, books, etc., should, go tar as possible,-' 
be arranged vertically and in chrpnologic&l 'order; and not . 
horizontally, and each should be labelled on’.the back of the • 

' covers with a number corresponding to that against which 
it has been entered, in Register -57 or 57A. ^Where a shelf is 
devoted wholly or to some considerable extent to' registers, ' 
it is necessary to relieve such registers “ ’from the' lateral 
pressure which the mass exerts. For.ihis purpose vertical 
battens or double-twisted thick wire, dr iron supports should 
be used at suitable intervals. Care should be taken to see 
that small registers are not -arranged on shelves -where the. 
inter-spaces are largo and big registers, on shelves., where the 
inter-spaces are small, and that space between shelves is 
sufficient to permit of the registers -being arranged vertically. 
Alrmrahg should not be used foijregisters:^ JFor convenience 
of arrangement both when deposits in the recoifd-rooni and 
r. L .:: in use on clerk’ s tables the -use.of thin volumes should, 
so far as possible, be avoided.. When the entries for one year 

.ordinarily occupy only,a few'pages, a suitably thickvolume 
Bbould, when possible, .Ve’ rused'fc»r'the^trite-;̂ f ̂ ?nan^>« 
of years*!

V .

201. Where a clerk or muharrir is allowed to keep by 
bim many back registers, such as is often the case in the 
tauzi and ceas 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 com-- 
pleted. From this list can be judged whether the plea tha$ 
such back registers must be kept by him iji valid, or not.

202. Much needless expenditure is incurred and waste of 
space permitted in the, matter of -almirahs. Every consi­
deration 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 aimirah would 
be ample. This can easily be arranged for, and the neces­
sary security obtained by haying the almirah- doors cut 
through midway horizontally, the upper and lower portion

v: ..-Tided witli a padlock. In 'almirahs used for 
L-iiiisli correspondence the files and collections- should be 
arranged lengthwise on edge, and flat. By so arranging 
them, theSle required is more easily obtained, and the space 
provided in .the almirah is more fully utilized.

Floors of 202 (1). In order to prevent the ravages .of white ants
record-rooms.. and: insects, the floors of the record-rooms should be coal- 

tarred annually or washed once a week with some chemical

Back regis­
ters not to 
be kept or  
clerks’ table 
unless 
needed.

Almirahs.



preparation., e.g.,. solution/of corrosive sublimate, powder:o£ 
najftha, harital (yellow arsenic solution) or phenyl. The 
expenditure• on this account has been provided for in rule 5238.

202 (2). Record-rooms should be well lighted arid, as Record* 
far-as possible, impervious to dust and damp. As ventila- rooms, 
tion by means' of windows' involves, the admission of dust' in 
dry-weather and damp, in the rains, it should be secured, 
wherever possible, by elecSic^ans. The use'of the fans for 
an hour or two daily would suffice.

202 (3). The. substitution-of fixed iron record rocka. of Precaution 
standard design for wooden racks should be carried out as against _ 
funds are available. Wooden racks in use in the recordtrooms destruction 
as,.^11 as all-shelves "of racks on which any sign’ appears of Of records, 
insects likely to prove destructive of records should be wiped, racks and. 
every -two months with a rag soaked in kerosine oil and docu- shelves -and 
ments should be frequently shifted and dusted. Papers which u?e of Bret- 
have suffered from insects or are. liable to their attacks, nell’s tracing 
should be brushed oyer with a solution of corrosive sublimate paper, 
and powder of naphtha. The records should be examined 
and, -when necessary," mended .with Bretnell’ s tracing paper 
obtained on indent,from the Controller of Stationery.

203. Any officer who permits the records of his office to Responsibi- 
fall into disorder is under the orders, of Government, held My Of 
responsible - for the expenses incurred in their ‘ rearrange- officers, 
ment; and any officer receiving charge of an office, the. recorda

Vof which may be'in disorderor bo unmeithodframy arranged' 
as to prevent the ready production of papers when called for, 
who shall'fa,U to makea timely report .of their state, is simi­
larly held'answerable for the cost of time and arrangement.

204. All confidential records • ordered for destruction Disposal of 
under rule 56 should be burnt under the personal supervision useless paperSi 
of the Deputy Collector in charge. IS and C papers sanction-
ed for destruction under rules 105,*"107, 174 and~l75 may be 
sold "untorn. Registers sanctioned for destruction under rule 
115 may r-.Iso be sold untom subject to the .exercise by Col­
lectors of their discretion in deciding which registers should 
be burnt. The Deputy Collector in charge will,'on each occa­
sion. consider whether the cost of arranging them for sale 
would exceed the-probable sale-proceeds. If the Collector 
orders-them-to' be burnt, the Deputy Collector will supervise 
the 1 - . :iing. I f  the manufacture of paper is carried on in 
the district, jail, the useless papers, .if not sold, should be 
6ent to the officer in charge of the.jail who .will pay at the 
current market rate for waste paper. The expenses of sorting 
tht- concemned records may be charged against the sale- 
proceeds, the balance being credited to "X X V —Miscellane­
ous” .

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

used.
^ 0TE-—-This does not apply to paper .manufactured m this 

country after European methods.
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Endorsement
form.

.Letters to be 
avoided.

206. When, a letter from either a subordinate to a higher 
authority, or vice verta, contains nov-I_g but a-piece of 
-infortjiation for the future guidance of such authority; or a 
piece of information sought for to complete any proceedings, 
or to rectify any error, or a direct affirmative or .direct nega­
tive. to any question put either by the Board, the High 
"the ; Government, or the Secretary of State for-India, it will 
be quite sufficient if the letter be endorsed or passed, on -with 
the signature of each successive* authority. The  ̂transmit­
ting authority to retain a traoe of the letter 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 some­
times the case, in three, successive covenng letters; nor t« 
be entered in the record by a copy of the letter at length.

207. -Memoranda and endorsements .should, be substitut­
ed generally- as much as possible for covering letters, in for­
warding documents, when a brief remark in reference to the 
document will suffice; all such memoranda and endorsements 
should be numbered and dated.
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No letter with 
returns.

Use of forms.

Vernacular
words.

-Vernacular 
dates and 
measures.

Form and 
despatch of 
letters.

208, No letter is to accompany a monthly, quarterly, 
kistwar, or yearly statement-of any kind which explains 
itself, or in regard to which a distinct and elaborate report 
is not required. -The signature of the transmitting^ officer, 
with date and nuinber to the document at the foot of the 
statement, will, fee sufficient in all such cases.
■ 209. It should be the aim of every officer to xeduc^as '
much as possible the amount of clerical .labour in his office 
by the introduction of lithographed or printed forms. M1 
statements, forms, and returns, such regular monthly bills as 
take some time to prepare, and any other documents which are 
in Sequent use, should be lithor or printed. The

' printing of the forms will be executed by the Press and 
Forms Manager; and each department or office will be sepa-

- rately debited with the cost of theJorms indented for, proper 
'Vfteck bein- exercised in the Forms .Department over all 

applications’ for such formB which must be submitted in 
accordance -s t̂h the rules separately laid down by 
ment It is“ to" be bbserved, however, that a form must be 
sanctioned by Government before it will be supplied.

210. The use of vernacular words in Englisr correspond­
ence unless in any case, it is unavoidable, is prohibited. It. 
a vernacular word is unavoidably used, the English equivalent 
must be added.

211. When the Bengali or any other native year is given,
its corresponding English year should also ^  -
larly, when local land measures are mentioned, the equivalents 
in acres or square miles should be stated. ,

4-12. The name and official designation of the writer of 
an official letter, with the number and date of the letter, 
to {e  prefixed to it; the number and date of every letter 
referred to is invariably to be quoted, and every paragr^  
is STbe numbered. All communications are to comment 

’ wit’i a reference to p r e v i o u s -correspondence whenever 
1 has been any. Communication s which form enclosures .

official letter to a superior authority should be superscribed as 
in the case of principal covering letters, with the name as 
well as the designation of the officer by whose authority they 
are written.

213. • When -a District 'Officer has passed a draft while 
on tour, and the letter itself issues from his office, the signa­
ture should be as follows:—

A. B.,
Deputy Collector, 

for Collector- on tcmr.

214. If the draft has not been seen by the District Officer, 
the Deputy Collector should correspond in his own name, add­
ing, if such be the case, that he writes under the instructions

- of his superior.
215. - Wheh District Officers are at their headquarters, they 

are expected to sign their own letters.
•216. Letters sent in one envelope Bhould be intelligently Arrangement 

and carefully arrangfed, 6b as, with'their enclosures, to be dis-' in envelope. * 
tinguishable easily the one from -the other.

217. All reports to superior authority must be complete Reports to bo 
: ’•'in- t̂hemselves. f Voluminous enclosures ar&;not to be submit- complete.

ted with a simple expression of opinion. Tt ia the duty' of 
every officer making a report to superior authority to state 
the case «mcisely. in his own language, avoiding all'uniieces- 
sary prolixity, and not submitting enclosures that are not 
distinctly required to elucidate the subject. This rule applies 

special force to vernacular documents, which it can be 
very rarely necessary to forward. • It is. a primary rule that 

„ ah useless, correspondence is to be avoided. v
218. Maps sent up to the Board or Government as Maps sent

3 v e? ^ eS 40 letters are frequently separated from the letters -with letters, 
winch 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 diffi- 

' l • t, • •coimec^n° any particular map with the letter to 
■winch it was an annexiire. Whenever Revenue officers send 
a map out of their offices, they are to have distinctly marked 
0,1 tbe face of the map itself— .*

(a) the purpose for which it was prepared
(&) the number and date of the letter to which it is an 

annexure.

of.icel9;  n>P°ltaKe correspondence between public Use 0f
c W *  th? ^ministration of local funds is a public p0staee

used -t SeT C€ 6 s j 0Ugllt witt H ^ c  money should servicf labels 
v'‘‘e lw f! such correspondence. Covers stamped with ser-
•s«-viL’> - P i  I s ^ o ^ d  be superscribed “ On His Majesty’s 
the Gnw er, ® ful1 signature and official designation of 

ernment official who sends the cover or of the head
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assistant or of other responsible office? to whom the duty of 
despatching is confided. -The smallest possible number of 
postage stamps should be used on each cover.'.

* The procedure io be adopted forkeeping" a check on the 
use o f service postage stamps will be as follows:—
“ ^ h e  gazetted officer--incharge "of 'th& Effgfish~ofB.ce will 
indent for the stamps, which, when received, will bp entered 
in the column for receipts in the Postage-Stamp Account 
Register. . The stamps will be in charge of the despatcher. 
All the letters of one day's despatch, addressed to the same 
person or office are to be enclosed in one envelope, unless 
this would make- the envelope inconveniently, bulky,;- After >' 
jputting the stamps on the covers, the despatcher will take the 
covers and the Postage Stamp Account Register to the head 
clerical officer of; the English office. The latter will verify ■ 

•the entries in'the register with the-stamps on. the covers and 
will initial the register if correct. He will check the amount 

' expende'd on each telegram by examining' the. office copy of 
the telegram. . —

No letter 220. No letter of any kind is ever, to Accompany a month-
Vgith bHI. ly bill for payments of- salaries ;■ or any contingent bill which ' 

is neither unusual nor extraordinary, nor likely to be.disput­
ed ; or any bill regarding which only 6uch Bhort explanation 
is necessary as can .be submitted,, in a  few words, at the foot

■ of the bill,- or in a side note. -  ~ ~ ”"rJS ~

Reference to 221. In case where grants are maae, or cnarges- sancnon-
order ed, by the Government, or the Board, the disbursing officer,
sanctioning is not to send copies of the order sanctioning the charge to
expenditure. the Accountant-General. . A copy of the order sanctioning'

the charge is sent to the Accountant-General direct. It is, 
therefore, sufficient to quote in the bill the number and date 
of the order.

Admittance 222. Admittance to the record-room should be absolutely
to record-room prphibited to all persons other than the Deputy Collectors 
prohibited. arid Assistant Collectors serving in the district and the officers 

of the vCollector’s Court, except on -production of. a. written 
order for admittance signed by the Collector.

Measures for 222 (1). The best precautions which local conditions
the prevention admit should be taken against fire. A resident care-taker 
of. fire in on Rs. 12 per month should be appointed in all i^cord-rooms
- record-rooms. except when the Commissioner agrees with the Collector that 

the record-room is sufficiently protected by the proximity of 
the Treasury or other Police guard. The care-taker should 
be provided with a hurricane lantern and should_sle'ep in one 
of the record-room verandahs and keep the”~lightedlantern 
by himf It will also be the duty of the care-taker during the 

j day to keep the record^ and registers of the record-rooms 
I from dust, damp, white ants, etc. A reserve of two-hum-
‘ cane lanterns should be kept unlighted with the Treasury

guard to be lighted and used in case of an outbreak of fir®- 
Axes for breaking open doors or windows in case of fire and 
of syringes fpr putting out fire may be purchased locally and
should also be kept. • ' .
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Sufficient red fire buckets should be provided, to enable a 
continuous hand chain to be formed between the record-room. 
and the nearest source of water-supply. . Instructions should 
be written out in the vernacular and hung outside .the record- 
room giving an outline of what should be done in case of fire, 
specifying where-the water is and how to use it .........

- y  2*2*2 XZ) ̂ -rThe duplicate .keys o fih e  Chubb's’  locks which Duplicate-, 
are in use for' tiie record-room'doors sbouldbe-'placed in a keys of'the 
sealed packet and handed over’ to the head constable of the record-rooms. 
Treasury guard.' The sealed packet should be exainined once 
a week by the record-room Deputy' Collectors. In districts 
where there is' nc Treasury guai-d and no other responsible 
guard, the sealed packet will be" kept with such officer as the 
Collector considers will be most r_eadily approachable in case 
t>f’ fire.-'

223. All -the rules .in this Manual are to Ee applied, so Records of 
far as th€y are applicable, to the records of Commissioner’s offices sub­
offices and those of other offices subordinate to the Board. . ordinate to

the Board.

224 (C). -It is .the Commissioner's duty, when on circuit, Inspection by 
to make, it a point of inspecting the state of every. Collecto-. Commissioner, 
rate record-room, and when dissatisfied with ii to make a* 
report for the orders o f Governm ent.

.224 Tne x»eputy uoiiectars in cnaige.ot departments Occasional 
of offices in'which adhesive stamps are-need 'or filed are inspection of 
required to cause an-occasional inspection-‘to -fee made'.of Stamped - 
documents that have been filed, in order to ascertain that the . documents 
stamps have been properly punched and1 have not been eubee- enjoined. •' 
quently removed from the documents on which'they are used.
The inspection should be made at least once a quarter.- The - - . . 
check herein prescribed .applies equally to all papers which 
required adhesive labels, and they should be subjected to - 
similar scrutiny.

225. In Appendix H questions ,are given for the use of Inspecting 
an officer inspecting the English Department and Mohafiz- Officer. " 
khana'of the-Collector’s office with reference to records and 
correspondencertind-̂ also Library and Copying Department.

■B.—Rules regarding record-room plan.

226. For every separate room which is used for .the. Index plans, 
storage of records, of any description, except current corres­
pondence, an index plan will be prepared showing clearly 
where every class of records in the charge of the record- 
fceeper 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 wail in the record- 

eper’s ro°m. At the end' of this Manual will be found 
a Tno"el plan. It is to be clearly understood that record- ••
T°°n.S- nee  ̂ no  ̂ >̂e- rearranged so as to be exactly the same 

this_ model plan; but it should be imitated, as far as is 
nvenient, in the arrangement of records and the method



of numbering the racks and shelves. In preparing the plan 
the following rules should be followed:—  . .

'SJ>-
(a) The plan should be drawn out showing briefly but

accurately for eajch class of records' -what, exactly 
has to be done in order to find a document of that 
class. In fact .there should be no' class of records 
(vernacular or"English) maps, planajind registers, 
the position of which is. not showuHn tHfe'plan.' 
Almirahs containing valuable documents, . etc., 
should also find entry therein, .Each record- 
keeper, his assistants and his daftries should .be 
familiar with it. The Deputy Collector in charge 
should also be. fully conversant with it.

(b) The’ plan in each case will be. drawn to show’ the
entrance'to the record-room, the number and posi­
tion of each room, the number and position of each

• rack, the A and B, i.e., left and.right side of each
rack, and the doorways leading from the various' 
rooms. ...

(c) The index portion will be arranged alphabetically
upon the same principle as that shown in ihe 
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.j 
1876.

The blank will be used in the.following way:-
< -

Take the first item in the specimen Index “ Application 
for exemption from revenue sale” '. Assume that these Tecords 
have become so numerous between the years 1895 and 1907 
as to fill rack 2, shelf 1-B, and the 1908 records have to be 
put on another shelf. In the column "date of record” , the 
entry will be 1S95 t o ....................Fill in 1907 in the blank.

• sly beneath it enter the nex.t year’s .records 1908
.................... fo r  the remaining columns fill in the

numbers of the new room, rack and shelf on which the records 
for 190S h$t.ve been placed. ■ '. . -

0 )  The column ‘ ‘roord number”  will contain the number 
of the room where the particular records- are 
placed'.

• (e) The column “ rack number”  will contain the number 
of the rack on Vhich the records are placed.

(/) The column “ 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 illegi­
ble owing to age or alterations, new copies should 
be prepared. . .

(li) On each plan is to be written the date of its prepa­
ration and it is to be signed by the record-keeper 
who will be solely responsible that it is a ccu ra te  
and up-to-date.



CHAPTER V / '
\ /

A.— Rules relating to the destruction -of exhibits or priv^li 
documents.

227. -In ‘exercise of the powers conferred by clause (2)
(b) of section 3 of ths Destruction of-Records Aet, 1917 (Act
V of 1917), the following rule is made by the Board of 
Kevenue, with the approval of the Governor in Gotmcil:—

. “ No unreturned exhibit or private document thall ever be 
destroyed until a notice has been publicly advertised in the 
Collector's Cutcherry that, “unless objection' is made, it will 
be destroyed after the expiry o f one month from, the date of 
publication. A notice to the same effect .should also} tohen 
possible, -be served bn the parties interested.'’

228. The following subsidiary instructions under the 
above rule jhave-been issued for the guidance of revenue 
officers. . They apply, as -ar as possible, "both to stibdivi- 
sional offices and to sadar offices.

(A) Exhibits or private documents received in connection 
•with English correspondence—

(1) At the time of destruction of C class papers of. a file
of English correspondence, or at the time of consignment to 
the record-room of files that do not contain O class papers, 
the clerical officer in charge of the department should 
have all the papers in each file carefully .examined and cause 
a list, to be prepared of all the unretumed documents found, 
in 'it belonging to private parties. The general notice pre­
scribed in rale 227 should then.be hung up on the Collector’ s 
notice board.. I f the document was originally filed in a sub­
divisional office, the’ notice should be published at the subdivi­
sional office as well as at the Collectorate. A copy_ of this 
notice with sin 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 follow­
ing form—

Kotice to take back private documents.

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

Xo. and Name of the
date of letter party from Nature of Remarks.

with which filed. whom the letter document.

1 *
was received. 

2 3 i

-
_



(3) On the expiry of one month from the daliê crf publi- 
fcation of the aforesaid notice all unre turned private docu­
ments •will be submitted to the -Collector or Subdivisional 
Officer, as ilie 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 a private person. In the latter.:case,they will be* treated 
as A class papers, and the letter -with' which they werefteceived

(B) Exhibits or private documents in connection "with 
vernacular records—

(i )  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 a separate packet to be called the D packet, 
and rule 161 lays down that this packet is to be placed on the 
same set of shelTes 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. 
notice prescribed in rule ’227 should then be -hung up on the r 
notice board of the Collector or Subdivisional Officer," as the 
case may be. - In the case of records in the' Collectors te - 
"record-room received .from a"subdivision■, the notice, should 
be published both in the subdivisional and in' ihe-sadar cute 
cherry, A copy of the notice with an extract from the list 
should, as directed in the statutory rule, be seized, i f  possible,' 
on the party or agent of the party from whom each docu­
ment was recei\

. (2) The notice and the list should be prepared in the 
following form:—
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Notice to take back documents contained in vernacular - 
records. r . • '

f*. . - Notice is hereby given to the parties who filed the docu­
ments shown in the list belov- - nt they will be destroyed 
unless they are applied for and v.~ away within one month 
from the date of this notice:—

Case
No.

Nature 
of case.

Names of 
parties.

Nature ot 
the docu­
ments. .

Names of 
persons 
filing.

Remarks.

1 2 3 •* 5 6 ‘ -

•

. . . .  _



(3) On. tli© expiry of one .month from .the date of- publi­
cation of the aforesaid notice all unreturned exhibits or other 
private documents will be submitted to the Collector or Sub- 
divisional Officer, as the case may be, who will order their 
destruction taxless they are o f permanent publio interest or 
obviously of great importance to a private person. In the 
latter case they^lis well as the list or other .paper with which 
they were received, should be treated. as .A class papers ana 
placed in the-A file of the case to  which they belong. -  •

'229. In -the case of exhibits or other private documents 
^that were consigned to the record-room before the Beparate D 
‘j packet was introduced, a similar procedure should be earned
- out at ,the following times;—■

(a) in rteepect of .13 and C papers at the annual-, destruc­
tion of the B and C files;

\b) in respect of A. files^at the quinquennial revision of 
the record-roofrw^iirected m rule 172;

229 (1). .In  the case of all returned~exhibits or other 
rivate documents the Sate of-return and, if possible, the 
gnatufe of the party to whom returned should be'given in 
le remarks’ column of the fly-leaf.

relating to destruction of documents whether 
public or private, rendered entirely illegible or useless.

230. When a document is found to be entirely illegible Destruction
• 'ess* from, age, worms or other cause, it may be destroy- of spoilt 
i any time subject to the following conditions:—  documents.

(a) The document must be .personally examined by the
Collector or Subdivisional Officer.m • )

(b) In the case of a Subdivisional Officer, the sanction
of ’the Collector must be obtained.

(c) Ip every case a memorandum must be prepared stat- .
ing the fact of the destruction and the nature of 
the document destroyed, and this must be signed 
by the Collector-or Subdivisional Officer.

(d) If the document is a private exhibit or document,
the procedure laid down in rule 227 above for tbe 
return of such documents to their owners must 
be carefully observed.



C.— Rules relating to destruction .of documents regarding 
advances to Government servants for the purchase rof 
motor cars and for cycles, for house-building purposes' 
for defraying the cost of passages of the officers belong* 
ing to places outside India and for the development of the 
industrial firms, which are sent to the Inspector-General 
of Registration for safe custody. t -

230 (a). (l) 'As soon as. a loan- advanced by-the State, 
■with interest thereon, has been fully recovered, the authority 
sanctioning it may, after ascertaining from the audit office, 
if necessary, call back, after citing appropriate references, 
the documents concerning the. loan from the Inspector-Gene­
ral of Registration,- Bengal, or the District' Registrar will 
whom they might have been lodged for custody.

(2) If the depositor does not come forward within i 
reasonable time; the deed should be destroyed by the Inspec 
tor-General of Registration after the. lapse of one.year iron 
the date on which all the amounts due have been realized.

(3) Should the period of recovery of a loan covered by 
such a deed be extended by the competent authority,. the 
authority granting the extension should intimate’ the .fact 
to the Inspector-General of Registration and advise him to 
keep the deed in his custody up to the extended period, after 
which the Inspector-General of Registration will -deal, with 
the- document in the manner laid down in paragraph (a) (2) 
above.
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230 (b). The procedure prescribed in the preceding rules' 
should also be followed, mutatis mutandis, with regard to 
mortgage deeds in connection with, house-building advances 
deposited with the District Registrars under : Government 
order No. 5134I\, dated the 11th September 1916.



Record grant and record-room receipts.

.231. The fallowing rules are prescribed for the guidance Assignment 
of local officers in providing for the record grants and ?pply- for keeping 
ing for assignments therefrom. record-rooms

in order.
. 232. An estimate should be submitted to Government on Budget 

or before the 1st October in each year, by each Commissioner, estimates, 
showing the probable requirements of his own office .as well 
as those of the offices of the Collectors under him (for which 
estimates should be furnished to him by the Collectors con­
cerned, not laterithan the 15tH September). A consolidated 

' estimate will then be prepared in the .Revenue Department 
of Government, including the amount estimated for the 
Board’ s office, and forwarded'to'^the . Accountant-General,
Bengal, for incorporation in the Provincial Civil Estimate 
"on: the 15th October.. After the budget estimate is finally 
passed by Government, the Revenue Department will distri­
bute the grant to Comniissioners of Divisions -and'to'District 
Officers according to their requirements as far as possible. »• -

233. From the district grant which has been allotted to Powers off 
: him, the Collector is empowered' to incur necessary expendi- Collector.
j ture on bills supported by .the requisite vouchers and also to 
create the temporaxyj^esteblishment = required in his. xecord- 
room," subject to the following conditions •

(а) that the annual district*grant which is allotted to"
him to meet record-room charges is not exceeded;
and

(б) that ^the pay of po individual appointment shall
• ■ exceed Rs. 35 per mensem. •

234. The" budget estimates for record-room establishment Procedure
should be prepared in the form'prescribed by rule 299 of the for the 
Bengal Financial Rules and explanations should be furnished preparation 
separately ' as required by rule 300 (c) (it) of the Befiigal of budget 
Financial Rules. The amounts required for establishment estimates, 
and contingencies should bfe shown separately in the r  
estimates. *

235. Government will reserve a small fund to meet - Supplement, 
unforeseen exigencies. In case any such should arise in the applications, 
course of the year, Commissioners may submit supplementary 
applications, which will be comjsJifSa with, if possible.

236. District Officers should submit with their yearly Annual 
estimates the figures representing the actual expenditure_*stimates of 
incurred from the allotment of the previous year, and those District

. representing the sanctioned grant-of the year then current* Officers, and v 
In- connection, with this rule the attention of all 'officers- is.- conditions 
drawn to rule 145 of the Board's Miscellaneous Rules, 1934. .temporary;-^1*; 
That order requires the reservation of -one-quarter . of :the establishment^ 
salaries of temporary establishments, other than menial- ‘■sv-
establishments, until the termination of the periods for which ’ 
they have teen sanctioned, such reserved sums to be expended'-, 
in <?ach case in which the work mav_not have been comDletedi
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Power to 
wary details 
«! temporary 
establishment 
jlndia Govem- 
m#nt Order 
No. 4393 Ex., 
dated the 
22nd August 
1910).

Items to be 
included in 
the estimates 
as
contingencies.

■within' the period specified, in the employment of the same or 
other hands to finish it. It will, therefore, be necessary that, 
in applications for sanction to the entertainment of establish­
ments payable from the record, grant, the periods during- - 
which it is proposed to employ them, should be regulated so 
as to lea v e  time, after the expiration of those periods, for 
the completion, before the year expires, of any work left 
undone by such establishments.

237. Commissioners of Divisions and other heads of 
departments are empowered, to vary details (namely, the 
number of persons employed and the period of employment) 
of any temporary establishment employed tinder .them. This 
power has been delegated in respect'of all temporary estab­
lishments, whether employed for full periods of one year or 
for longer or shorter periods. The following' ' conditions 
should, however, be obj^rvfd:—

(a) That the annual budget grant which is allotted" to them 
to meet record-room charges is not exceeded.

(b) That the pay of ho individual appointment shall exceed 
the minimum of the time-seale of pay. of similar posts in their 
ofT es except with the special sanction of Government, or 
unless there is any special scale of pay devised and approved 
by Government for these temporary posts.

238. The following items, if required for'record-rooms,
may be-included in the estimates as contingencies:— , ,
Almirahs. Rat-traps.
Shelves. - Hags'--*.; . •
Oil (kerosine). Fire extinguishing ’
Tar (coal). - appliances.
"Wooden boards. Dusters. >
Cloth (kherua). Brushes.
Repairs to furniture. ?<??§•

, Buckets. • I™11 supports.
Solution of corrosive Axes.

sublimate. - Lanterns.
Powder of naphtha. . -t Other articles necessary
Charcoal (coal). ~ for Tecord-room.

238(1). The cost of structural alteration of, or additions 
to, _ record-rooms and the, cost of improvement^. such .as 

v paving, coal-tarring floors, electric-fittings ̂ and constructing 
iron racks, even if required for record-room purposes should 
not be charged to the record grants;, but should be met from

• the grants made -to '■ Coiamissioii'ers ̂ of Divisions for minor 
works’ nnt a£ fTitK Pn'KKft W"rvrVs bndtrfvt.

60 ;



239. The cost of establishments for binding books and Establishments, 
r e g i s t e r s  kept in the reeord-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 g-rant.

240. The survey maps and records, when they get worn 
out, are recopied for use in the reeord-room and the charge 
on that account is debitable to the record grant. But the 
cost of copying .such maps and records when required for 
other purposes is not debitable to that grant. The Land 
Registration registers (A, B, 0  and D) are, however, kept 
in the record:x^oms for ihe convenience of the Land Registra­
tion Departnfent, and all-cost on their account, including- 
their binding charges also, should be charged against the 
Land Registration grant.

241. Articles procurable from the Stationery Office should
not be charged to this grant. Petty stores not obtained fro;u, 
it, when required for use* in the • record-room, - should, of 
course, be charged to the grant. The latter include such as 
the following:— . ,

Survey maps 
and records 
and Land 
Registration 
registers.

Country ink.
Stamping ink.
Thread. - 
Country pens. 
Book-binding.
Lac fo* sealing.
Talc fe-r native colours.' 
Tine gar.
Ghee.

.Paste.
Stamping inkstand. 
.Twine.
Pounce.
Sand._
Sand-pote.

! Country envelopes. 
Repairing scissors, etc. 
Pins and needles.

-Oil for lights, etc.

242. All expenditure for keeping the office records in Sale-proceeds" 
proper order will be made, under the orders of Government of useless 
in the Revenue. Department from the record grant: papers.

When' condemned records are sold under rule 204 the 
expenses of sorting and seUing them may be charged ’against 
the sale-proceeds, the balance being paid into the treasury 
and credited to Government under the budget head ‘XXXV— 
Miscellaneous.’

Mention must be made in the annual report of. the'amount 
-so realised and credited and~ of "the cost, incurred. •- ’ >T-



CHAPTER VII.

Library,

243. The library attached to the office of every District 
an<i 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 Officef)' without 
hi3 express permission.

Members (for the time being) of the Council of State, 
the Legislative'Assembly ahd the Bengal Legislative Council 
ordinarily residing .within a district are also allowed to use 
the libraries in that district.

244. The books in each, library are to be collected together 
in one place under the charge of the head assistant; who will 
•be. responsible for the library. The ordinary vrork in connec- - 
tion with the library at a district headquarter office will, 
however, be performed by a clerk of the English office, who 
should, be appointed librarian. . A specified gazetted officer ' 
will Le in general charge. I f  practicable, a separate room ■ 
should be assigned for the library.

244(a). In subdivisions the head clerk should be -in 
charge of the library but a junior clerk should be appointed 
as librarian, who should do the duty of pasting1 "the correction 
slips in the Manual, and should furnish a separate security.

245. The librarian should keep a complete list of .all
manuals, etc., in all departments (all of which really .belong 
to the library) and call them in when necessary' fend post 
the correction slips. It should be strictly forbidden to any 
department to get manuals except through the librarian, who 
will be' held responsible that the manuals, 'codes, books -of 
references, etc., relating to every department are kept cor­
rected up to date. -

248. Lists should bejprepared, dated, signed and hung up 
iff the -library in a' conspicuous' place, fhowing- during what* 
periods what gazetted officers and what librarians have from 
time to time held charge of the library.

247. A catalogue of the books in the library is to be kept 
ln the following form—vide Form No. 14, Appendix A : —

Group No. Title of Group

Title of Book and 
serial No. in 

group.

1

No. of 
volumes.

2

No. of copies 
in library.

3

Almirah or 
rack No.
•

i

■ Shelf No. 

. 5

- '
•



.J
24s^ The catalogue should "be revised every fifth year, Revision of 

nd a report aboiit all books then missing should be submitted the catalogue, 
bv the Subdivisional Officer to the District Ofncer and by the 
XHstrict Officer to the Commissioner, respectively.

The letter A should precede the almirah number entered 
in colum n 4; the rack number should be entered alone with 
no letter preceding it.
■ 249- In preparing a catalogue, a bound volume with an 

appropriate typed flap heading should be used. Under each 
class • where all entries relating- to existing books -have been 
srsnde, a 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 wjiich" the space allotted has proved insuffi­
cient. The necessary cross reference to such pages should be 
made.

250. The library is to be kept open during office hours, Access to 
the keys being in the charge of the librarian, or, in his library, 
lbsence, of such clerk as the head clerk may depute.

,251. A register of all books, reports, returns, etc., Register of 
received in the library is to be main tamed in the following books received 
'onor-^vide Form No. 12, Appendix, A :—  . No. 77.

63

Koath. 

‘ 1

Date.

t

- Title of 
book.

8

Ho. of
TOhlZDCS.

4

Wo. of 
copies.

6 -

‘ Frasn- 
whom

noeired.
«

"H ow
disposed

of.
7

Eemaifcs.

8

*

In column 7 above a note should be made showing the 
Imirah and shelf in which the book in question has been 
ilaced. • The librarian’s signature should appear in the 
emarks column against each book received. As soon as any- 
hing is xeceived in the library,,,it must at once be entered  ̂
i  this register.- Once a quarter the head clerk will submit  ̂
t for inspection to the District Officer/Subdivisional Officer.

251 A. A register of all .correction slips received is to be 
laintained in the following form—vide Form No. 12A,

appendix A : —
(1) Serial number.
(2) Description of correction slips:—

(a) Slip number.
(b) Name of Manual.

(3) Date of receipt of correction slips, in office' with
initials of Superintendent or head assistant.

(4) Number of copies received.
(5) Number of copies of the Manual in the library.



(6) If umber of copies correcft^d

S - n . “  1  “ CeiPi b;' t t '  “ brari“  “ d H  initial(6) Date of -pasting- of slir, Hi- +1, i-l •
- initial. °  P - t ie  kbranan and his

(9) Remarks.

As stfcii as coJTectfoa slips are receive c 
,or head assistant should send for the reZiJh  j Pe^ ntendent 
up columns 1 to 4, should send ^r^ster,aD;fl after filling 
the librarian Trio should fill up col ^  2nd ^ r e g is te r  to 
pasting which should not be more th n f?  I' I the tlme of 
shov.-n m column 7, the librarian I w m  *i?S m' ihe date 
6 ana S. Once a quarter thu reJ lt i  $  , Up columns 5 
the District or Subdivisional Officer61 ’ d 1)6 submitted to

library should b e r6ieiTed ia the 
page, and also on one o f t ^ a  * J i l l '  *7 T*! on tie  ti«*  
entered in the catalogue un d l f h l i T X e T i t d ^  *  * * *

b° ‘*  A « U  W ,  iaW  fa a e

64

Office

Group No. 

Serial No. 

Rack No. 

Shelf No.

«* put at the beginning o f X t  f  v "  A lisi -°f  them wS]

“ w S f “ e * °***"**■ T ti* " i l l f o r i < £ S t o t o a t
Groups.

Pages in the Almirah

1,2,3.

(^c&Qts of the Bengal Council 4.6

' ’ ̂ dSglr c ~ ■

65
Groups. „

. P«ges in the 
catalogue.

(4). Gazetteers and Historical fin-
K«+ i erTices of officers, list of officers and civil list ) .

(o )  Manuals Codes and Rules (non- 
legislative). v

(6) Botanical and Zoological.
(7) Agricultural [See - a]so 

( i o ) f  Eeports 2”  G™»P

( 8 )  Industrial and .^  ethnical (in­
cluding monographs).

(9) Educational.
(10) Annual Reports___

General Administration. '
Land Revenue.
Registration.
Stamps.
Dispensaries.
Police.
Jails. '
Sanitary ' - Commissioner*

(Bengal).
-Sanitary Commissioner ‘

(India).
Excise.
Civil Justice.
Criminal Justice.
Settlement Reports.
Survey Reports.  ̂ j
Agriculture.
Season And Crop Reports.
Agricultural Statistics.
Co-operative Banks.
Agricultural experiments. *
Road ^and Public . Works

Income-tax.

widtate:‘rad ■A«*d»d
Resolutions by ' Municipal 

Department.
Forests.
Bengal Veterinary College.
Reformatory Schools. . «, v

Almirah.
~Shelf.



Groups. Pages in the Almirah
catalogue. -§ h 3 T ~

Vaccination.
Trade—Sail-borne Traffic.
Trade—River-borne Traffic.

(11) Occasional Reports—
Famine Reports.
P l a g u e  R e p o r t s .

Fisheries Reports.
Supply of Labour.

Scientific, not included under 
preceding heads—

Archseological.
Meteorological.

( I ^ - v  L a w  R e p o r t s  a n d  D i g e s t —

I n d i a n  L a w  R e p o r t s —

Calcutta Series.
Bombay ”
Madras ”
A l l a h a b a d  ”

.(14) Miscellaneous.

in tk findex6 '“ " “ J. r e P o r t s  should be shown
be shown m the catJlo^e > o ^  * 6xist s W d

i e p t  o n  t h e  s h e l v e s  v e r t i c a l l y  A s  e a c h  a n n n d l  Z  •  ,

r e p o r t  c o m e s  i n  i t  s h o u l d  ^ ' T  ■ ^  p e r i o d i c a l

s h e l f .  •  ’  P 0 U i d  b e  P u t  111  l t s  P r o p e r  p l a c e  o n  t h e

g ro ^ sh o S d T e  C S ’̂ 0 -8- ^  P+rT°perly felJ in the same 
example th l 7 same almirah. . For
small ■ pamnhletq Kbc n.^mes ? ke linguistic Survey and

should Kb 4 really .belong-to the, same group and
a d S t  o f  t i s P a r r S ^ f  s P a « < ^  n o t

g r o u p  h a v e  t o  j  and b o o k s  b e l o n g i n g  t o  t h e  s a m e

t h e  a l m i r a h  a n d  ^  d ^ 6 r f n t  P a r t s  t h e  l i b - ; .  '

to . ’ d i p  tiM , l e  f t l " ?  almirahs are.far -
space is wasted TV, v T ’ and thus much valuable 
tVAlmlrah- is not lp ? 0^  ^  Prof  ded, that the depth of
place.’ the- almirah Jirt? -* j  lnches, it is possible to
the wall, and to convert ttf i  and n o t *ts back, against 
“ to a second receT>tIcl! ™  ^ “ eails of doors •
both sides and T h f a v l ^ J  almiral1 wiH thus open from 
An almirah onlvlf i  ^ spac® wo^ d. be thus .doubled.

• mches deep from front to back can be

utilized in this way for books such as the ordinary manuals,
Imperial gazetteer, etc. The doors 'to almirahs when poss- /
ible be sliding and not swing doors. - ‘r

25S. All racks, almirahs and shelves should be lettered "aim in 
or-numbered. The numbering of the racks and almirahs white letters 
should be done with, paint in white letters on the rack, shelf on racks, 
or almirah itself. Ik e  use of paper labels pasted on should shelves 
be discontinued, because in a short time they either fall off or almirahs. 
or are eaten by insects. Similarly loose tin labels tied on to 
a shelf are.not suitable, as they often get displaced and lost.

259. A good deal of useless expenditure has in the past Binding of 
been incurred by binding in a separate half-leather binding Acts, 
each separate Act passed by the Imperial or-Provincial Legis­
lature. .In future'such Acts as they are received sh:ir! be 
kept in a bundle between two flat boards. One bun ' ■ - jould 
be kepi for “ Acts of the Governor-General in Council”  and 
one for “ Acts -of the Bengal Council” . These bundles should 
ordinarily be bound annually, though occasionally it may be 
advisable to bind the Acts for two or three years in one 
volupj&

;X/Z60._ No book is to be issued from the library except on System of . 
otne .written -requisition of - a gazetted -officer or the head issue, 
clerical officer of aii office requiring it for-reference on'public 

^matters. These requisitions are to, be preserved chrono­
logically in fijes till the books, / etc.," are returned to- the - 

^library. "When a book is retoned, the i^uisifion relating to 
:'it  should be returned to the borrower or 'cancelled.

. - A Member of the Council of - State, the /Legislative
• Assembly and the Bengal Legislative Council ' may also 

boiTow from the library any book (other than a book which 
:’ is intended for the use of Government officials only or such 

. books as Manuals and Dictionaries -which' by reason of the 
nature of their contents ought not, in the opinion of .the 

.. Collector .or Subdivisional Officer, to. be removed from the
- library) : Provided that—

(*) No book is retained by the Member for a period 
; exceeding 15̂  dSys • from the date of issue.

(ii) Books which are in demand shall be returned within
: ' eeven days from the dtttfe of issue, if the Collector

. or Subdivisional Officer so'requires.
(iii) No Member.shall at any time have more than three.

books in his possession.
(iv) No book will be sent to a Member by! post.
•(v) It is not permissible for the Member to lend the • 

library' book to any stranger.

Note.—Law Books, Law Reports and Calcutta Gazettes 
may be issued to prosecuting Police Inspectors on their - own 
requisition.

1 261. A  register o f all booi^s, reports, -Teiurns, etc., issuea Register of 
from  the.libraxy on requisitions is to be.kept in the follow ing Issues No.TOfv



f F  6S

F S , “ od t  “ u>* *• “ l»™d

Seri aj 
num­
ber.

Title of 
book

Cata­
logue 

sumber 
of copy.

Officer
towhom

Issued.

Bor­
rower’siniti&lwithdate.

Date
of

issue.

Bate of 
return and 
libra- 
riau's initial.

Date 
ofeach 
remind* 

er. Hemaifcs.

issue of 
reminders for 
books'not 
returned.

Time of stock 
taking.

Receipt to be 
taken for the 
•woks sent out 
of the library.

Verification' 0f 265;

o f f i S  f o ? o ? S i S ' , 3 S e a°c, . b<i f  1 3 T ! d »
within a month from its ioe„ -  ’ • j  ls not returned

AuLafndrtfetcV̂?hetDefe “T?"
£ Ired0inktUraed theTea^shodd be° b r o u ^ h f w S

C o S  S SS t a t ° 5 ,CerTmayi °aU upon a Member o f  the 

is tfk^n W hen eharge o f the library is made over or stock

SK S “  t5&

a s s  ̂ rrsMsiv ifr*
s  ?ri" f  ^  ~  * 1“entered m column 5 o f the above register.

ibrary.

nsPection.

‘“art! file.

" ®Jer7 officer upon receiving charge of an office to 
™  ,aAlbrf.ry «  attached is to satisfy Mmself about the 
5  ou t S 6̂ 17- I ni eSS te  tken reports that the ^ J s .  
bp ara.m.j +ri  ° r • nany v?lumes -are missin - ■ it will
will be thencefnrw8-! r?°elv library in good order, and he win be thenceforward personally responsible for ~~ defects.
Kv t r o u g h  inspection of the library is ...
j>y the-librarian once m three months and the result 

' offi • -St ict 0ffi°eW Subdivisional Officer by the gazetted*
• 2 ^ * ^ -  -a »  e i . m y Z S * .

' A 8y a'r  ̂ file should be kept in the library.in which.
M „„t. , ®ffientere.4 periodical inspection reports of the 
gazetted officers in charge -and copies of -all inspection notes 
g^de-regarding the library by the Collector or by officers 

penor to the Collector. These, copies^should be", paged and

$ii2exe<l' and should be on half margin, the action thereon 
^ n o t e d ,  dated and signed on the margin against each
p a r a g r a p h  concerned.

V 26S. There should also be a register in which the gazetted Register of 
omcer in charge should - enter nis periodical inspection inspection 
remarks. . ’  roPort*

269.>̂ When a District Officer has ascertained by a person- Disposal of 
al inspection of a district or subdivisional library that more obsolete or 
soace is required on the shelves for new books, he should useless booko. . 
eiaiuine the existing books and make a list of such books as
are obsolete or useless and pass orders for their disposal.

270. The smte of the library is to be described in the Annua! report, 
annual report, it being specially stated whether all the books
are in good condition or not anjl if any of ? missing.

271."" One copy of the Indian Law Reports, Calcutta Indian Law 
Series, is supplied by Government to each District Officer Reports. 
a.nd to each of the Subdivisional .Officers of Barrackpur,
Gropalganj, Kalimpong, Kurseong and Siliguri, free of cost.
The copy o f the publication supplied to them is to be entered 
in the library catalogue of each officer and should be bound 
and preserved for purposes of reference in yearly volumes.
•These officers' will have to'purchase other/.series of the Indian 
;Law Reports if.they require them.' The accumulated monthly 
issues of an incomplete volume are fo be counted _ as one 
^volume, only for^the’purposes of the"Oattilogue. •

•_ 272. With a view to economise space in collectorate Bengal • 
libraries all the old volumes of the Bengal Quarterly Civil Quarterly 
Lists, the India Office List and the History, of Services of Civil Lists, 
Gazetted and other officers should be disposed of as. waste India ■ 
paper, only the volumes for the last three'years being pre- Office List 
served. As soon as a new number of any of the above pub-'and History 
Hcations is received in his office, the ■ Collector may send the Of 
hext previous number to one of the subdivisional offices to I Services of 
•which-Government does not'supply these periodicals. The .'Gazetted and 
subdivisional officers will deal with copies received by them; other officers.' 
as ordered above. It is open to Commissioners to keep thei’ 
above publications in their office libraries for a longer period, 
not exceeding twelve years, if they desire to do so, and if 
there is room for them in their libraries. - ■ '

272 (1). The classification of official publications, Official. 
reports, etc., will be found in the General Department Mis- publications 
cellineous .Circular Ho. 40,~ dated the 20tK' July 1901, to the " " _r'
address of Commissioners, which should be 'strictlv. follow-’ 
ed. .

. 272 ;(2j). _ The Bengal Legislative Council Proceedings 
preserved in-the Collectorate Libraries should be classed as- 

-B papers .fend 'destroyed after 12 years. One set of these 
proceedings should^'however, _be preserved - permanently in-1
fli a rinmTnioaYnn

69



A Deputy or 
Sub-Deputy 
Collector 
to be
in charge.

purposes for 
which
applications 
are. to be 
received.

When separate 
applications to 
bi made. '.

CHAPTER VIII.

Rules for the supply of copies of, and information respecting, 
papers and documents in district offices.

The Deputy Collector or Sul>Deputy Collector in charge 
of the record-room will be in charge of the copying depart­
ment and the record-keeper -will be responsible tinder him 
for the carrying out of the following rules:—

! .— Rules for applications,
273. Applications may be received from the public for—

(i) information respecting the contents of.papers and 
documents in the district office,, whether such 
•information be or be not required for the purpose 
of correctly describing such documents in. applica­
tion "for copies of the same; • .

(it) unstamped copies of papers arid documents of which 
copies may by law be given on unstamped paper;

•(***) stamped copies of papers and documents. -
In granting such applications regard shall be had' to rules 

332,- 333 and 334 below and any other roles or" provisions - of 
law in force regarding .the supply of information 'or copies.
•• -273A, .Defective applications and applications' ii£ jespect 

o f ■’which the" information or the copy .asked for cannot for 
any. feaspn be given shall be rejected.

Note 1.—It  should be' impressed upon the staff, that 
applications are not to be rejected^ on frivolous -grounds.-.- If 
there are-means ior finding the' right record or .register, it 
must-be traced even though the description .given’.b y . the 
applicant may'in. some respects be inaccurate or jiefective.-

273B. Information requiring anything but short’ answers 
shall not be given. If &ny -extract from tho^recorij or [the 
substance or any order, etc., or dociiinent is -d^ired^he.-pri)- 
per. course is to. apply for-a copy.'

■ 274. Only one application need be made -for-;copies. of 
papers or for information" required in connection-with- a single 
cause'or matter.- e.g.. if copies are'required of four separate 
•papers in one record, only one’ application.'•'is -necessary... 
When.copies of, or information'relating’ to, papers; coimect-' 
ed with different matters or causes are,.. wanted^;a^’many-  ̂
applications are necessarv, as-the matters or ĉausegTto.:;which 
(iey relate..
^  When.a person:‘applies for, copies^of. SeWlemerit';'.TecbfdLsc: 

or; maps' of more than one village, he .^ l.be 'requ^^ 'to 
orily~'one'’-application. V'T-he application'. for,-".copiesy6f : maps 
shovild;-'h6wever, be separate from that' for ^o^ea of'records. ' 
But"thi6 concession will not apply in the '^se ;of ̂ manuscnpt' 
records of non-Etas Mahal, arrears.of the; distnpt:'.of 'Bak^ftS
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275. • wrhen information is required relating to more SupJy of - 
tJmi one serial entry in column 1 of Register D, a separate information' 
SSpIicatioa must J>e. submitted for each .serial entry in res- relating to 
Sect of ■which the information is asked: provided that pne Register D.- 
■Spplication only need be ' submitted when the information 
jyanted.r'is of a simple character, though relating to more 
kth:uj ofie entry; e.g., the number of separate accounts or 
She number of proprietors in an estate. .
■y'.] '27B. • A ll ’applications for information or copies must be "When and ter 
fmade on printed forms and wtih the. exception of those on whom appli-*'. 
r̂hich. expedition fegs are paid, are to be made to the Deputy cations are tj 

^Collector in charge between the hours of 11 a.m and 1 p.m., be mst!e. 
e x c e p t  when office is held in the morning, when the hours 
should be between .6-30 a.m. and 8-30 a.m. The forms of 
application for information and for. copies are given in- Appen­
dix B, Forms 27 and 28. -They are obtair.nV-- Jrorrfthe nazir 
■or from stamp vendors at one pice per sLV ̂ ... Orifejof the com­
parers will atfcencTihe (Jourt-room of the Depu% ColleetoT 
charge, 'and will take charge of the- applications for infor­
mation or copies together with the' court-fgestamps and folios 
[as-soon as they have been'presented-to the Deputy Collector.
■.The comparer will check them and pun ch the court-fee stamps
‘Kother’-ihan those ‘for authentication) in presence of the
Deputy Collector .who will then-initial and date the appnea-
t̂ions. -'-.They will ihen be entered..by-the comparer in .the pres^

rcribed rejgisters- Appendix-A'F6riafl l& and 1 6 ,and the court-' Registftrs :
[fee^stonps ip ;the,GqT^fpBr^^ter.*; The Depixty. Collector. to..^e
;i^./charge .wilieheck and initial all .these registers M V_fnaintaineG,-
I^W^fe.^l&rgerLt^'a^pH^tioiie will '^ '■ W £efed ':” iii <E6' /
r̂egister1 in red ink; -

277. The forms (27 and 28)-of applications for inf or- Terms- o f .
•mation and^for.c'opies referred to in rule 27.6 may be-obtained- sale Of __
.by stamp vendors irom Collectors’ offipes a£- the rate of 80 forms 27 and 
copies per. rupee lot 'retail to the public at one pice per sheet. -28 to stamp --'

vendors.,v
278 .’  Applica^ o ^ ,in fo r m a t io n  in cases in thq/reve- ' ’ ’

n̂ue courts^and'^&ces' inwhich tie .amount-or value’ of the 
rsubjectiinatter^is; less ^han'Rs. ; 50. should bear' a co’urt-fee
..stamp, -pf WQ .anaas"tode^a^ple~ l^(a)^ paragraph 4,. Sche­
dule J t J t h e ;Coiirt;f^es-Act;vwhila.:applicatidn^ for„-inior-£ 
filiation In ‘all othercases and jall maft6fs/n0j^latiilgL.toJ.’casis£
'^ould_bear a '.<foT̂ -tTieeJst^p.;pf.ioiirijgmas,under. Article -1.

-.paragraph'.2,';S.chedule';li;6f.'.the.'-Conrt-fees Act;> as-re-.
:duced.'(from twelve' a'nhais) iihder. Judicial Department, hoti- .. 
fication No. 2784J.' dated the .31st i f  arch 1937.' All appli-' AH-applicaj: 
catibis 'for. copies" ; 'whether.ycertified;'.'or uncertified, -are tions;are.;td;£ 
ie.quiiedJ^~ Article 1 '5(a)rSphedule II of .the^Coiu't-fees.Act, ,.be niadii£^& 
:;^r;pf'1870^Sj^^ed;by^the'' Bengal ConS-t.fee" Acf.ol i922,.”stampe9i'^^

Sv -̂^OTEjrrtJ.)*- Under^oyenuhenf vUidi'a'-Notificaticfn No.' 
J.lOTExc.';\dated 24th FeBruary-.1905j',the fee chargeable on' 
-applications-for-copieV of the .documerits detailed in clauses’ 
(-4).and (1-5) of Govefnineht.of.Jadia Notification^Noj4650JJ

rr72 ^engal; Siam^ 
r zZZ’tiV- / ■ f.



Searching
-fee.

^Applications 
Ho be 
numbered.

- Method and - 
period of pre­
servation.

Time for 
.furnishing 
copies and 
information 
slips..

JJistribiiUon

and informa­
tion slips to 

. the parties;

Filling up ’ 
the -form, o f, 
applications 
for -•
information.

’ t  u ordm ar^ search ing  fee  shall be u n iform ly-fou r
+ a- f a'\eS’ ln, adhesive court-fee stamps

Th ,s ~amp 15 to 5® af? xecl *° application in  addition to 
he stamp required under ride 2,8  before being presented to' 

the proper officer. One search ing fee only shall be charo-ed 
fo r  any number o f copies taken from  the same record ar.I 
luciudea m the same application.

280. ^ applications for  inform ation and copies receivea" 
trom  tKe applicants shall be num bered consecutively a c c c ^ 7' 
m g  to the number g iven  to them  in  H eg isters .J o 'a n d ' 1G 
Appendix A , and filed m  the office a r r a n g e J ^ n — lio n iM r '' 
bundles in order o f  their num bers. N o fly-leaf is required'
A t tna d o s ^ o i  eaoh.quaj^ter jh ex jK ^ U }ft_esa xn in ed  b v  the'- 
je_cord-keej,eri who w ill report any  irregularity .o r ,- i ip u £ 5- :' 
tu ality  discovered The D eputy  Collector in Charge, a fter  i 
sa tisfy ing  hunself as ' to the w ork in g  of the office byV-’ a n - 
exam ination of the-form s recorded, w ill then direct theirdes- 
truction  ot-tttoseTm dr'e-than-tkpee-m onths-old, -- '  ' J...
• -281. - The tim e .to  be fixed fo r  supplying .the 'in form a­

tion. required shall not, witnout- the special orders ~3F " % e  
d e p u ty  Collector, in each case b e . l ater, than 4 p .m .":(o r-11 

..a .m ./u -h en office  is ..held in the m orn in g ) o f l f t e  T h irV  Open 
c la ja f te r  the presentation, o f-th e  application, t h e H a ^ 'o i '^  
sensation being excluded. .S im ila rly , the-time fo r  furnishin-r

after the o p t i o n  of-the applicati^
.necessary;- folios, stamps, etc. " * ;I -*V. f

* ofio An * * 'l'7  Y T V  -p .cop ies and information 'slips shduld-~.b£'-distil-.' 
buted to^the.puoiicj^h^resenc^iJh^^putylCollector in 
charge of the record-room. This should ordinarilv lbe "done

• at an hour of the day after 3 pirn, or 10 a.m: '(in’ the case of
morning sittings). '  .........

II.— Rules for Information'.^

283. Applications for. information shallbe'prese¥t'ed'in 
 ̂^uphcate m Form 27. The applicant, is, to pr^ent j&eiappli-

■ cation with the duplicate spaces; reserved for“th ? '3 ate -his' ’ 
name and residence,, the particular's of - the ^information 
required and the searching fee Tendered , by .him:'filled':Tip

• Xhe comparer will enter- in-duplicate iii ihe firsVrcbluW'the'
• consecutive number, and the Deputy. Collect or-^ill 'put "his

initial in duplicate in the seventh column.: 'If thef information 
can be furnished at once,-the comparer-^iU- note the same pi 
tiie upDer portion of the form in the cplumn for_remal\£s‘'an( 
maice that, part over to :the _ applicanj;r r.fo flatter/*

.-.receipt in the'column for remaris'mi.tfe^iowgr^oftibn^^Hci 
. ° e. retimed ..and ;i^ o iird )^ i5 ^ t^ ?o£ S ^ ^ E ^ ^ §$ n o l 

;fSfunus.V the mformati6ĥ  at ’6iice;*he, ^riter^in^uplidate4iin  n 1 iV../ aaIm - - - f  * Xl. _ - £ __ _ • * ~~~ 11. • -T * i rf-:'

r^upper'-and- lower portions of the\forin;'with' coluinnVi ô' 7 
-thus fiued; up,.will'then be separated.. The lower-part,will"be 

£>made over to the applicant, with.a.idirection to return ’with-it 
K§&S&r“ 9ie fixe.d-!ic'J'he upper,'^rtion^will be' pasMdfOn&o

clerk "to whosfi-dgpartment it pertains who will enter in 
^TT^lmnn lor remarks the necessary information and" 

nrfn ft to"the receivinF~officer~bef5fg~thTlime^'prescri5e3^)
Bn the applicant’s reappearance, this upper portion, bearing 
the “in fo r m a tio n , will be made'over to him, and the lower por­
tion bearing his dated receipt in the column for remarks, 
will-'be taken from him and recorded in the office.
•’ *V’r jfoxE 1 .—The officer in charge of the record-room or the 
presiding officer, as the case may -be, will fix the hours within 
■n-hich the applicant should reappear for taking delivery of 
the’ paper containing the information.

« /Note 2 .—Each :clerk through whose hands an application 
for'ifijprmaiion passes shall put his initials, and the date, and 
lipurlfcf receipt and passing on by him on the back of' the 
application in the manner indicated in r-.’ -. .

. '^284. ̂  By .paying an extra searching fee of one rupee, the Extra 
applicant shall be entitled Jto receive the information applied, searching *.

- for by 4 pan. (or 11 a.m. whin the office is heldin the morning)- fee: f"  ‘  ̂
,pf the day on which his application is presented. This addi-
• tional fee .shall bejfaid by means of an adhesive, stamp 'with : 

the application. 'Under:the orders of the High Court," when
.fees for searching records in the Collectorate'and other reve-.. 
t nue offices are .remitted by the Civil Courts, they should be ; 
fisent. ih^u£i^feestamps; and not in cash. . .. s. ;
» .--:f ..
^  The*'rate of 'searching f̂ees. to be-leviedj on'dppn-
". cafeoiiis^froin' landlords .for^information regarding ]a^loSTS,>'s e a r a j^ $
> fees'shall be^-1  ’ "  " - ■ %'i feesfforT^i;

- ' ififdnnatfon 
Ka. a. - Vegarding"^

" For thê first year . 1  ~- 0 , landlord5’ - '
•’ X - fees.''

For-every, additional year - 0 8_'

yX - "
HI.— Rules for copies. .

-f; S286. v^pplic^ti'ons io r ‘ 'copies' snouid be presented- ‘>111 Presentatio 
~F6rin;28. ~iTlie'5ate’-'of receipt-and^thetserial number of ihe'-bf.applica- : 
h appHcations '̂shall .bê  noted on thetipplication and on-the ."tions for>r"  
'coimter^oil. ,;VIf it .is'"possible at. qnce'-to" inform the applicant copiesi\‘A

• what ;cpfift-fee ;stainp§_ and folios. will.be required, ;and if '
' such" stapip’s-an^pfolibs ;haye not been filed-with the:applicar
■ tioru- the^coinparer should note the requisite information on 

the^aok^o^he'TMunterfdil-and return'it to the applicant.; 
3£ithe£Sfprmatioa^ca.nnot^be ̂ iveai -at_once, ■ the -.applicant'" 
shQ^4^^.ihfbrmg^t£a^he';m^pri^ifion: will be posted on.thej

va  ̂ -^ e o^i^'g?'pf.;
tKel'officl^^tiw^pU^mg.gay-'ahd-^hel-wo'rds _‘ ttoid 'toral^Q^ 
^StieVopen^^&Ti^&..i^\::.V.:s^.s;.?: - /shall
noted'jp^-th^sqtmterf oil .'Which- -should then be' reWfried' 
.tEffVappKi^f’̂ ^^W -'ieqiiM te’ stamps and iolios ,hiy.e"03'een:: 
iled  with- the' îtpplicaiion,-. t̂he- document required to 'be-'c,bpfed^
. shall :̂bej.at. onc^;§ent by.-the. .office - wij;h.,th'e. &ppH^tion^&>2tli§...................................-  • —
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Application 
for copies 
from parties 
residing out­
side the 
district.

Condition of 
commence­
ment of pre­
paration of 
copy.

P$-be made by the Head Com n n r C  e ft L i  ?ter
the various sieiSTTEim lir^rtifc^^~pv p „ ,5.!s w ,  %

for copies in fo ra T V ^ ^ h v  nnl+^-iv 10 ^ 3trfait m'*Y appl*

be affixed to'the application^ pdd?°nr?^'+r • - Sl*mp 33 
Mder rules 27S and 279 f  I  stamps required s
register. On receiai of fC  „ ,e.nteredjn the court-fee *
be informed what cohort •'
which must then jbe sunnlW K^V  ̂*2 nS Wn be Squired, 4
should be used L  by If n “  f PU;. Service stan,^

. responding with him. if necessary “  cor'
'  registered post with k d k n o w l e d K s n t °  ^  b>

'^ ^ ^ r e p a S i o n ^ r t T  ^  “ Midered complete nor -will
: ,caaA af  ̂ p L d  i i  k 'r t L  ^ 60^  F * 1 - -  *2&-

■ '■ required. If they are « nf ,-‘co?^*|e«-«teinps,* foiios, etc'/
. intimation of -the ^eposjted -jgthin T;three days' nf

V i s  struct off. . equired, the application should

" *' r e v i t S ^ i?  ? * '  h Ty hp[tS’ vhea siruch M ^ io u ld  no; -

r .  oopr ^ b ^ !£ S Ibe • ? * * « ? ! “

laid down in rules 276°Si^2^fi “ ™P.le.ted.-.the-procedure .
or d « ™ , t t ,  . i i .  & ; “ »i2a|{ h U ^ t o ^ J F ^ *  ■ ascertain the ammint nf ' fol lowing day,
99P> applied for and the n Z h l ^ j W 8 ^  J &
preparation. -- * npmber of {oho? ^ ^ f f r jo r ^ t s .  '

m Vhose custoly the recofd Is wh ‘ tlle ,qffi'cer *
ar stamp thereon the' riaVFfp *, • ;i once , note-legibly 1  •
the date 0f recett sW n l  L  v  and:court and
f l  refer to the' document?or ^ r d S ^ i t h ' '>f the copyist or tvnicf ora,^Iia- ̂ h.Lhe^asjSistance..
he number,of folios>eouirpd j a? ^ ^ :% » / fi’sfcimate.-- -
opy is reonired * rr. _vn  «.■■• ^ ° 9 ]^ 6nt-i3f ..'which-' a 'j • J.Se flhall then- eater '■fte"amStBrt“ îf

|SSg3fflSS^«SB8-,
> :the copying tJe'Dartrn'fi-nf 'Do -• - -,-^r.eadiness.%fox iJelivery .- ie prmv Tt* ‘as soon as-it is ̂ eh{ ior3 rebarir»
ie document S 3  be * ° '  "
t e ? ^ a ^ . . n d

-, JTote.— This rule is not intended to allow copyists ‘.the 
''rl'~ht of entry into the record-room and they must in all car-, 
‘eincitances be excluded therefrom. If the record from which 
copies' are Tequired is in the record-room, the copyist should 
be shown the record in the Becord-keeper’s office and should 
not be permitted to handle it himself more • than what is 
necessary to enable Jam to assist in making the .computation 
provided for in this rule. .
I 28SB. The number of folios required should be carefully 
ca lc u la te d , so as to obviate the necessity of obtaining addi­
tional folios irom t h e  applicant, a contingency which under 
a proper system, ought never to arise.

‘ 28SC. Application for copies should ordinarily he returned 
ion the same day and never later than the following day to 
-the Head Comparing Clerk with the report'Tequired bv "rule 
TJSSA.above: - •»* -•

* •»
~ - 2S8D. _ On receipt of the necessary reports nnder nile 
:288A; the * comparer shall before leaving office estimate - the 
n̂umber of impressed stamped sheets, and -.court-fee — stamps - 

necessary and note them on the -back of the applications, and v 
ihless_ these have already„been filed shall prepare^a list inTthe • 
foUowing form which shall be hung up on-the notice board 3 
“ .fOWJ.M office ’opens’'next' day.’ .•Bejebted->i l̂ijStt;fa«tX 
Shall also be shown in this list

|- riTOTICE. i /  *

~ iNTOBilATrONTO APPLICANTS P02- COBKES..' ' ’ ’ ;  ''

' Th« applicants mentioned below are warneid that their 
spplic®^101*8 will not be considered .complete nor will the pre­
paration of any copy, be commented.until."the. full court-fee—. 
stamps and the full-number of.folios specified:in column 4 
lavejbeen supplied. -• :h J7- -  ;

‘"Jf -i^aay^case the said stamps and-folios are.ncrt supplied-V;: 
:withm S'days of-the date o f ‘this , notice, the application^rill 
fte struck, off.’ . -.r •

application'. ‘
>.-r * *
"4

'̂ DEm.l iiimber 
of application.

2 * .

Name of 
applicant.'

,- 3 '

..Infoimation' 
given to-_*. •' 

applicant. .

. '  4"

Remarks.
. * ‘ «». '■

. 5

'?iz i

<• '■

- ".vr\ ■ ' «5> -'r'

j*;..?ysvi-rt .. '



L ist o f 
cop ies  ready 
fo r  d a 'iv s ry .

. Procedure 
for supply, 
ing court- 
fees, folios, 
etc., by the 
parties.

76
289. The comparer will prepare daily and hang up on € . 

record-room nonce noard between 2 and 3  p.m. or in case nf 
mormnor sitting between 9 and 10 a.m. a list of the copies 
reauy lor delivery. The list shall be in the following form—

NOTICE.
L is t  o f . copies hrapt you  d e l iy e e t .

Date of 
ftppucAuon.

[ Serial No. of 
1 aopiijatioc. Name of applicant.

I 1 ,- .. 3..

.

•si'jMii'jre.of Comparer. 
Date 

290.

Signature, of Deputy CoUecUrr-in-charge. ■ 
Date "" 1

T ae  applicants must present 'the, requisite folios 
siamps, etc., to the Deputy Collector-in-charge within the
s W i W h  %  s*i0nld.fil,e “W  the folios Jist 
Z Z nl th^ h r̂ d aatf  of the application, the^ameof the applicant, and the number of ffolios, filed. ;Court-fee

c]othP,\ ) f l  a P7h S  f?es or fo r - ^ e of forms’or tracing 
v £  should be affixed to sheets of .plain paper, .on Which the'-
datenf C?Urt:-fee ai W  toother w itH he number and
£  . 1  ^  the Pame.pfthe applicant-should

These hats and papers are to be stitche'd to the
tht « f T 8 r S ? 4 applications and should be; compared with 
the estimates of stamps and folios noted on the back bi the 
applications and should be initialled by the Deputy Collebtor- 
m-charge as'a token-that the correct number-, of folios ‘ -plain 
paper and.court-fee of required values has -boeii-filefcr^ <

app3fcant'Should at the same tmie’greseht. along with""*
- folios, etc., the counterfoils of their original applications ' 
The comparer will giye on these counlerfoile i '  reoeiit ^ r  
the folios; stamps,, etc., filed'-and m  nStei,'^ S I d
Will Z  r L aPP w t<0Ctw v  i&U and. hour.-at which'the pdpy ill be ready He. will, then -return-the 'c'e’(ikie>foHsdo the • 

■apphcant3 and it. shall be his duty ,t£ attend on ^h^fiied 
ate lor the purpose of -receiving the copy. ^  -~<v

n̂T,?-90^ - 4 fter m^ nS the proper entries In  the Register^of 
pplication for copies the. comparer^shall [-forward'the-appli­

cation to the proper officer having-cuiitodyo'f the:'record with - 
an endorsement requiring him tQ. makeTPver iFeHecesskiV'' 
ocument or record. Such officer. Bhall"iniinediately'send the':- 

onginal record or . document 'with v'th^appHcafion riotin g - 
,tLe,fact ?f. compliance , and the'date:.t\The-cdmp£-er ‘ 

shall pu,t in his initials and the date as a token of acknowledtri - ment. * . .. • _• *

Note.—-Only those papers .of. the records of. which-copies 
are. actuallyRequired are to be sent, to the' Copying ̂ depart? 
me^t and in'every. Case a removal ulin r
thatjplace.'

”77

^  29DB. Immediately on receipt of the original papers the 
Jiead Comparing Clerk shall make them over to one of the 
copyists for the preparation of the copy and enter his name 
in the.appropriate column of the applications for copies. The 
wort should be so distributed amongst the. copyists that 

r normally no copyist has more than one day's work in his 
possession at one time. ./

290C. In the case of certified copies of applications made 
in Form Nos. I* IA, H and III or of notice in Form No. XYI 
prescribed under the Bengal Agricultural Debtors . Rules',
1936, the applicants should present the printed, forms of 

^applications and notice as the case may be in-lieu-of fplio3.
These printed forms can be had from the stffirrp vendors'and 
pfter presentation Trill be dealt with in the same manner as 

f folios'.

291. ' If the folios supplied by the applicant M l short of Additional 
what is required, additional folios should be called for,in the folios, 
list prescribed in rule 2SS. The additional folios should be 
filed - during the prescribed hours with a list in the same 
way as ordinary folios are filed, and before- tliey are1 distri­
buted to the copyists concerned the. list;should be. stitched 
with. th§ original application, should be compared with the 

"report of the copyist and initialled by the gazetted officer in 
'charge,, and the comparer .attending the - Court -will .enter 
them in.the’ prescribed- register.- rAreceipt fo i them sfiould"

;bT;given on the counterfoil as prescribed in rule 290. ■ -

No t e .—  W hen court-f ee stamps supplied for certified copies 
are found to he short, a similar procedure should be adopted 
’ for obtaining the deficit.

• 291 A. '' Care, will be taken to have the ■copy ready in each 
case by the time fixed. - The-Head. Comparing Clerk will-be 
held personally- responsible that all original&jnp returned and 
a receipt for'thpm obfaun^dj^isetit-the-recora-room or depart­
ment. concerned otf f̂Ee aay the copy -is &eady for delivery. - 
:The officer receiving back' the record shall sign and-.date-.ih.ej 
appropriate column of the Register of amjlieation tor romes.*- "

-vi TJhused. folios, if any,' shojild-ruot Be- ”retained in Unused 
the office,: but .should be attache^ttfthe copy for the prepara- -folios, 
tion of .which they were filed ̂ d-retS fned to-‘the applicant 
together with'the copy, a receipt'fSr'Koth being taken on. the 
back pf - the -.appHcAtioiir--Should the applicant in . any case 
faifl to appear to-claim either the copy-or .the unused folios, 
both must- of. necessity .-he retained temporarily; but .'on the'- 
last day,of eacH~5Toa th all unclaimed copies-ready for delivervJ 
before -the'close ot tî e -preceding'month.-.together withrall .
nnuse<lJoJioa'.-attacEH~thereto7sFall■ be destroved'iir;the'
same manner - as' is prescribeJln the .case of ffie^i5 ipressed_ 
stamps of folios .iised for copies.' The number of foHos .so. 
liableto. destruction is to,be ascertained .from' -the. entries* 
inColtmn\ 16 '̂of the Register'maintained in''yorm '^p^ISS 
^ot^jpg iii this riile shall,'^ho.wever, 'deprive the ‘.wpyists^r.^
the. rvriiflti •“nf ; a ■ta Trinn<itq*KriŴ Pii 'f^ 4l» am '



Extra

•This is a 
fee for credit 
to Govern- * 
ment, and no 
part of it is 
payable to 
thecopy- 
istor 
typist.

Duty of
clerks
through
whose hands
applications
pass,

Applicant's 
J’gnature 
1°, be taken - 
^nen copy. 
^Siverert. ti: -

iim  t & L T f s S f o r m e d 16 Th^sh^ u v 11 ^  reVJnied to 

- d  e ,Pe £

nished o n ^ end a ^ 0F ± w - reqUlres tis copies to be fur-
(or, if the copieS% x c e ? r f o S T o C o ? w e8 °f  ° n6 ? Pee four annas for each 1 1  of , our annas each, 0f
«  all copies s
fee stamp which should be affixed to ?  i ' ^ 7  a, Murt- 
copy. Care, however, i s to b?take - % ^ } ^ on f,or tie

an S f ^ o u g i  ^
urgently required. 'to fum« M iie  copies

" * S a i k “  .
and folios have been fiW  m  Pt f  necessary stamps i 
application, the applicant f t  no£fflrf ™th ’

^ o s ^ ^ ^ fp ^ s g s is .:
he followed.”  Procedure laid down in rule 291 should'^

mention i£ the Sdorsem^ent’ t f  ° f ^  faPPHcatio^ n d  shall 
he delivers such application °f ° ffic?^ to ^ o m

. one below t h e * ®  t h e B̂ d be made
- top aid three f r L ^ t n ; f  A  7 * -^ °  “ c1hes

the appKcation“ £ d  S S  b e k ^ t i S n ' * ' f

must also be initialled ■ by jfr% clerk concerned • ? h®s? -entnes

s s S S K '-fe S r S S f,z?n Ksa

pf the application. -The. counterfoil, of the application should•3^aSS&5£*** *--*• *»«f£fES,

7S
2S6. Any person producing an uncertified copy tnTy 

/get it certified, if the original is in existence, on his filing,* 
Iwith his application, a court-fee stamp of tvro,annas and°a 
""iearc’i: fee of four annas .as prescribed in rules~278 and 279 
above in addition to the fee required for authentication.”  

Is'ote 1 .—Copies^irifh notes written on them or por­
tions marked or underlined shall not be accepted for conver­

sion into certified copies.
’ 2Cote 2 .—If the original has been amended or added to or 

if any order has been endorsed on. it after issue of uncertified 
•copy the uncertified copy cannot be converted into a cer- 
itified copy.

297. Ill the c;:>e oi certified .copies, the court-fee charge­
able under the Court-fees Act shall be levied by affixing the 
necessary s’tamp to the first folio of the copy. It shall be 
the duty of the officer who authenticates the' copv to see that 
the stamp is correct before he does so, taking the orders of 
the Deputy Collector in charge in all cases of doubt’ or 
dispute. The officer who compares the copies shall note the 

' \fDu>eI ?-̂  Trords written by the copyist.or typist on the'back'
; of the folios, so that the record-keeper, who should fi*6in time 
-to-iime check the number so reported, may.be enabled 
: to verify the correctness of the stamp affixed.' *:

^lien  a bertified copy is granted, the following 
^particulars must -invariably be recorded on the back of the 
.copyitSelf, and in the form given below:—

' Date of application for the copy—. ------  ------
■Date fixed for .notifying the requisite'number of^folios 

and stamps— • ■_ ?
Date- of delivery of the requisite folios and stamps—
Date, on which the copy was ready for delivery—.
Date oi making over the copy to the applicant?—
Cost'of copy—

297B. When an uncertified copy is, under ruie 296, con­
certed into a certified copy, the cost of such copy and certi- ‘ 
ncation shall be recoj-ded in the particulars on the back of the 
copy as prescribed in rule 297A.

* 298. The following fees are prescribed by la w :__
■'.. 'Articles >^-9,' Schedule 3, Act V i! of 1870;

- .r Article 6.-r~Copy or translation of a judgment or-order 
not being, or having the force of, a decree".— . «
_•— When jsuch judgment .or orde'r!_is passed by any Civil

■ -“ -yourt other than a- High Court, .or by the -bre- 
officer of. any Revenue Court or offi.ce’t-.or̂

' bt  f-n7 .other Judicial or .Executive authority—. .
r-, , ’ . '  ' '  f . . .  -Bs.'AsV'**W.. it  ..-the amount or value „ of !•-the 

-iiubject-matter is fifty or less than 'Cr '^r  
.; fifty,, rupees . . . .  - 0  . 6  •

If such amount or value exceeds 
fifty-rupees . . .  . . . .  q 1 2  --

yyjien '  such' ."judgment - ’ or "order is 
-^passed by a High .Court

CeriiJis
copies.

Stamn



Article 7.—Copy of a decree or order having the fojge 
of a decree.—

TVTien such decree or order is made by any Civil- Court 
other than a High Court, or "bv any Revenue 
Court—

Rs. As.
( a )  I f  the amount or value o f the 

subject-matter o f the suit wherein 
such decree ox order is made is fifty
or less than fifty rupees - ... 0 8 ~l0~

(b) l i  such amount or value exceeds " _ ,
fifty rupees ... 1  0

"When such decree or order, is made
by a High Court ... 4 0

Article 5 -—Copy of any document liable to - stamp“duty ' 
under the Indian Stamp Act, 1879,* when left by any party 
to a suit or proceeding in place of the original with-^T 
drawn.—

t Bs. As.
■ (a) "When the stamp duty charge- " 

able on ’the original does not ex- ,
ceed eight annas (the amount of TV 
the duty chargeable on the ori- .. >
ginal) ... 0 0

(6) In any other case % ... 0 8

Article 9.— Copy of any revenue or judicial-.'proceeding 
or order not otherwise provided for by this Act, or copy-'of 
any account, statement, report or the like, taken out of- 
any civil or criminal or Revenue Court or office, or from 
the office of any chief officer charged with the executive, 
administration of a Division— . . .  7

.  ■ Es. Ab. .
For every three hundred and -sixty 

words or fraction of three hundred 
and sixty words ... 0 §- .

N o te  1 .—Under Government of India Notification-
No. 4650, dated^the (10th . September J.889, following' 
reductions and remissions of duty have been. ordered: -r- "•

(a) The fees chargeable on—
(i) copies of village settlement-rec’ords furni3hed"; to 

land-holders and cultivators during the 
currency or at the termination of settlement. ‘ 
-operations, and

(ti) lists of fields extracted from village settlement-'- 
records for the purpose, of being' filed with 
petitions .of plaint’ in settlement courts have'

; been remitted: ' - ... -

’V •. now.tho Indian Stamp Act, 1899 (H of 1899)». General Acts. 
.̂̂ v.JVoInine Y. .



M
,

, Provided that nothing in this clause shall apply to ' 
copies of judicial proceedings, or to copies of village settle* 
jjient-records (other than lists of fields) extracted as afore- 
faid •which may be filed in any court or office.

(b) The fees chargeable "under articles 8, 7 and 9 of the 
'first schedule to, the Court-fees Act on copies furnished by 
pivil or criminal courts or revenue courts or offices for the 

.private use* of persons applying for them have been
remitted: • -
. Provided that nothing in this clause shall apply to copies 

.when filed, exhibited or recorded in any court of justice 
or received by any public officer.

(c) The fees chargeable on a copy of an O Tder passecl-under 
section ZJS'o f Bengal Act II of 1886 have been limited to one

" anna^/^ "\
’• 's"(2) The fees chargeable on the following doci^fnecis have 
been remitted
. (t) Copy of- a charge framed under section 210 of iho

Code of Criminal Procedure, 18S2+ or of a 
translation, thereof, when the cepy is given 
to an accused person;

(it) Copy of the evidence of supplementary -witnesses 
after commitment, when the copy is given 
under section 219 of the said Code to an 
accused -person; .. 's^.-

(iii) Copy or translation'«f a judgment in a case other
than a summons-case and copy of the heads 
of the Judge’s charge, to the jury, when the 

--. copy or translation' is given iinder section
■ 371 ‘of • the said Code to an accused person ;'

[iv) Copy or translation of the judgment, in a sum­
mons-case, when the accused perkm to. whom 

r the cof>y or. translation is given under sec­
tion 371 o f  the said Code is in ja il;

~ iv) Copy of an order of maintenance, when the copy
• - is given under section 490 of the said Code to

■ the'person -in whose favour the order is made
f / /  or . to his guardian, i f . any, or to the person

to whom, the allowance is to .be paid; I 
\m) Copy furnished, to. any person -affected, Jay 'a ' judg-

- ' inent'or order passed by a Criminal Court, ■'
of the Judge’s charge to the jury or of any 
-order,, deposition or other part of the record,, 
when- the 'copy is not a copy which may be, 
granted' undpr any of the preceding sub- 
clauses without the payment of a fee, but is 
a copy which, on its being applied for under 

Section 548 of the- said Code; the ’ Judge or -  
Magistrate,-'/for some special . reason . tp\ be ' 

-recorded by him- on the copy, thinks fit to'--'
, -  furnish without.such payment; Vi

. .  .------- . .  .___. --- ------*— . . . .  . ' . ------— — . . .-
•Having regard to theprovisions of section 76 of tfce Evidence'Act, this?' 

concession refers to uncertified copies only. 'v. ;
- - ' now the Code of Criminal Procedure, 1898 (Act V of 1898), ■ General; ^
Acta,VolumeV. «.



(i-it) Copies of all documents furnished Tinder the ordeys 
of any Court or Magistrate, to any Government 
Advocate or Pleader or other person specially 
empowered in that behalf for the purpose of con- ,

■ / ducting any trial or investigation on the T>ari of •
: ’ tlieZG^emmejnt-befor£_j«iy_ ( S minaTT^urt^ - 

.(viii) 'Copies of all documents which, any such Advocate,
/  Pleader or other person is required to take in con-

nection with anv\such trial or investigation. ; u-r 
the use of any Court or Magistrate, or may con- 

^ sider necessary for the purpose of advising the 
Government in connection ■with any criminal pro- 

y  s '  ceeaings; •
v ‘ {ix) Copies of judgments or depositions required by 

officers of the Police Department in the course of 
their duties. "

2." Under Government of India Notifications No. 46-34 
Exc., dated the 17th August 1905, and No. 6919 Exc., dated 
the.3rd November 1909, respectively, the fees chargeable on 
certified copies of entries in records-of-rights furnished in 
accordance -with any rules for the time being in force under 
the Bengal Tenancy Act, V III of 1BS5, and the Chota Nag­
pur TenancyAct (Bengal Act YI of 1908) after the final pub­
lication o f auch recprds-of-rights under sections 103A(2) and 
83(2) of these Acts, have been remitted.

3 .: Under Government of • India Notification No. 4174 
Exc., dated the 9th August' 1910, the *fees‘ . chargeable on 
copies of' documents- furnished by a District Magistrate in -

. Bengal to a pleaded appointed by. the Court to" defend a pauper ' 
accused of murder have been rerttitted. •

4. Under Government of Bengal notification N o';&332J., 
dated the 4th March 1938; lie  cotrt-fees chargeableoh certi­
fied copies of entries in record-of-rights. pf a village or a. 
portion thereof maintained under the Bengal ‘Tenancy .Act, 
1885, shall be as follows

If the number of words does not exceed 360—Annas eight.' .
If the number of words exceeds 360 bu^ does not exceed 

720—Rupee' one..
, I f the number of words exceeds 720^Rup'ee $jL£ '= and 

annas eighth ‘ • V
fThe above order’’ relates to copies granted subsequently 

to the ire'e distribution of copies o f . record-of-rights under 
note 2  above.]

5.. Deleted., .
6 ! Under section 34(2) of. the Cess. Act'~(Bengal Act IX  

of 1880)j- the Board of Revenue has .directed that-^ .
" .. (*). c6'pies':of./o .nroch of the>;yalnationCroll''Midibf ' the • 

retaniB as relate; r to tie-'lands '̂-mcl'aded 'Tfrithm --
■ the applicant’ s estatê , tenures’ or holding/may
> be'given to-him on payment of the copying ;fees 
f  only •



(n) on application', which may be in plain paper, from 
tie superior bolder in whose estate or tenure 
rent-free land has been included under section 
71, copies of returns (without boundaries) filed 
by the rent-free land-holder should be given, on 
the printed form free of cost.

Article 24, Schedule i, Act H of 1899.
Article 24.—Copy or extract, certified to be a true copy 

or extract, by or by order of a'ny public officer and not 
chargeable under the law for the time being in force relat­
ing to court-fees—

Es. As.
(i) l i  the original was not- chargeable 

with duty or i f  the duty with which 
-:it was chargeable does- not exceed 

y  one rupee ... -iO—-S ^ -
( « )  In any other case ...- —

Exemptions.

* (o) Copy of any paper which a public officer is expressly
required by law to ijjake or furnish for record in any public , 
office or for any public purpose.
■~r (b) .Copy of, or extract from, any register relating to 
births, baptisms, namings, . dedications, marriages, deaths 
or burials.
-V- *£ " . . •*

The expression ‘ ‘any.’ register relating-to-* * 
marriages'” ' in the clause includes registers relating to" the' 
dissolution of marriages. (Government of India .Order 
-No. 2806 Exc., dated" the 8th May 1907, to the Government 
of- Eastern Bengal and Assam, received with Bengal Gov­
ernment Order No. I l l  T.—S. R., dated the 22nd May 
1907.) ' \ '

2S9. When a copy of a judgment, decree,- sentence, or Particulars to 
order is granted, the following particulars must invariably be'recorded 
be recorded on the back of ihe copy itself, and in .the form- on" thfe -back of 
given below for the information of an Appellate Court the copy.. 
(Section .12, Act X I o£ 1908, the Indian Limitation'Act) :— - "

'Date of application for.the copy;  ̂ ’ ..
IDate-of notifying th'e requisite number of folios arid

atampsf •
Date of delivery of the requisite stamps and-foils;
-Date on which the copy was ready, for delivery;
Date of making." over the copy "to the applicant.
Jote.—It has been held that the. time'-.."requisite" for' 

obtaining a copyis.the time by-which-the'convis'readv for' 
delivery. (BL Cal. L .R .; .293).—I. .*< * »■ * v.' . * . • *" _
'■ 300.i •■'-Whenever•?'copies are .. required of
the" registers and .-forms enumerated- in the list below, -they- lorniiiji 
should'be inade. on printed, forms. .........-  - •



Collectors should allow for the requirements unis? this 
rule in preparing their indents for these forms^ 'vTa doing 
so it should be reniembericf Ihat~~if~forms Tion short”the pub-
lie will either have to wait for their copies or pay the
greater cost of copies to be made entirely by hand; —

(1) Settlement khatians.
(2) Working, khatians.
(3) Settlement khasras.
(4) Settlement khewats.
(5) Settlement Tillage notes.
(6) Terij in settlements under the Bengal Tenancy Act.
(7) Bhuinhcri register and man under Bengal Act II

of 1869.
(S) Forms of kabuliyats.
(9) Forms of pattas.

(10) Road-cess revaluation rolls under section 35 of the
Cess Act.

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

(12) Hoad-cess form (old) No. 24, (..•;?) No. l-^-Forms
of return prescribed by section 14 of the Cess 
Act. ' • "

(1-3) Land Registration Registers A, Part 1 ,. and D, 
Parts I £nd II. • • ~ I ■?..

(14) Application for mutation -of names. - - •
(15) Decree and kaifiyat in land registration cases;
(16) Board's miscellaneous Forms » Nos. 58' and 211

(rubakari and intimation slip).
(IT) Land Revenue and cess tauzi ledgers.
(18) Sale proclamations:
(19) Form D—Agreement under the Land Improvement

Loans Act. '
(20) Fpims of certificates.

■ (21). AH kinds of cha]ans.
(22) Register II—Ledger of each raiyat in a khasmahaL
(23) Lajid .acquisition awards.

’ (24) Partition statements.
(25) Khasras, khatians and khewats prepared under the

Partition Act. -
(26) Rent suit faisalas (High Court Civil Process Form

16A).
(27) Forms of birth and death registers (Bengal' Folios

. ^ .v l'N os. 2993-2995:■and'2999-3001). -
...;(28). Form T il—Order' under section 13(2) of the Ben- 

, gal Agricultural Debtors Act, 1935 (Prescribed 
by rule 35-of the Bengal Agricultural Debtors 

'-Rules, 1936). . ar " .V



(29) Form IX —Certificate under .section 21 of the Ben- 
~ gal Agricultural Debtors Act, 1935 (Prescribed 

bv rule 54 of the Bengal Agricultural Debtors 
Buies, 1936).

■ (30) Form X II—Award under the Bengal Agricultural 
Debtors Act, 1935 (Prescribed by rule 61 of the 
Bengal Agricultural Debtors Buies, 1936).

(31) Form X III—Form of award when- a debtor is
declared insolvent under section 22 of the Ben­
gal Agricultural Debtors Act, 193-5, and an 
order is passed by the Board under clause (a) of 
of sub-section (1) of that section (Presdribed by 
rule 61 of the Bengal Agricultural Debtors 
Btlles, 1936).

(32) Form XIV—Form of award when a debtor is'
' ■ declared insolvent under section 2£ of the Bea- .

gal Agricultural Debtors Act, " 1935, and an 
order is passed by the Board under clause (b) of 
sub-section (1) of that section (Prescribed by 
rule 61 of the Bengal Agricultural Debtors 

/n 't  Buies, 1936).
^

30&A. Whenever copies are required of any 'portion' 
of the forms enumerated in the list below they should be 
made on printed forms, which are saleable ones and which_ 
are to be supplied by the applicants after purchase from 
the Btamp vendors:— -

(1) Form No. I.-vApplication by debtor—prescribed -
"by Buies 14, 31 and 32 of'the. Bengal; Agficul- 

; tural Debtors Buies, 1936.
Form No. IA—Copies of pages 5 and 6 of Form No. I  

mentioned above. -
(2) Form No. II—Application by creditor—prescribed

by Buies 15 and 33 of the Bengal- Agricultural 
Debtors Buies, 1936. . /  '

(3) Form No. H I—Application by^'joint debtors^—pre­
scribed by Buie 16 of the Bengal_ Agricultural 
•Debtors Bujps, 19^6. .................^

(4) Form' No. XVI—-Notice' under section 35 of the
Bengal • Agricultural Debtors Act*- 1935-^vpre '̂

- ~ • scribed by Buie 74-'. of the Bengal Agricultural 
Debtors Buies, ̂ 1936.

30T7 The forms enumerated ii\ rule 300 will be supplied Pro 
by the office, and the charge for each foj-m used foj copies usfr 

t will .b e ^ o  annas in the case of serial Nv^-^30),- (31)' and forr 
*'(32)Fand one. anna- ini-'alI,othecj:ases, to ITe paid by a court-” 

fee stampTop the. application, for ^-he'cogyy .Thus tKe forms 
iieed not. be treated as-, ̂ alejtble^^irms, and. further. ' 
account , need be kept of them .fiuai is1 £ept at present.- ; 
forms enumerated in Buie 300A wfil m supplied 'if'.'the-; 
applicants after purchasing them from the’ stamp Vendors.' 
Copies of obsolete forms are to be given on folios, ‘as’*in-;'tKe 

. pase of ordinary copies.' A table or slip may -be prepared^
■ which will show the number of pointed word? fo> oS'e^'-forin^
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S6

Cancellation I 
of. stamps for 
copying fees' 
and payment 
of remunera­
tion to 
copyists.

mentioned in rule 300, in order to save the trouble of com*
3  1 - w°Tds for the purpose of •ascertaining' 'fees for
autnenticafcon on every occasion. °

(a) Copying fees vvill be charged onlv for such Dart 
he copy as is written by hand or type-written and wiTI K
"h“ d ^ . d  to a T "p p i i“ w  18

r Court-fees for certified copies .will 6 e'ihar^ed’ both 
ed °T typed ^  afih-

headiL? * "  made on the’
^  P°lamn® sre ID two Ianguages?<Bie' court

-ian<niaieDonlCy i f t h  ^  num\e: f  .XordsV;in one °  • J° , -X ‘ ■“  the forms are printed*on' iotK^des
coated6 n v i h *  US6d̂ or <»Py/^e court-fees-vnll heikl-:cuktea on the number-of words on one * i £  'oily  of S e  '

^  be Ptm ^hed'M cordile^ , .
stem™ * J ?  addition Jo Jtthe -ordijiarvl.punch.iui stamps .for copying fees will be marked -^cancell^J” * jh -the 
presence of the Deputy Collectofein 
each month, and copyists-or t y g s t s ^ * ^  paS"one h^ 
of the.-total value of these s t a ^ p s ^ i l l s , ^  ^ ^  ^

‘Certified»that the total
stamps ._on.account of copying fe^l'fdurii^Bias 
i v ’ "- • 38 i8‘ "• ’ •» — -Mil ,-that-%tainps*iS§§

jhave, been-jmarked 'cancelled’ :in m y v p x e s ^ ^ ^
S l ! f  ,-Authenticated copies *

Plans. ' H  of ifiQQ / Schedule I  of the IndianvStamp-.Act
' £  J J ftfL  (T  m0d,lfi?d 111 Ben^ ,  -such duty;being.l^i^ble rn. addition to, and irrespective .o f; th^ c o ^ - '^ ^ p M tio 'n '” 

of the maps or plans (vide' rules. 312-315
^  paya%  - r der tie above t r t i d S r l S i f s  of

- t„ or,P certified, to be true copies'shalThe':denoted bv 
means of a one rupee adhesive Court-'feB-^tnmp^:Sr~ :|  - ?

- c'^ ° T̂ .'~7A thak statement should nbt'’be^tre^{e^^£R- rinrt - 
Vi the that map whether it is written- o ^ l ^ t S S f e ^

+T,mt P K  “  seParate' and the authenticatioji "o£a ' 
u n L  A r f c f  ? 0f should be' charged .for separately-' ̂ unaer Article y oi Schedule I  of the Court-fees'Act£l870.

3ps SVcUIabls 304, Amono* the Tn?m<i nf fKo JJ — ~ * * *e?’M* - vrsrt,rat*splss»
consisting of-one. or more .field' sheets.- 'The village-mam
sti.1 tv*606?  cf das{fal surveys are in' future. ta>he^printed-' -v- •.and the ,rules-for sumlv **3' . . 1 -  +„ *vk> *
■nortf rtnc yu^xea ur. extracts' ox sucii7lnaps'‘ or
L dIv fnr may^iowever- be supplied
. PP 7. the-same; and Collectors are to ., encbma&e^jai:

* - Wâ ’ .'wide»t distribution 6f-‘,copies,' 'o f '^ i -S P d s .^ 0-11̂  Parties interested! ,

■"* 305. Copies of maps of the old surveys and of those of Tracing-Cloth 
%e*r surveys when .necessary should be supplied on tracing *nd copying 
:cloth of which two kinds are. supplied to the District tees for copies 
■'Officers, viz., (t) bright, and (it) duu blacky in pieces of 24 Pf niaps, how 
'yards long by 36 inches wide, and the quantity required of to be paid an 
ieitHfer kind is to be supplied to applicants for copies of those accounted for. 
“maps at the rate fixed by the Controller of Stationery in his - 
i p r i c e  list ior each year. The cost of the tracing cloth is to 
Re paid for in the same way as the copying fees leviable in 
Inspect of the supply of copies of these maps, namely, in- 
jcbrrt-fee stamps. The amount of such stamps is to be 
“ioted in column 1 2  of the registei of applications for copies 
SfS’orm 16, Appendix A).

V3k--
305A. T3ie rules for the supply of.printed maps from Supply of 

‘Collectorates and Subdivisional .offices' sanctioned in Gov-, maps from 
gnunent order No. 249S, dated the 9th March 1914, are iCollectorates 
^reproduced in Appendix G of this manual. and Sub­

divisional 
offices. ^

|*S£366. To protect the -interests of Go vernnent, care must ‘Copies-to be: 
|be;.taken to see that'all copies issufid 'from the .office (except'^fssued;!oii -Vgj 
»Uiose referred to in rules 300 -and j305 and- t^oae assued̂  free^prescribed ’>• 
^f|cost). axe-prepared on ithejprracrib^.stamp^paiper. -TheyJstamp paper. 
pfust be imtten' or typed 'on.^ f̂e:'feide"oi»tite'j^^^foniy^^nda' '  
spffiiist' not contain, more than.'theiauth&rised,n.umb^^E--words^
£On'rthe'iotl»ef' Kand;-:’care-.inu^; be'’tak'en5o;sei^|^K’applic-’  
Sfi^.^^fi^^toposed^po^^^ihe^^wpyistsyj^^pS© spread^
€£g - their .writing or. typing-over a larger.juiiaber'of sheets^
.thair is necessary. -By insisting' on the-humber;flf-lines in ] 
each sheet,or space being uniform,' control- may easily be ' 
exercised in this matter, the number of woxds i t  a few of the 
•-lines in each folio being eaxefnlly .checked' )^]jihdh<»mparef^(
•The 'record-keeper and the Deputy Collector in "charge should ̂
-also from: time to time'check at' random'.'> The business'ofV 
j-.a./’-copyist .and .typist is-i:(like. riost.otherr.-;'0‘w!upations) onej
• galling for eldll, and is -greatly, dependent for its successful-:
.practi^-^onj expKrience.^- Copyists -‘ and .iyjpyists, -therefore^;
:must 'p6ssess ;or. acquire .skill in theirJ;;;business, _ or they i 
ought not .to be -retained. '-• , f . :

v .K o te !—It is the!duty of each copyist to copy .as-nearly. ' 
asTpossible 150 English words or '200_vernacular words-(i.e. 
one .folio), and of. each .typist to type 300 English words or'

.jver'nacular words (i.e., Wo. folios of 150- words..each) on. 
each>'stamped . sheet.' .C6pjdsts';viind .typists'-violating "'this;- 
r̂ttEe v̂fiir Tfe*̂ ia51e’-»to-3&^F'?:dii3filissal^TO(Mrdii '̂ as •'■.their̂
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instructions - for. ihe.-preparalaoii^'of ->rtra' copidTffOT'^^venr-^ 
•merit| .-hy .̂the Deputy CoUectof-in-^har^ ,!in'T;tKe3 copyrn'^ 
department 'is prohibited. yUinderi nc? 'circu^tan^s',|hotild3  
copyists;^ permitted to.-retain'^^tonr-pape^^^di'iiisl-been-j



Attestation:
JeftiBed to 
i>e a true 
opy.

for issue by C° P7  bei° e  #ound to be

®  « d  « * *
,1S not 111 tis prescribed form;

(UI) "  1 ™ *  iiat reTisi0D i a 5  rendered it un*
 ̂ ( « )  »  otW v,ise incomplete, defective or open to obje&.

to tie officer-in-cLr̂lf̂fe0̂6̂ rep°ri the matter
*.h

vered slouid brin^to ° K < S ? 1  S  T^om copies’ are deli-, 
lie  copying- denartm^ n«tice of the officer-m-chars *

r i b b o n .  • -  .  o 1° l e ' o r  p r m t e d -  f r o m  ja  't r o r o

3 0 7 A .  Tt jo r\-f > • v -> *-

to t' ? 8 C°Pyi? g dePartTent'““sh" 
4 s a f & m * ^  copies prepare

a‘ rapy by the PersoTtoThomTn,™
. cocrt before which it is fi W  £  ■ W  supphed'or 

b r o u g h t  t o  t h e  n o t i c e  o f  t h e  i t  s h o u l d  b e  p r o z h p i l y  -
cippartrnent. the officer-in-charge o£

the S T j g ^  COrrê ^ a? ^ ^ S s o n  1
JfOTE 2  /71}>o /r» . "" " ‘ v’ r4 / '»

nary action as he thinis nr'c^a^ ?  should tak'e such discipli ‘ 

certifies the cop , to

Joqjme&ts of . which ‘ c o n i t ^  ^ ^ ^ ^ ^ t b d y ^ a l l  ?
| ^ c e r  will be the K^d S
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IV.— Rules for copying fees.

309. All the costs paid by the parties applying for copies, Certificate 
landing- cost for authentication, searching fee, extra fee for r fS T *
Lh°?i t T r Per aDt  for P °nted fonns ^ed  in each copy, bould .be shown on the back ofthecopy by means of a rubber •
âmp in the form given below;__

Es. A. P.
_ Cost for—

Application for copies 
Searching fee 
Extra fee ' * * * V . t .
Authentication fee

Number of—
Papers---------------
Folios-------------- .
Plain paper— :___
Printed forms------  -
Tracing-cloth——
Copying fee (number .of words)__ -__

Total • . r ...

(I? words) E s ." 1 
As. Ps.

.. _ Deputy Collector in charge of j&cctrtEroom:' 

aa«».oript X j S ,  or m cK tiiS S ftf'u !!- to

SK/g;
: V" < i  v  y J r '^ ^ P ^ o p iW ^(fl) i f -5*.» -
r. ■;* .v— . oL,iour annas reieri-S

documentor con&uaa&'jb&vin-istesQfitl- -^Pervntten words- m ite



Rate of cost 
for copying 

-surveyor’s 
village plans.

' Differentia!
rates of cost 

- for copies of 
.thakbust and- 
cadastral maps 
nece^ary.

Rate of cost 
for copies of - 
thakbust maps.

Rate of cost 
for copies of 
cadastral, 
maos.

-Rate/for' ■,
niling.Iines*
in . copi es'of 
register?.--

(c) for copies of documents excfgaino- 300 wo*yU 
additional impressed stamp paper or Drne"’ 
annas with an adhesive stamp of !itto beĥT17, to 5

-Sote 1 — The adhesive stamp will be sun->li0rl 1 i 
parties and affixed in the c o m ^ „  !£PP ? iooie b-v The necessity. PPno department according- to

„^ote 2 . Impressed stamp sheets sTm-nlil l  
ana cancelled in lieu of adhesive s4 mp“ er **

oi * > « • *  * * » *  Arfl b, tvp-

K £ „ p,“ “  lle ^  ■ " * « *  -  S e ^ o S ” ^

nary rate ^une^InH0^  ^ age pl'Lm ordi-
•lonld Ike i n t o ,  1 delineation, b / S t r i S S ' a S ' ^ ’J ;01
be enhanced in proportion the ra te  - ,  la t,W ir

* T “ *  « ' * *  « *twelve annas per-plan. 0 rupees and

by placing the Ufradrfg ^ lo th ^ o le ^ ^ e ^ ’^ d '3 ^  V  C°pied
sabent points, and then ruling or t r a c S V ^ ^ f ’ g tLe
to,-point. The thakbust maps 'P°mt :

. numbers and in addition, at each an^le of rt tielr
•each station is also numbered, but cadastral™ 0™ ! * 17  
plots with their numbers and boi^dtries T  °\lySTS :L-â folf0’14 *°
d i f i « « M  5  5 5 * . .  _

314. For copies of thakbust maps’each chaV +, i --l-, 
water-course, well or garden ..should h* t j
each number (whether inside a chak taino- +>> e^,AS- *en and 
or at an angle on the bounda^ S  tT n l thRt a^ aUmher'
V )  and each written.word o i l t h e f a S n f  D™ -
tree should “be' counted as two vernacular ^ e;m-aP'.or each 
Aonld t l »  be S S f o ^ - '

Fater-coursej veil o r ^ g a rd e c ^ ili ,^ ^ ^ ^ - piot;k̂ rii' ^11̂  I
be counted as five vernacular words but w h ^  ' s W d  
number is given-to any of t h e W v f ^ h l  S? / rate

, -counted as equivalent to four vem araW 'l /  - - -Ŝ 0ul-d -be' • 
x word .on the.face of the inap3 : sh o u ld ^ C ^ ! ' 

- *  *■*“  “ * « * %  » .
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- 317. In the case of other maps and plans no general rule Exoeptionai 
san be laid down. In, each case a charge will have to Wfixed cases 
[fith reference to the difficulty or intricacy of the work done^ 
ind to the cost of tracing cloth. Xn such ca^ec the cost to 
be charged should be fixed by the Deputy Collector in charge, 
jersonally. ^

31S. In the case of documents, such as jamabandis, Copvin" fees 
neasurement papers order-sheets, accosts and others, which foMim&andL 

. ure not written continuously like a deposition, or whiph are measurement
not written right across tne page, every endeavour should be nayrs etc.
made to write as manv as 150 English words or -300 veraa- ’ . "

. cular words on each folio .

. ? 13; J [  *  is tTmrd “ nP°“ iU* .to. &o this ou each ioiio Plain cartridge 
without dwtorting the form of the original' document, as many paper ?o to 
additional sheets of plain cartridge paper as may be necessary p S ed  
(to provided by the applicant for the c6pv) should be 
pasted on below, or at the side of the fust sheet.

320. In consideration of the additional time' and trouble Additional
'-“  L l v  C° P ,ng d0CUment1s the “ atare described above, c h ^ o  bs an additional charge may be levied from the applicants levied 

according to the follow ing 'sca leIn  all cases renuirin- more -'
• W  f  addltioMi *<&> may bo taken for eve^four folios, that is to say, one additional folio may be taken

i£ rCC]Ulnn° W  to seven folios, two additional folios 
m cases requiring eight to eleven folios, three additional" 
folios in cases requuong - twelve to .fifteen folios, aid so on

. i o n  o t  “  bS } ? "  » « * .  ^

V— RL,|es forl t y p i s t s  and OBmparers.

BT*"
.w m .c«l.r  t ™ „  and p r c id i , .  their oto
.msgus.e^ should bo - given the preference over others when 

. 'jfresh. appointments are made. But -ŝ hen the copies aoolied 

.-for are few-or-not sufficient. to .indube an outsider totake
• p  1Tce“ se- %  -I116 ^ork, aiid the work generally is’ lio-ht the ”
Collector, may employ an officer of the fixed estabHshm»nt to '-'

he-can do i f  without detriment tolds = 
. £ ' 1  estabHshmS shall °nS® ’ " «et any additional- remuneration;for doih f" such
..copying work. Care, must be ̂  taken that'-copies wHch arel 
paid, for are made only by licensed copyists or typists-or in*

‘ ”^ n ^ ° ?led*^y--aB̂ ®®cer^pf,l.th6_fi^Lrestablis£- -

.fojiStf r o t a th6 d^m ind- CommlssJoner’ *
^ .ap pa in ta -

'preparation: '- ucensea..typut for theii;-

V  .HUirfwr^s



pare time of 
^jyistsand 
pists to be' at 
i» disposal of
overnment.

o equalize 
iniings of 
*pyists and 
pists a list- 
to be 

aintainetf.

of each typist, who provides his own type-writing machine at 
flea'sT Rs. 65 a month. If practicable, a higher minimum 

3i2 on Id oe securfed. and a mininum! of Rs. 50 for copyists and 
Rs, 60 for typists should be aimed at. Ordinarily, no*person 

i ln, ûture- ^  appointed a copyist unless he can ct-pv 
both English and vernacular efficiently. The monthly detail 
bill oi remuneration of copyists and typists ■will. show the 
Collector at a glance the amount earned by'each copyist or 
typist a ad will enable him to regulate the establishment and 
to tn^e measures, if necessary, for the reduction of the num. 
ber of copyists. The number should be so reduced as to 
bring the earnings of each at least up to the pres-ribed 
minimum.

-323A.  ̂ Services of licensed copyists and typists ^hose- 
work is inaccurate or in other respects unsatisfr'-forv on 
account of old age or other reasons should be dispensed V i  th 
and m any case no copvist and typist shall be retained in 
service alter the age of sixty years.

323B. Copies of English' documents shgll invariably be 
typewritten' and in making new appointments no one except 
a. typist shall be appointed.
,, T{le Sead Comparing Clerk shall be responsible

-that the work of copying is distributed as equally, and fairly 
as possible subject.to such direction as may be given bv the 
officer-m-charge. Work shall be so distributed ’.that ‘ no 
copyist or typist, has more than sufficient for one davin his 
possession at one time. To ensure copies being fullyTand 
legibly written or typed no copyist or typist should be given 
more work than he is capable of performing efficiently. --

f 24;, Copyists and typists shall be given to,understand 
that after they have earned the minimum above stated, and 
when no copies for which payment has been made remain to 
toe taken in hand, their spare.time will be at the disposal of' 
Government for such unremunerative copvino- as may be
found necessary. --------  " ° • J ,

* * "" 'A *'• “ *■
t  The,- offil;erJ n cliarge of the copying '.department 

shall keep a list of all copyists employed' under’the'. District 
Officer in the following form:__

HZ

• List, of, copyists.and typists showing total Temufieratidfl drawn- 
&V each month' by month, whether .in revenue, crvniiiml

- or civil work.
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Prom this list., which must be- filled up carefully each
- jnonth. the officer in charge wili perceive what copyists and 

typists are receiving an excessive share of the remunerative 
work, or are not doing a sufficient amount of work, ami will 
take steps to equalize earnings or to dispense with the' ser­
vices of those copyists and typists who are in excess of

.requirement or habitually fail for insufficient reasons in earn 
an adequate income.

32S. One-half of the charge of four annas per folio levied Payments to 
by means of the impressed and adhesive stamp represents the section writers 
paj'inent to Government on account of the contribution pay- or typists from 
able by them to the Provident Fund for the copyist? and contingent 
typists, and on account of the salary of examiners, -:t oi' grant, 
paper, etc.; the remaining- hall will represent the earnings 
-of. the copyists or typists whose accounts wili be madt- ur>

• monthly—and. the amount due to each paid out_of..contingeq- 
cies...-These payments must be checked at the time with the

r upper part of each stamp, which, vrhen the copy is really,
- must be torn off each sheet, along' the perforated line, and 
•then endorsed with the copyist’s or typist's mime and kt-pt

... till the. end of the month. Care must be taken tr> see that 
nothing in excess of one-half the amount realized in stumps 
is. paid away.

> Note 1 .—The copyist or typist is paid by the folio; he 
iwould get his remuneration according to the number of folios 

'^copied,-'whether the copies are subsequently taken out- dr nor.
N o te  2.—Expedition fees are for credit to Government,

- and. no part of them is payable to the copyist jor.typist. -
. .]Notb 3.—The folio head must not be torn of! and billed 
for. before the copies are actually ready for deliverv. The 
folio head' which can be allowed to be detached should be 
marked with-a date stamp before it is torn off "by the copyists 
and typists. ? • . ' ‘

. Note 4.—The number'and value of- the folios of copies
• delivered-or ready for delivery up to the last date of the month 
as. per Register of application for copies should be totalled up 
at the close of every month and checked against the bills 
submitted■ by the copyist  ̂ and typists in-order to see whether

.ythe t̂wo-.agree...•■: Folios' supplied during, the month in respect 
f.of applications "for jcopies which are not ready for delivery, byi 
the last date of the inonth should be carried oyer in red ink;

:_t° the beginning of the'next month's .page «f_the_i£giste.r, or*
. the serial numbers of such- items should be marked in red jnk.
.with.a.note in the remarks column ■ in the. same ink'showing 
the unused folios and' the month in which -they are to be 
billed for when copies are ready .̂

-;Note. 5,—The different columns for folios and. stamps in' 
the re'gister .should be carefully filled in at the proper stages 
mdicatfrdv,in. the> .rules and. a cross mark :put-in to-the columns' 
rep 8U ^ gv;bIank, all .corrections being attested Vith" dated 
-^tiais^-.-rAll the columns showing folios and stamps supplied i 
used ..and returned unused, should be .totalledup-eachrmonth-' 
and it should, be seen that- the total number of folioe supplied 
agrea-with.those used and unused.



Payments from 327. Out ot the ndditionnl fee levied under one-
adciijonal fees, half will be credited 10 Government and other half'will be 

paid to copyisrs or typists; all other fees, e.g., the expedition 
fees levied -under rulo 293. are to be credited entirely to 
IrovernniiMiT. ■—■

Remuneration 328. Oue-hnii of the copying fees of maps, after deducr- 
of copies ing from the total the cost oi tracing cloth, are to be paid 
for copying io the copyists out of contingencies, under rule 326. For 
maps and what the copying-of these maps in i only is to he supplied .to the , 
materials thej copyists from the Collector's office, hut the other materials, 
are to supply, such as paints, pencils, brushes., etc., which may be required, 

are to be supplied by the. copyists, themselves, and no charge 
for thfise articles is to be levied from private parties.

329, A register of earnings of copyists or~typists, should 
be maintained in Form 17 given in Appendix A. The regis­
ter must be checked weekly by the .comparing clerk and 
monthly by the Deputy Collector m charge ■ of the~copying' 
department. The fact'tha’Tsuch 'check has" been made should 
be duly noted from time to time in the register, the note 
being signed and dated by the checking offi'cer.

Stamped slips ' 330. To prevent the risk of stamped slips being used
- to be burnt. :more than once, the .officer passing a copyists’ . or typists' 

account will, after checking it as directed, tear the slips to 
, pieces and cause theratp be burnt in his presence. X  certiiT-
l cate that this has been done musiTbe attached tQ-ihelcontm-
j gent bill on which~tHe copyists’ "or“typists’ fees are' drawn.

■Comparers.-- - 331. The duty of comparing copies* mtu^'-in^lT-eases, ■
India Govern- whether the copies be certified or uncertified,' be performed
ment order • bv a salaried officer, and copyists or typists must not compare
No. 5873 Ex., for themselves or each other. On the °̂np.ral rpr>rcrani7n.t-.in-n
dated the Stn of districFand subdivisional offices, the comparing clerks were
November merged in the general permanent' establishment. District
1910. Officers are authorized to ent.ertain in district and subdivisional

offices, without-reference to higher - authority, - '̂additional 
.temporary comparing clerks on Rs. 35 a month without any 
limit to their njumber, according to the following.-scales’:;— 
At Sadar a comparing clerk may be' temporarily; employed •
when~~tEe ŝurplus annual_net receipts derived fr'oin copying
fees amount to Rs. 1,440, a seccmtncompanng- clerk:may be: 
entertained when the surplus reaches T?.<i_lP.r1 fiO T,44f)-t- 
Rs'. 720), but a third only when it rises to Rs.‘ 4, ̂ 0,a-fourth 
when it reachfes'Ib'Rs"' 5,760 and “so on, an additional-[clerk 
beyond the third-being employed .for'. '-each : "additional 
whole sum of .Rs. 1,440. From the siirplus-'.'^nu&l'^net 
receipts derived from the .copying fees of the revenue;anil 
criminal sides, in eaich of the- copying-departmentsf«^SKdir 
shpidd- be~de3ucfe'd the amounts calculated according'to'-the 
above scale for the number of . comparing clerks of eacli'iide 
who' have been merged.in the general permanent establish­
ment.- If there S  a balance'of such' surplus receipts'.then 
remaining, the District'Officer may appoint additional 'tempo^ 
rajyj comparing .clerks for that- balance in accordance.'with' 
the-scale laid down above. In the sub divisional^; offices'^ of 
Vishnupiir, Rampurhat,; Kalna, Katwa, Arambagh, -IJTubena, 
igftjtfal, Jhargraxn.^Cdx’ s . Bazar, 'Feni; Qhandpnr' '-Bhola,
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earnings of 
copyists or 
typists.



P a t u a k h a li ,  Perojpur, Manikgunj. Munshigunj, 'fNarayangrulj, 
(Jonlundo, Gopalgrmj, Jamal pur, Netrakona, Tangail, Bon- 
gaon, Jhenidah, Magura, ISarail, Bagerhat, Satkhira, .fangi- 
^ur, Knndi, Lalbngh, Chuadanga, Meherpur, Biiaagha-t, 
Baraset, Basirhat, Kalimpong, Kurseong, Siliguri, Bjfturjghai, 
Thakurgaon, Alipur Duars. Serajgunj, 2sraogaon,>^'{alore 
Gaibandha and 'vilphnmnri and in the Sealdah PoliSeSCourt 
a temporary comparing clerk may be entertained as soon as 
the surplus annual net receipts .derived from the copying 
tees reach "Its. 1,440. In the subdivisiorial offices of Asaasol, 
Serfmpore, Contai, Tamluk, Brahmanbaria, Hadaripur, 
Kishoregunj, 'Eushtia, Diamond Harbour and Kurigram, 
Re. 720 should be deducted from .the surplus annual uei 
receipts for the com paring si air merged iu the permanent 
establishment before a temporary clerk js  entertained for the 
purpose. In the Barrackpore subdivisional office 3£s. 360 
should be deducted from the surplus annual net receipts 
before a temporary comparing clerk is entertained. This 
permission is, however, subject to the conditions that—

(1) When the surplus receipts from copying fees fall
short of the- requisite standard, Steps .should be 
taken for the discharge o£ the temporary compar­
ing clerks; and

(2 ) the reduction of permanent clerks should only be.
effected by absorption.

~  If-therer'is" uo^budget'prOTisi'on-'-for- the entertainment, of 
.■any ~ temporary comparing^derk^, "4he- Aceoimtant-GeneraL 
■Bengal-wiB-^eport-the'-probable-excess -to -GovernmenTf" anq 
the necessary reappropriation .will be made. The salary of 
the tejnporary comparing clerks should be drawn on separate 
bills supported in the'case of the first bill' of each year for 
each temporary appointment by a certificate from the officer 
making the appointment that the conditions stated above are 
satisfied. ■ •

«* .

The above Scale will apply to Commissioners’ offices also.

.331 A.’ Evgrc^copyS'fft ust bear the signature of the’ copy-, 
ist making it*J®d the date on which the.copy was completed. 
It must alsohear thetsigna'tu're of the clerk who examined, the 
copy'and the date on which such copy was examined.

331B. All undistributed - vrork should be kept tinder lock 
aiid key in the possession: of the Head'Comparing Clerk and 
•arranged in.the serial order of- applications relating thereto!

gjfcSSrtG. -At the close of each day all-briginqjl papers had all 
topiesImadeTduring the.d^Tif not/9elivered to the parties-as; 
well as-'all Stamped-lepers' not/yet 'used ior.copies shall .be. 
taken, back from the copyists and typists and secured;-for-the 
night under lock and key iuthe Mtiiirah allotted to the Head 
Comparing Clerk. Care should .^grtaken to see that' nothing 
remains , with th& copyists and tjowsts;



t ta f  ̂ ,; : ? ar" eK3houldti at^  him3e»  iam tha‘ thl> !ilI« «  being strictly followed eve j ■ 
>• % * 

"eoDvisfs'iin^ 't v p ^ t '^ % r 'ic H l- . 1?Joriaatior» or copies ;>v"

M e  ;F ? S
£ * • »  as an i £ ^ £ 5  *

or not. xt ' 1,1 u , s - o a r u m m v  person

tim^go VoundetS epla^° w htr^fli^61̂  ^.0Û d from tilae t0
o u t s i t  , r e 1 , o r p & “ t"]h^ e « W » *  “ * * •  that

v  1 •—“-M isceilaneous rules
Copies of pubm; . AVZ * . . .
documents <Lave V r i » i ? t o  dociHnellts, ^ c i j .a p p l i c a i i f s .  may
when to b ^ ^ e v e n 't h o u -h  £ j - v ' *  ne7 e5 > > ^ ^ e l d  ir o ^ - t l i e i  
Withheld.'' - ' “  y - -e u.sed -(Jov-'

£ 14pending-' ih.'. or stisixTr ' ^ t '5 ql o f SUI"t?^ p ro ce e 4ings' •' 

: o f .Gpyerjiflien t . •' • CVflle c tors
" f — 1. . J . . . ; _;• 4li r̂X;’5 ■

334. (1 ) As a rule, in the case o', orders, other tlihi\ Copies of ord:ir
.-•Judicial, concerning an officer personally, only the suFstiuniĉ  to-be given t„

“oT miecisiop should he communicated to him, •rcitlT'-'such which conc e t  
statements of ihe grounds upon -which it is based as may be him"personally. 

;; necessary for liis infi»)'i:;a;u>n and aiay Iks considered expedi-- 
e::r i.l: vui"-. regard to rh? circumstances of the case. The

' orders of the officer who g :ive the decision or of his successor
-should be taken in each case as to hovr much is to be supplied.

(~) Despatches from-’ oi to the Secretary of Sta-te,--and 
correspondence indicating r; difference of opinion between the 
lo ca l Government and the Government t‘i I ^ i a  shrnild onlv 
be comnniniyate.i vviih the expre.ss permis-ion of the Govern- 

-■jnent of India.

j. 335. Subject to the' last preceding rule, trhen clerical Copies'of 
.officers are departmentally punished orwdered to retire, copies.orders of 
•of such orders., if applied for by them, are to "be given free punishment 
of co t̂. Sue a copies are tr> be made on plain-paper bv the etc. to be ' 

ite^destaMishinent. * givf’n free '
I of cost;

~336. X ajees are to be demaiufed oi-paid for searching"Copies «ouir^ 
for or c o b v ^  j ^ 1 >j BgLJp,,pefS_ required - bv . public b f f i e e r ^ ? ^ b7 ic 
for public pmpos.es. I n siich cases the copies are to be mn3e iJfWr * -
on pi.un paper by the Malanetl^establislmientr r "

bodies and" Msh^gers .under the _Court 'SiK 
.Wards are. not to be treated as public; officers -fo -̂Uie'purpoies--? of; this rule.'  ‘ - , ‘ • ' ’ * •' 1 ‘ i - —

-‘337, Nothing i,L these rules, is’ to-be held asq n terf^ m K losp^ rtf«;^  
_________________  >?. tje,F ad orn ed  agents of rem rds-^M j:^TOtfethe-inspeciion by-parties or their authorised’ agents -o f

:rrftCf>rf]3 “ n f  rw»nrl! n «v • i%«. ±-V___i • - V . v V y r r ^ 1 r

wnpse-.xue mey are, or the Collector? 
Think..necessnry against :th6 removal, or alteration1-'

l(̂ b e 'publication Sp privileged coinnTunications..= 
fttccessible, -under proper 

g ^ ^ p n s  ,and on'pay'menf .of-the; searching-'fee-prescxibed .bŶ '
-̂ ®sjrPus'.';of.-cqnsultiiig them: : f


