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PREFACE.

In 1854 “Record Rules” were framed. In 1866 ‘‘Record Rules” firsi
appeared-in the Board’s Rules and then in Volume I of the Board’s Rules,
1878 Act IIT of 1879 regulating the desiruction of records was replacea
in 1937 by Act V of that year. In 1888 = Records Manuel was separately
pubiished, and this was revised in 1895, in 1902, in 1911, in 1917 and agein
in 1923, The present edition is practically = reprint ef the manual with
gorr.~lons made since 1928. .- -

9. All correction slips should be entered in their -roper places.

4. Errors and omissions in the volume should be brought to the netice
of the Board.

:  This manual is to be briefly cited as ““Thec Bengal Records Manual,
1923,

5. A model plan of a record-room is ir.. .ed at the end. In this plan
the :~nagement of the records is by subjects and not by estates, as is usual.
It is not, however, intended that ihe records should be rearranged by
sutjects in record-rooms in which they are now arranged by estates.

P. R. DAS GUPTA,

Secretary.
Bosep or Revesue, Bexcaw.

The 20th October 1943.
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Act No. V of 1917,

-(Received the assent of the éO‘UBT;LOf-GCMTGZ on the 28th
February 1917.)

Ay Act to consolidate and amend the law providing for the
destruction or other disposal of certain documents in the
picg;session or custody of Courts and Revenus and other public
olncers. ’

Whereas it is expedient 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; It is hereby enacted as
follows :—

" 1. This Act may be called The Destruetion of Records
Act, 1817. : )

2. ‘{Definitions.] Hepealed by the Adaptation
Orders. )

3. (I) The authorities hereinafter :specified msy, from
4ime to time, make rules for the disposal, by destruction or
-otherwise; of such documents as are, in the opinion of the
authority making’ the rules, not of sufficient public value to
justify their preservation. T

(2) The sutk- -~

{a) in the case of cocuments -in‘the possession or custody

of a High Court or of the Courts of Civil or

- Criminal jurisdiction subordinate thereto,—the
High Court- -

(b) in the case of , documents in. the possession or
custody of Revenue OCourts and officers,—the
Chief Cratrolling Revenue authority; and

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

) if ﬂx documents relate to purposes of 2 province, the
Provincial Government or any officer specially
authorised in that behalf by that Government;

(i) 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 Authonity or by an Officer
specially authorised in that behalf by any Provincial Govern-
ment shall be subject to the previous approval of the Provin-

cia] Government; #nd rules made by an officer .specially.

authorised in that behalf by the Central Government shall be
subject to the previous approval of the Central Government:

Short ti°™

Power to
cerfain
authorities to
make rules

.. for disposal
of documents,



Validation of
former rules
for disposal
of documents.

TIX of 1879.

- tf{‘

Saving of l
certain
_documents.

2

& Al rules and orders directing or  authornizmng?the
destruction or other disposal of documents in the possession

.or custody of any public officer, heretofore made by a Provin-

cial Government or with the approval to the Provincial

-Government, by any authority not empowered to make“such

rules under The Destruction of ‘Records Act, 1879, shall be
deemed to have had the force of law from the date onfwhich
they were made, and all such rules'and orders now_in'force
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 suthorize the
‘destruction of any document which, under the provisions of
‘any law for the fimé being in force, is tc be kept.and
mainiained.

6. [Repeals.] Repealed by thé Repealing Act, 4927
(XII of 1927). s . "

The Schedule. [Repeal of énactments.] Repealed b

" the R:fea_%ing Act, 1927 (XXI of 1927), section. 2 :an

Schedule.

STATUTORY RULES.’

I~ Rule 227 —In exercise of the powers conferred by clausé
(2) (b) of section 3 of The Destruction of Records.Act, 1917
(Act V of 1917), the following rule is made by the Board of
Revenue, with the approval of the Governor in Council:—

““No unreturned exhibit or private document shall ever be
destroyed until a notice has been publicly advertized in the
Collector’s Cutcheiry that, unless objection is made, 3¢ 2 °
desiroyed after the expiry of one month from -ti¢ date ¢
publication. A notice to the same effect should also, when

possible, be served on.{he parties interested”’.



THE BENCAL RECORDS MA.NUAL, 1943,

Preamble.
. . Note 1,—The instructions contained in this Manual apply
primarily to’the offices of Collectors and their Subordinates,

but they should be followed as far as possible,.in all offices:

subordinate to Government. .

Nore 2.—The record-room at district headquarters will be
undetthe charge of a Deputy Collect  r who. wll be called the
record-room “Deputy Collector; but in special cases it or the
copying section of it may be placed in charge of a Sub-Deputy
Collector. "Whenever this is done, the term Deputy Collec-
tor in the Manual should be held to signify also Sub-Deputy
Collector. The Deputy Collector or the Sub-Deputy Coﬁlec-
.tor in charge will be held Tesponsible for the proper working

|6 the Tecord-room and the CopyIng department in accordance

iwith The Tules of 1h6 Rewords Manual, mn addition to the daily
¥supervision of the Tecord-room and stalf he will each half-"

year make a_thorough inspection, A note-book will be kept
in the record-room in which all important orders will be
- entered. The sixmonthly inspection notes will be kept in &
separate inspection register. In.both the English and the
Vernacular regord-rooms should be Bung up a list, to be kept
up to date, showing who have béen in charge; as Deputy
Collector’ and Record-keeper of the record-room, and the
duration of their charge. i -

ENCLISH RECORDS.

A.—Rules relating to current English correspondence in
offices where :- -t file system and standard forms for
corresponder:’ been .introduced.

Rules of
the Records
Manual apply

.to all offices

subordinate to
Government.

Charge of
record-room
and copying
department.

1. The system detauc. in iize following rules provides for -

. classifying, registering, ar: ieeping the correspondence of
an office :—

Firstly, by departments;

Secondly, within ‘each department, by *“‘collections’ of -

papers, each collecWon having its consecutive number and
distinctive title;

Thirdly, within each ‘‘Collection’ by ‘“files,”” each file

baving its consecutive number within the collection, and its_

* “‘subiect’”’ clearlv designated.



Files. -

Serial number

Keep-withs.

Collections.

4
. The (fapers,within each file should ordinarily be of foolscap
size and of good quality. Where they are not of this ‘size,
they should be folded to fit into the same space, if larger
than foolscap size; if smaller they should not, as a mesasure
of economy, be pasted on to a sheet of foolscap buf care

should be taken that they are not mislaid.
LY

2. A single file consists ot every letter received and gvery
draft of a letter or memorandum issued in the course” of "a
consec. "o correspondence on one subject. Each- pdper is
to Lz, .c:l flatly in chronological order, 1.e., the first letter
issued’ or received at the bottom, the next above if, and so
on, the letter of iatest date being at the top. Such letters
and drafts should, as far as practicable, be written only on the
starndard routine forms prescribed by the Board which sre in
Appendix C. .- Cs

3. (1) Each letter will have assigned to it a consecutive
number within the file to which it belongs, dalled the serial
number-which should-be-inserted.in a-big -figure in the space

- pravided.for the.purpose in .the standard forms. )
- (2) Every.document.of the nature referred to-in-rule-22%
received with a letter will have assigned to:it.a.sub-number..
For .example, if the letter is numbered 12 the private docu-:
ment or exhibit received with it will bear the number 12 (a).
If more documents.than one-are received with s Jetter, sub<
numbers 12 (a), 12 (3), 12 (c), etc., will e given tothgm

.. LT TR ST R -

4, With each letter or draft should:-be: kept "any-:
enclosures of the letter, ¢.e., papers which are sent with the
letter and are intended to be read as part of the letter and
kept with 1t, 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 numbers 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 ordinaiy 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.

collections and their titles must not be



IS

rigidly fixed ; they may be freely added to in the course of the
year, as found convenient. For instance, although one
collection would be entitled ““Wards’ Estates’ within which
all files regarding wards’ estates would ordinarily fall, yet in
..any district in which one or more very large estates entailing
anuch correspondence happened to be under the Court, 1t
.would be convenient to have a separate collection for each of
such estates, within which the correspondence on each
-different question might form s separate file. .

6. Many letters received in, or issuing from, Collec-

torate and subdivisional offices are of very iransient interest,
or are such that the correspondence begins and ends with the
one letter and ite reply. The classification of such letters
.and -the sorting of them into files and collections will not be
worth the irouble it would entail, nor is it necessary.
such“@epartment 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

divided into the following departments, .and as many others
as may be found convenient:—

on

I.—General Department.
II.——Account and Treasury Ifepartment.
III——Exclse Depariment.

"8, The smooth working of the system will depend much

the correct and careful registration of the letters received

and issued.—Three annual registers will be maintained,
viz. :— -

I.—Register of letters received. (No. 60.) Form No."9..

II.—Register of letters issued. (No. 61.)—Form No. 10.

IIX.—Index Register of English correspondence.
(No. 62.) Form No. 11. : P

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

9. Ordinarily each of the departments mentioned in rule 7

will keep its own set of registers, and 1ts own series of
numbers.

.

10. Departments in which the correspondence is large

should indent for registers 60, 61 and 62 in bound volumes of
400, 200 or 100 pages. But departments with a smaller
correspondence should use a typed flap-heading and indent for
loose sheets, without headings, bui ruled properly. The
required number of sheets should be bound in red kharua

cloth. Whken these Lharua-bound volumes are in saccordance .

with rule 78, consigned to the récord-room the Record-keeper,

as

soon as a sufficient number of volumes relating to a

particular department has accumulated, shall, after taking
out the blank pages, if any, have them rebound into a volume

Miscellaneous
celiection,

Departments.

Registeré. '

Division of
registers into
departments.

Loose sheets
of register
forms or
bound
voiumes fo be
used.
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bubdivision
{ Registers
feach -
epartment.

index
Register
No. 62.

6

‘of suitable size. On the back of each such volume he will
paste a label showing the departments and the Fears to:which
the contents relate. T ’ T

- 4.

11. 7In large offices it is_sometimes found convenient to
subdivide each department, so that each of the officers.with
whom much correspondence is carried on may have his own’
registers and series of numbers; but this wﬂlm{rg}y be

_ pecessary.

12. The Indes Regisier No. 62 (Form No. 11}.%ill be
divided into *‘collections’’. The subjecis of ekisting.files ave
first entered with their uew scrial number, and ample space is

" left for entering new files as they arise. The amoutt-of

Procedure to
be followed .
on opening’
letters.

-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 correspondencé 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.-

B.—Treatment of fresh letters received.

13, All correspondence received will be _&pened by the
Collector or some other responsible officer to be-deputed by
him for the purpose. When the letter or telegram ‘is openad
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 zssistant
specially deputed by him will see that the document bears the
two docket stamps amentioned below. If not, he will affix
the two stamps, if possible, on the left and right-hand top
corners at the first page of the document as shown below.
The head assistant will then £ill 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

- Jetter 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 aonce filled in, but column 7 being left blank till the

letter is disposed of. The date of receipt emtered 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 veply is received necessary entry will
at 0n6ce be made in column 7 of ithe Register of letters issued,
No. 61._. . .

*5. The following forms of docket stamps,iwliich may be
*——~famthe Controller of Stationery, should be used in




{i%es where the printed forms prescribed by the Board have
not been used:— .

Left-hand docket Right-hand docket
stamp. stamp.
l.)igry or w: Not
" Enclosures. Department.
Maps or plans. - Branch.
* .
Spare copies. . Collection No.
P - '
Clags of papers. No. and year of
) File.
1 issued : B
1%2? d , date . Serial No. in_File.
it ’ No.and date of
- orders issued.
No. teply. .

. --+16,...If the letter be the commencement.of a new and not
in continuation of an existing file, it-will form the nucleus of
a new file, to which will be assigned the next consecutive file
number within the collection to which it belongs, and also a
suitable file “‘subject’’ or ‘‘title’’. An eniry of the file will
%en‘- at once be made in the Index Register, No. 62, Form

o. 11. -

17. If the. letter is in continuation of a file which has
already been formed, the reference clerk will get out the file
to which it belongs, will assign to the fresh letter the next
consecuti¥e 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
fiy-leaf,- which will remain with the-file. @~ When a private
docunient or exhibit is received with a letter, its sub-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
Jletter the serial pumber 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 of the new letter. References to letters in the current
file should ordinarily be made as 2bove indicated, but flags
may be used to mark letters in other files put up or maps or
enclosures to letfers in the original file to which reference is

Procedure for
putting up
letters,

made or required. The greatest care should be taken by all -

through whose hands the papers pass at any stage not to mix
UF the letters belonging to different files; each file shouid
always be tied up firmly and separately.



Treaument of
acknowledg-~
ment. .

Issue of
letters. -

MW" The reference clerk will then -submit the case so
prepared direct to the officer in-charge or to the head sssist-
ant,” as the ‘practice of the office may be. gn,

.. .79. The officer in charge will either draft a reply Qﬁ?&ss
such order ds may be réquired. The draft reply shopld be
on a separate paper of foolscap size, and not on rthesdstter
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 should be
sfitched to the letter as directed in rule 4 above. 721f the
order is short, it may be writter on the blank spacé on the
left margin of the letter, and continued en the blank space
at the end of the letter. There must be nothing-fwritten
zcross 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 Cominissioners’ offices “Note and Order-sheets’
may be used at the Commissioner’s discretion in files dealing
with important rasatters.

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 b~ treated<as=%Cl%
class papers. .

22, A mere acknowledgment received ehouid mot be
Areated 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.
They 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 lefi-hand upper corner. If there are enclo-
sures to the draft they should be kept with the-draft, apd
should not be given a separaie serial number. If the draft
belongs to no previously constituied file, but opens a new
correspondence, 1t will form the nucleus (f.¢., No. 1) of a new
file to which the nexi consecutive file number within its col-
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 ‘‘subjéct’’ or
““title’’ being devised. The copyist will make the fair copy

x

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



for issue on_the form prescribed, if any, snd submi} it for
signature. In each fair copy of = letter the date of the draft
should be noted under the place for the Collector’s signa-
tare; this will enable the Collector at a ‘glance to check
delay in the Capying Department. -

" 24, Enter the issuing letter in Register No. 61-of letters
issued, in columns 1 to 6.and entering tl.e yemainder,
if required, 1 the colurons 8 and 9.

- 25. Enter the register number and the date and give the
number of the collection and file to which the letier gélongs,
on the draft which is'to remain in the office file. | .

26. Xf 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-Band upper corner and the other in the
ztight—han& wpper corner; and then make the necessary entries

ereon =—

Left-hand dogket Right-hand dockst
mPf. st-amp.
To be marked for _ _
d : . sakidaw oSBT
Maps or plass, _Departmens. - ___|.
L B o
Spare copies. ’w—-— = .
' Collection No.
. Class of pspers. e
) . . Ro. snd yeer of
e ° _File.
Reply received. T
No. ~ ,dste . —Serial No. in Filar—t
e T
s Da—t'o:;f despatch.

27. Assign the serisl number to the issuing leiter as for
letters received, wide rule I7.

28. In the fair copy, fill in the number of the letter, e.g.,
Ko, 707 R.S./XIT—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.

28. Date and despatch of the fair copy.

. 30. Write the actual date of issue on the draft, below the
gﬁteﬁ?f letters and place it in its proper place at the top of
€ file, T

3%. 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
- sibject of

letter.

Number of
type-written
copies to
be prepared,

3Z 'Lhe above ogerati(m 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 it belongs. .

83. In column 6 of Register No. 60 and column 4 of
Begister No. 61 the subject of the letter received or issued
should be entered with the utmost conciseness consistent with’
clearness as to what it relates te. On no account should an
abstract of the letter be given.. The entries should very
seldom state more than is given in the specimens-in Forms
9 and 10 in Appendix A¢ In many cases indeed it may suffice
to enter merely the ‘‘file-3ubject”, .

34. It happens, not unfrequently, thet orders or reporis,
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 are now in general use,
a gooﬁ deal of time and labour would be saved, if th# issuing
officers prepered and transmitted, with the ~original type-

. written orders or reports the necessary number of typed

copies for the offices which they will ultimately feach. Ordi-

narily, three copies cen"be prepared on foolscap paper by a
single operation from a type-writer. And if more than three

‘coples 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
should be prepared by type-writers and transmifted, leaving
the remaining copies to' be- prepared in the offices through

which the orders or reports would pass.

‘D.'-—Reminders.
[N.B.—Raules for the issue of reminders apply to offices in
which the vard index system is not.in use.]

35. If the officer who drafts & 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 brabch concerned will note on the draft-the Bécessary
orders. When in the letter itself a reply is called for by a
specified time, the day following the expiry of that period
sgould be fixed as the date for the issue of a2 reminder. Simi-
larly, when the reply has to be incorporated in a report which
is due to & superior anthority 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 js on plain paper, the order
will be written on the top right-hand corner after the afix-
ing of the docket stamps.

«Reference clerk in the current record-room.



- . o6, aWhen the letter is entered in Register No. 61, the
clerk if~tharge of that register will copy. this order regard-
ing inders across columns 8§ and 9 of the register and
wighDe responsible for duly issuing the reminders.

- 87, Ordinarily reminders should issue in the printed forms
prescribed by the Board. )

38. In ordinary cases, and in the absence of gpecial orders"
under rule 35, the first reminder should issue one month
from the issue of the original letter. It should be 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 or branch for his orders, and the latter will,
if ‘necessary, ‘consult the officer ii charge. In all cases,
bowever, it should be distinctiv understood thai, 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
Jknown circumstances that an early renlv is desirable: in such
‘cases he should take the orders of ine 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 shrould be taken that the
subject-matter of the: letter to which it refers-or of the
enquiry to which the reply 18 wanted is invariably given in
‘a clear but concise way in order that the officer who receives
‘the dik may at once know what is wanted without referring
to the office. .This rule applies to ali r:minders of every kind.

~40. Any igtter 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 depariment 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. ) .

-1, When no reply is needed, this will be expressed by
“N. R.” (No reply) in column 7 of Register No. 61. For
letters.described in rule 40, S. R. (Special reminder) will be
.entered across the columns § and 9.

42, When in eny 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 end card index
systems are used, the special rules for reminders issued in a
teparate pamphlet under those systems will be followed.

44, The clerk in charge of Register No. 61 will note in
folumas § 2nd+9 of that register all reminders issued by him
in the menner illustrated thus:—

“A.  Nn. , dated 1st April 1909 (for first
reminder). .

“B.  No. , dated 15th April 1909 (for second
reminder).
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“S. R. or D. O., dated 1st May 1909’ (for special or
demi-official reminder).

*“Tele. dated Sth May 1909°* (for telegraphic reminder).

~ 45. It will be his business to scrutinise Register No. 61
daily to ensure that’ reminders are -promptly issued; and he
will be respounsible for all delays except those which arise in
connection with ‘‘Special order’’ letters referred to iz
rule {40). ¥

E.—Forward Diary,

48, 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 dre’ grinted,on the edge of the fiary. For
.each date there are 12 compartments, facing the
date. Ordinarily the top left-hand compartment
on the page would be for January, the next for
February, the nest for March, and so on. For
each day’s entries one of the 12 compartmen:s
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)'In the space below the name of the month, $the

. numbers of the cases, files or letters required tc

be put up on the date.against the page should be
noted. .

{c) ANl eniries made against a day should be struck ou!
at ihe end of the same day, those’'not disposec
of on the day being entered against the dates whex
they have next to be taken up.

(d) Possibly in small branches of his office the Collecto
may find this diarv useful as a Takid Register
where the card reminder cabinet system is not ir
force. (Sec also Tule 42.)

{¢) It might be used as a Case Diary when the numbe:
of cases is very small. N

48. Copies of the Forward Diary may be obtained o
indont from the Press and Forms.Manager, Bengal.
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Correction slip for the month of March 1944,
THE BENGAL RECORDS MANUAL, 1943.
No. 1.

1. Mark the existing rule 49 as paragraph L of the rule and insert the
llowing =s paragraph 2:— :
“Officers should note that a Government servart mav not, unless

anerally or specially empowered by the Local Gove.. behal?,
smmunicate directly or indirectly to Government servau.. ngice to

ther departments, or to non-cfficial persons, or to the Press, any document
r ‘information which has come into his possession in the course of hiz
yublic duties, or has been prepared or collected by him in the course 6f those
iuties, whether from official sources pr otherwise.”

2. Insert the {..° .g as note to rule 49:—

Note.—(1) Where the document or information is conidential
private, or secret, any breach of the rule is of course the more serious. A
punishment, apart from departmental punishment, is in fact prescribed by
the Indian Official Secrets Act, 1923. - Under section 5 of that Act it is a
criminal offence if- any person ‘having in his possession or control any note,
‘document, or informaution 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 %o
which he has had access owing to his position ss a person who holds or has
held .office. under H's Majesty, compmunicates it.to any person other than a
person to' whom ‘hefis authorised to communieate”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 comw-7 &d in contravention of the Act 18 similarly av
offence. The punishu. .. > 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
rmay -be mentioned that under section 9 a person who attempis to commit
“or abets the commission of ar offence under the Act is lable just as if he

had committed the offence.

, ) It is impossible to frame instructions that will preveni- every
possibility of leakage of official information. For that Government must
“depend on the loyalty and discretion of .their sérvants. Thoughtlessness
.or lack of care may have consequences as serious as those of deliberate
r.betrayal of “confidence.- Traffic in information for gain must be recognised
“by every one as base conduct and a grave offence: but Government servan!s
tare under a special obligation to see that official information is not disclesed
sthrough conduct in which there is no deliberately harmful intent. such as
idle gossip, the desire to appear important by being ““iu the know'’, .the
% furtherance of communal or family interests, or the desire to gratify s
#person towards whom an obligation is felt. Comumon sense requites thai
bmore than usual caution should be mzed in conversation with, or in
:hearing of, persors who may have a motive for obtaining some pariicula
:piece of information or persons whose business it is to get and publish
mnews (press correspondents). . - ..

. {3) Only the head of the office may give any informaiion. ar 1Le
iccessible, to press correspondents and representatives of press assoriations.
f any officers not authorised are approached by representatives of .the
‘ress. thev should refer them fo the head of the office. - s




13

(4) The treatment of particular documents as .'‘confldential” “ur
weret”’ does not imply that the information contained in other documents
"public property’’. The object is to show that special care has to be
en in respect of the former, and that an additional responsibility lies
11 persons who handle them, ' .

Cancel the sub-paragraph to rule 50 nnd add-the following at the
of the rule:— ' '

-

‘Jeetters or packets containing confidential or sccret papers sent b‘yil post
Rld invariably be registered, and those containing secret papers should
§ be sent ‘acknowledgment due’.”’ .
A For the existing rule 62 substitute the following:—

B Pnpers marked ‘Confidential’ should not pass in the ordimary course
@b the office but should be seen and denlt with by the head of the
@ and one or two trustworthy clerks (whose names are to bo noted)
feitly_or implicitly: authorised in that bohslf. They should pass from
i} to iand from one suthorised person to another end if not gassed by
% thoy should be sent in senled covers or in boxes provided for the
s’

{nzort the following as ‘paragraph 1 of rulé 07 and mark the
e rule as paragraph g of the rule:— :
g abers marked ‘Secret’ are intended only for the perusul of the person
§on they are addressed and of persoms to whom he is entitled to
Yuucate them. The person to whom they are entrusted.is personally
@>ble for their safe custédy. For the transport of theme documents
-@yes have been provided, which are fitted with special locks; the

@:on of keys for these boxes is pormitted only to persons p.arhcu‘larly-
®3cd, and the safe custody of the keys is a matter of grest importance
$c) cach authorised officer is personally responsible.”

[B. Group, Record Room Branch, file No. 16 of 1943.)
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%7 _Rules for the treatment of confidential torrespondence.

- The \ rules received with Government Circular Confidential .

No. 875P dated 10th March 1905, regarding despatch and
reservatlon of confidential communications, which are given
'below should be carefully noted, and adhered to by all officers
through whose hands conﬁdentxal communications may pess.
50. When conﬁdentlal papers are transmitted by post
they.should be placed in double covers, the inner cover being
sealed, marked ‘‘Confidéntial’—and superscnbed. with the
paine oniy of the officc for whom they are intended, the outer
cover being -addressed by his official designation only and

without the addition of Ky mmare,

htwe over, trensmilted by hand, single covers may be wused.

Conﬁdentml papers 1y post should not be registered
except in accordance with special or general orders passed by
theeg ad of the oﬁlce

51. When letters are received'in an office they are usually
opened by someé trusted official whom the head of the office
appoints. to ‘that duty. Wken }le, on’ openmg a cover, finds

inside ‘another envelope marked ‘“Confidential” and addressed-

by name to the head of the office, he should be careful not
ta open it,~evén if -the head of the office 1s awav on tpur.
The addressee should invariably open the inner ‘cover lnm
-self-and’sllow mo subordinate to open it.  °

52, *-Confidential papers should not pass through the office
in the usual course. ly the he~d 7 the office and one or
two trustworthy clerks (who:n - to be noted) should
deal with them. They showa pass nom hand to hand and

should either be delivered personally or be sent in sealed
covers.

53. Confidential ‘papers should be classified as follows :—

(a) Papers (mostly prmted) which are confidential in a
mingr or more or .ia] sense, such as week-
ly reports on N: T8, confidential circulars
issued by various wpanments, and certain annual
.reports of the Political Department.

(b) Character statements of subordinate officers.

A46) Papers which are confidential only during the pen-
dency of discussien =nd not aftér a dec151on has
been arrived at.

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

54. Papess falling under heads (a) and (b) should be

commumca-
tlonSI

kept in the office in a box »r almirah fitted with a Ghubbis~z

Jock, the key of which should remain with the Personal
Assmtant when there is one, or with the head assistant, unless
for any reason the head of ii.: office thinks it necessary to
keep t ie key himself. Thev should be entered in a specxal

register, in which should be entered the date of rece1pt )




Shelves to
be divided
into’ com-
partments.
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the number and date of the letter, the subject to which it
relates, and the nature of the action taken. Whex a case is
taken out of, or returned to, the almirah or box, a note to that
effect should be made in the register. 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, When the officer in charge of these
papers goes on leave he should hand over the key to his suc-

" cessor, after verifying the contents of the box or almirah in

his presence.

&5 Papers falling under heads (¢) and (d) should be kept
in a Jocked box or drawer in the personal custody of the head
of the office. When vacating. his office be should personally
hand them over to-his successor: - e

56.- ~ the end of each year the papers of all four classes
should b¢ .xamined 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 beads

_{¢) and (d) should be transferred at his discretion to the office
almirah.

. 57. When the officer initiating- correspondencé .cqusiders

.that there.is peed for special secrecy, he should always indi-

cate thai ... ‘ ] -
. ,58... Commissioners of Divisions, district officers and heads
of departments should keep specially confidential papers in
a safe. o

[V.B.—The head-of the office in these rules is the officer
who makes appointments in .the office, gives leave, etc., t.c.,
a-Comunissioner, Collector, District Judge, Head of a Depart-
ment, Secrefary to the Board of Revenue, etc.. as the case
may be.] ) )

/ G.—Arrangement of files and collections of current 4nd recen:

English correspondence. :

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

69. The current correspondence shelves should be dividec
into compartments. If the correspondence of more than onc
department is kept in one room, a convenient number of com:

artments should be assigned to each department, and shoulc
be labelled accordingly. -

61. Every collection should be kept in its proper place
in the shelves, and every file in its proper place within the
collection, except when it is in actual use.
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62. In every file should be kept a fly-leaf, i.e., list of
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 stoit paper. It will at once indicate in which file any
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 ._ ..ile
17, the fy-leaf attached to a file boerd 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.. : T

65. Whenever paper is removed from a file, 2 removal
slip note is to be kept in it to indicace 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
the English office or record-room, a removal slip note (attach-
ed to a file board, as a mere slip by itself is'likely to be lost)
should always be put in the place whence the register, etc.,
was removeg. This slip will give 2 description of ‘what has
been removed, and will show where and to whom it was sent,
and. the .date “of ‘its femoval. This Temoval 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 ﬁroper 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

eriod absolutely necessary, and in any case the Government

leader 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
on their ‘desks masses of pending files in order to _go over
them periodically to see if in regard to anv one of them action
bas to be taken. No clerk should be allowed to have by him
any files save those actually required by him to dispose of
work in hand.

. 68, At<the end of the current vear, before the corres-
pondence of that year is transferred to recent correspondence
and the recent correspondence of the third preceding vear
18 transferred to the old correspondence in the record-room,
every collection and file of the year just ended must be gone
through and examined.

Fly-leaf-

Removal slip

Treatment of
removal- slip
note,

Clerks-are
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pending files
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of current
correspend-
ence after th
close of year,
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"69. All the finished and compieted files of the year just

" ended must be transferred to the rack assigned to {he corres-

ndence of the first year of recent.correspondence. . Similar-
v, the files of the first recent year must be transferred to the
rack for the second year and those of the second ¥ear 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, will ordinarily be-rgtained with the files for- the
new year, their places in the original collections™being taken
by the pxinted's}iiﬁ for pending files, Form Nn. 28, Appen-
dix B, properly filled np and completed. The separation of
such files from the collections 6f which they originally form-
ed a part, will be final. Tor the purpuse of tracing them in
future, a note must h» made at once againet -the entry
reliting to such files in-column 4 (remarks) of the Index
Register No. 62 that “File No.———has been iransferred to
and bas become file No.———of collection No. of the
year— .’’’ Similarly, in column 4 (remarks) of the Index
Register No. 62 of the new year 2 note will be._recorded
ghowing the old:number of the previous year.

71. The files will be treated in every respect as files of

the new vear end fresh letters received and issued will - be

iven serial numbers in continuation-of the last mumber in
the file 50 transferred.

72. When, however such files are alveady bulky, the
transfer need not be made, and a new file may be opened
for the new yvear starting with a fresh serial number. In
such cases the previous year's file will be tied up with the
new file so Jong as required, a removal slip being -kept in

. its place as provided in rule 65. When no longer needed,

it will be restored fo its place in the collection ‘of the year
to which it belongs.: .

" 73, If at any time-a malter, j.i'reogened, the file in
connection with which has been transferred eitheir to the
first, second or third year’s recemt correspondence or to
the record-room itself, the procedure in rule 72 should be
carried- out. )

74. RBefore 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
separate shelf or compartment.
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/){—Arrangement of files and collections of ld English
©  correspondence.

78. As mentioned in rule 59, as soon as possible after Transfer to
the close of each year, the correspondence of the year which .Fecor d-room.
has passed -out of the category of “‘recent correspondence’’
will be transferred to the record-room as old records, along

"svith 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 elso the duty of the record-keeper to make such =

-geratiny of the records made over to him as will satisfy hi

_ihat all ““C’’_ papers have been destroyed, that each. file has
2 proper fiy-leaf, and thet the pupers are arranged in due,
senal ‘order.

79. Before placing the files so transferred on the old Removal of
record racks, sll file-boards must be removed. The boards fije-hoards,
so removed, if fit for use, must be put aside with their tapes .
and made over to the Forms cle:™ - Y entered ifi his Stock
Register .and issued as required. The ‘record-keeper should
“have a supply of file-boards for use in connection -with files
called foxr by the reference department from ¢he-old record-
racks. The boards not fit for use must be repaired, if neces-
sary, by the daftri and put intc = - -ock of stationery and

- forms for-re-issne as reaunired.”’

180,71t is'for¥idden to the Forms Department, Bexg!ﬂ,
to issue 10 the Board of Revenue and its subordinate offices
or to any offices which have been transfeirred from .the
Board’s control to that 6f Go-cizraent file-boards containing
.any printed inscription.

81. When a year's correspondence 1s made over to the Missing ﬁl%
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 they are missing, he must report the facts to the for.
Deputy Co''-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 omissionsthat 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.

82. All the records of one year deposited as old records
will be kept on the old record-racks together. The record
of each year will be divided into departments and the depart-
ments subdivided into collections, within which the files will
Le 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 No. 80, Appen-
dix B, sRowing 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 '
l);en ;etained in the current departnient under rules. 70,
4% and 73.

Arrangeme
in
record-roo
Form No,
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83. - As mentioned in rule 79 -the-file-boards :afe to be
removed from the files, and the latter’will then be arranged

verticaliv and in due serial order in .collections:™The collection' will be

tied up.in
packets of .
sufiictent size
toSlithe.
depth of the .
shelves. * Form
No, 31.

Contents of
packets.
Form Ne. 31
Packets to be
arrangid by
departments,

' Checking of
stamps by
. record-keepet.

‘Secoad
punching by
‘record-keeper.

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 ellow of efficient dusting. If the -colléction
_is too deep for the depth of the shelf, it will be divided into
two or more packets“with Form:31;.Appendix B, on-each..
If the collection is very amall, it ‘may be attached to the
next gerial collection or collections to make a packet -d
enough to fill up the depth-of the shelf. Each packet -shozig
bs enclosed between wooden bhoards of slightly larger dimen-
sions than those of the records and fastened with %stout cords
above and below.

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

25. .The packets so formed will be arranged .by depart-
ments on the record-racks, and the year t6 which the packets
belong shpuld be labelled onthe part of:the Yack which is
assigned- to them.

. 86. On the-label of Index Register No. 62 will be noted
the number of the rack, -compartment anyd #helf where the
fles entered in that:register-are.ta besfQund,>.Each rack,
compartment and shelf must have its ndggber conspcuously
pairnted on itself, if possible; otherwise on s Plack tin-label
with white lettering, securely Iastened ‘in itsuplace.

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 <4hrough the examina-
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
I, page 201 of the Stamp Manual, Volume I, 1931] and
that the rules regarding” cancellation of court-fee stamps
have heen properly carried out: Should any of the stamps.
show signs of having been tampered with, or should there
be any deficiency or any suspicious -circuinstance, he iust
at once submit a report to his - superior officer. This
examinatoin may be made at the time of second punching
prescribed in rule 88 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 of his. doiig so. The second
‘punching should not remove so ‘much of the stamp as to
render it impossible or difficult to ascertain its value er
pature, and should be made on the day the:records are
received in the record-room, or as soon after as possible and
should not awsit the inspection or examination of ‘the
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records. - These directions apply only to adhesive labels
used under the Court-fees Act. Tmpressed stemys 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 be destroyed hy hurning,

—Glassification, preservation and destruction of English
- ‘correspondence kept in both.the current and the old
record-rooms

82. The following rules ere issued for the offices of
Collectors of Revenue and of all offices subordinate t{o a
Collector. Comwmissioners aud other officers will be guided
by. the spirit of the rules inr dealing with the records of their
own offices, and in accordance therewith .will exercise their
own discretion in directing .the destruction of unnecessary
papers. .

Preliminary.

80. -English records will be classified on the sarp2 prin-_ ""‘“\‘ﬂ““","
ciple as vernacular papers. Class A will confain papers to of records:

be permanently preserved, class B will contain papers to be

destroyed afier fwelve years, and class.C -will-contain papers
that need not be kept for more than two year:texdn%‘;lg' - the
years of disposal. It is_generally i)osm e 1o .de ing at
once to which class a.letter will.belong, and to prevent an

inndue, dccumulation -and ‘neglect &f this work; it 18 desirable -

at once to distinguish all letters-as A, "B, or C, and ‘mark
theni prominently by the use of ‘A, B and.Cstamps. Thess
‘stamps should 'be rather small for correspondence.” The O
letters should, when the correspondence is.closed, be separet-
ed. from the rest and tied wp 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 Ythe € letters. Documients ‘murked
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 iny rule 228,

91. The collectorate head assistant will be -primarily
responsible for seeing that the English records are intelh-
gently classified in accordance with these rules. In ceses
of doubt, the head assistant will obtain the orders of the
Collector. ’ )

82, Before any officer is entrusted with A, B, C and
D stamps, the Collector must ascertain that he has made

ll’l(ijmself thoroughly acquainted with the table given in rule
1.

93. It will always demand the esercise of considerable
tact, local knowledge, and intelligence to. prevent the

destruction of papers that may be needed for future refer--

ence. Much, therefore, -must depend on the careful super-

Responsibilit
of officers,

Knowledge of
officer to be
tested.

Supetvision of
Collectors, -

vision of Collectors. No rules can be applicable o all®
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 tricts in all cases, snd it is notintended that the classi- . A specimen of the proposed entry is given ‘belowi—
(fiilcfatign now prescribed should be arbitrarily followed with- Year 1906,
out the exercise of any individual discretion. “Such discre-  Collentorate side
Hon ‘will, generally be more-soundly -exergised-in the pre- 4 ate side.
gervation than in the destruction .of -a record of. @1_117_@@11 -,Depal'ﬁn_enb—;Wards. .
importance. ' - . Total number of collections . It XX
e TR % $eE5 i rale 101 ‘contain the -detan “Total number of letters received in 1906 -. 2,000
i s iYe three lists giteniin’ yule 101 ‘con e detan- - e e v we in e D :
%cﬁi&e ed sc?-assi’ghcgtio:e gy whl%lllx@icers are to be guided 'in the Tolal number of letters msned.m""lgog 1800
* Jestruction of English corréspondence. The object of this Total : -
classification is to provide: for the  permanent “preservation S
of all really lmportani papers, and -at the same fume to . )
ensure the periodical destiufﬁionwf tlétlzxi.s:n ,ofihephemeral Placed in record-room on Rack No. II; shelf No. 3.
) i * that - up -the’ recora- < : .
%ﬁ}i m]mJ.r'a.(m-I:eei sni?ﬁzﬂo& ggi:eé'?"q‘it%‘ilﬁ;be'obsérved 69, Fly-leayes should be destroyed when the papers to
zhgt it is ““corresponderice ofsimportance’’ only .that is classi- which they refer are destroyed, but fly-leaves which give
fied under class A~ The object of this cldssification is. to some indication of the contents of ‘A" papers. should ordi-
enable a Collector to weed the files of papers pf no permanent narily be preserved, if the contents camnot be ascertained
:*Iz;fl!'ue('e It is evident, for Yinstance, . “that. -correspondence from_ reglste_rs-of letter§ received and issued.

. € ., R s [T d " - “ .o .
rogarding the establishments for making settlements an 100. A memorandum of English correspondence. destroy- Memorandu
s;xegva:ys needs not be kept for eV?r,vthb_u%h it may be well to ed must _always be made and ‘ricorded, ang: rule 230 (c).y to be kept.
Keep 1t for more than two yeats:- In such.matters the digcre- RN . 33 . . i
keep 1t for Thore et Do pardis s ~ 101. The following tablé shows' the ¢classification of Detailed

3 PXgre k English ‘correspondence and other English records preserib- classificati

aspord - 95. No early correspondence tnay uus ‘already been pounu .
r-f::erﬁ:nd up jn books is on-an -account “to. be ,de,ﬁh;pygdxrfyw%thpnﬁ‘ t}.xe
“in books not to “special sinction o Gimeﬁ‘ﬁo{shﬁr%@%:hﬂ&fé ) Class A. ‘
 bo destroyed. lc‘llgc? oﬁytg)e begg:;:t‘iza(lal;géléss:"br"%éhep""ai'.pr’ocednfé has Papers w ve swampea wun wns tewer o and to be retained
- "beenyfollowed similar to that 'd&scnlﬁd bag' 'Ifoyn}aee t}1111 . fof_'qzza-_-
] to his Sketch of the Admimistration ~ol. e
%c?of}:f;af)eistrict fi‘om 1795 to 1845, published at the Bengal Uorrespondence of lmportan. ance regarding—-
Secretariat Press in 1883. ‘ Settlement. “Land registration.
<. lis . Cl qu:qgsi od y . Coxpmon and special recisira-
inati h, according to the lists, papers in L'ass aste lands. * " tion.
‘Exan_unatlon 5 ?"s.ar;A %ghg:gkept “for efer”, an exprc’ess.iox.x used because Embankments. )  Malikana.
':E u’r:lmportant it is unsafe to fix any period within which it.is certain’ they Irrigation. " Civil suits,
A for can’ be destroyed without any danger,- it is necessary, in Drainage. P Service tenures.
class papers o7 " ded to prevent the’ excessive .accumulation of papers, to Government estates. Sales.
destruction. make arrangements from time to time. for relieving the_ Escheets. H \Enhancement of rent.
- record-rooms of old papers which have ceased: to be import- Endowments. ) Court of Wards and other pri-
-ant or which were originally wrongly marked “A”. In Stamps. _ . vate estates managed by the
order to weed out unimportant papers the. record-keeper Resumptions. Collector.
should examine a few bundles of ¥‘A’’ class papers on each Boundaries. Land improvement.
working day. Detailed instructions for this -examination gafitmo%is‘ . .Iﬁn dd Ac uisi*ti;m.
o given in - t page 215 (7 edemptions. 0ad and Public Works Cess,
are given in Appf%ndu I‘\ (1) at page P ) %‘;an_sfqrs. . gaoad an ¢ Works Cess
i i nglish correspond- missions and abatements. Jorest conservancy.
Destruction -of S‘ﬂ-h Rledce}Ptfzailrelsﬁ:e EE;Z;S&E ﬁ%nily. z‘/ po L Customs, Forest. v
R&eipt and 'ernce shou .UE;IL, A :;P 1,{4_? W—**{:’«‘L AJA;/"::";._M Opmm.— . Fz}mines. R .
Tssue Registers. “GQIS.ML note s,{fo?x]‘i be kept on m ins?gq:fhe frout ; Salt. . . Titles fonfferlfg’ bi the Govern.
cover of Register No. 62, showing— : . Excise. ] Pelrlll:ir:mso India. '
- N - : Assessed taxes ' "ok
“{a) where the collections and files referred to are : .

essed Appesls, where thé€ qnesﬁo; is
stacked ; Jurisdiction. S~ one of permanent interest.

(b) the aﬁn:lm : t::fl :f letters mved .3!1(1 issued 3 . .:ngd‘gld Cess returns are to be destroyed when a revaluation has-been
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" \'{All annual reports end returns.T.
Al resolutions on.those returns.
A1l circulars from -Goveriment, the Board, Legal temem-
brancer, Accountant-Gereral, etc. .
All letters communicsting rules nd general InSTruCTIONS:

4~Correspondence.con. ol g;’,;hsn"ecix ,Pf mporé_igeto be
Yacluded at Collector’s disoretian, 7~ i
\'/ All old correspondence alrea.g .T?onnd up in __{goo -
A1l printed reports and ‘books -including rong_xlatmns fin. _
laws. : .o )
All maps and-survey {ecgrzsa. :
‘lists of paper3 destroyed.* - ‘ )
étllaﬁstical tables and ‘memoranda for the preparation oI
Annual Reports. L N -
The following éapers apperfaining to the Excise-and Salt
Department : — _
“History sh¥etsr ¢ o |
" The following records appertaining to’the Gess Depart-
ment— ) o ' . ‘
"Annual budgets and -establishment sreturns
'::Qnmerlisfa?iﬁkisﬁai}ﬁma S .
. {34 and Subdivisional“Ofticers “bonfidential ~no
. iooi}?;m S;bdé‘;‘selmxﬁent order ‘No. 42Misc., dated
25th November 1908). ) - . .
Papers regarding Janded property held ‘by gezetted
officers. ‘ -
Papers regarding the -establishment of a pound or a
ferry. . . .
Papers regarding juvenile ?ﬁ'endc.ars. .
/Paoers regarding under-trial prisoners. .

Ciass B.
with ‘t}; letter B, and to be

' tamped 2 r
Papers to be s . p tioelve, years. .

Correspondence regarding—

i ion- - ities of officers, except
Ayt 3h9 sl\ﬂ;Jseczs Ix?lenl'l:llxqrils S:fl‘;:; of clerical officers who
o Y omgan ﬁvel’y are dead and no longer in
* ft.:;:g:r:nd which it is service, in which case th_.ei
mlx)pg }v- unne~- :ary io become .C papers, the pem;d
boop bey © o vears. of retention being calculat

Tk?;p beyond 3 from the date of termination
ents. . .. ) . of :
Economic museums. ~ of service.

-Pakavi advances.* Treasure-trove..

21 rs if they are blank.
1They ‘h"‘gf J}e ct:segeﬁidehas‘ “Cto e;l’lams pag:‘of Land Improvement
FFor recorcs i o £l

oans. see Rule 166 Som

- Lixamination, .

2

Execution of decrées. :  Recovery of .staimp-fees. *
Publi¢ ‘Works and Buildings.Opinion on Acts and Bills.

_ Record ‘grant. Appesls, except where the ques.
Stationery, - - g tion 18 one’_ gf: ‘permanen
Matters f mocount.  uppetih ol diemiseel o
Budgets.. " clerical “officers. -

« - Fmbezzlements. - -deave, ‘appoiritment*and charge.

~. Vakalatnamas .avd Mukhiorenamos, except when the
.records in -which they ure filed, are to be preserved perma-
aently. ) T . {‘
-Other “torrespondence. of a-miscellazieous nature . to  be
ixiclnd_ed at the Collector’s discretion. ™ - ‘
The following quarterly, balf-yearly and Eistwar ‘reports
and returns, .viz. +— : e {
I-Detailed : account of . estates held wunder direct,
) , management. ) i
IA—Return of advances. made on account of works of
-improveinent in Government estates, ‘outstanding
- -more than three months:
II--Proceedings under the Recent Lews.
” IVB—‘degfi'eés made in ‘assessmént and collection under
the-Tnohmatar ‘Agts TT of 1886
V—Cértificates filed under-Bengal -Act TIT of 149i3,
=XX~=Abatements -of .revenue and removes o1 estates.
" X-~Demands, collections, remissions and of balances
* -of land Tevente. X e T
XVIII—Progress in taking up ldnds for public purposes.
XVIIT (a)—Progress made in the teiporary occupation of
: la.n%runder section 35, Act I of 18%4, for public
’ -purposes. = - . . :
Monthly returns XVIII and XVII (a). : .
XXXTV—Progress made in vhluation or revalustion opera-
.. tions under the Cess Act. ' :
XXXVIII—Demands, collections and arrears of cess on.lands
and mines. = ) )
XXXIX—Subsidiary statement or explanation sheet of
figures shown in crosshead 5 of table IT, of
-return No. XXXVIII (used in districts where

the rate of road cess and public works cess_is not
the same)." .

Bt.etum of loans granted to Native States due to GovernfJ
men - g -

- R L
All resolutions on above returns.

Diaries of district officers in the sadar and.of subdivisior~'"

officers in the subdivision. .
Inspection inemoranda and orders. =
Petition for leave to appear et the Revenue Agen

LY T i T
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e . 408. Deleted. . rules for
Destruction ) ; tooa that these s 10T
. Efemibits - q09, It is to be cleanly WAISRCRC, "4 not suthorise
jyate destruction of English correspo jvate docume e .
- pr pnvé ts the destrucii®" . ny exhibits’or e —ta wAll ha
. socuments. ___ he- destruction S arpesal of such foot]

€5 -whch- v
found in Chapter Y- = : e
\/ Ke—Stassifioation, preservation. and x“‘“’-‘m“’: ‘; o
Y o. The Indic Casetielis mol T tinued, waderi®
tndia M0 O om its supply e Deen BT e om the Jst
- i gk S, .1908-._~:—-'-(—}31'?1'é~s"0 : .,’.'.’;"?_I.ts--a-ié-rﬁb" T ;"___ will, |
obach s Tadis Oouncl BEBASIG voruics thet Bave
'h;ffbgr%::i? .bu;\md should ﬂffwj‘-)‘e;s.o“d‘(’i ST will bo.
) e,a e rvation_of ‘the-Calouttc. Gozeltlt opies

411; The preservs L S structions; Two copY

-wi follox in v :
b _91_"%‘?:53 t(:n ei}lcghﬁistﬁctu cer and one . CO to e.a
%rtfbdl‘gslonal Oﬁcier e

B M . . \
- ) District Officer’s first COPY
{747 oA s
o am. M ewAT osletithe end of the -year,
- - ha'soim 38 PSR o will bo sepaier,
1A of ey proseived inithe TAVREY L pin dicen will be
~ pemapent ¥, ?:ethe supplements and the am;fe ip 2 neordance
g F%:ddlsg?s for 3 years ‘and. then sold o
kept 1 T ,
wigl:» rﬂle ]:12' - - . \’/
" (2) District Officer’s second:_cop,y-

unbound’ in vﬁfﬁ;ge for 3 yeaY

. 1 be kept 8
Th\s copy Wll(.} :’ﬁetegealt -‘Vith under ]’\119 112.

$or reéference 81 ‘ '

o 3 Subdivisional Officer’s copY- ‘ -

. i 1t will be kept in the sub:

is’ 1 bound but will be kep :

This ok 'Wﬂiloxl-l c’1t5.’,'b;7"ears, all portions exce%tisPar:l i !:nz ;

diwonal - uc :emo od at the end of 3 years I£or 4 Ipzsizlsb ;
Pt belgi the expiry of 12 years Parts T an ‘
rale 112 ander the same TWe. .

s which are no longer require

s only

be disposed of

112, In ell cases tbe pprﬁonthe times when, as defcnbed

t
will 13 as waste paper 2
abdvge :feir preservation 15 10

. . it
3 Pibar and Onssa abe "
ﬁea&tl‘:art'g?: are to be sold as waste paper 2

yqars.

longer necessary.

the following parts

»The Calcutic i
Notificstions. ?resumlts of examination, scholarships,

Noﬁﬁ"ahw::fiw of Revenup and Civil Courts, etf P

Acu'cnhr;m Y—Acts of the Governm

lements.  Appendices: -

. Assam Gagettes ab’
- the end of three.

:-—_Part I.—_;
¢ Indio notifications. Part IB.—

text booksm P:ﬂ 11-’!

. —FP :
Land sale RO oo oal Bifis. Pert I.Ve.:.ﬁ . Past VI— mso‘

. 27.
/L—-ciasxﬁmax, préservation’ and destruction of registers.
~=*114, No™ more 1abels are being reprinted. “When - the Label of
" stock of labels kept by the Press and Forms Manager is register,
. exhausted vificers d ‘arrange_to type them in office and ’

‘affix 1o the dutside cover of each Register showing the pum-
{ ber, name for w etained and _the authority,

! “whother -.o?f:. %ovemmem*_j.he;ﬂ’i'gh. Court, Board-—or—Xaw ,
(samples 2Te given in Forms Nos. 22 and 23, Appendix 'B).”

115. In -Appendix E is given a Hist of all euthorized List of
xegisters branch by branch (hcorrected up to December 1916), authorized
showing the period for which each is to be retained. " Regis- registers.
ters which;raccording to that list, are to be preserved for
{hree Vears .or léss should not .be consigned to fhe record-
“rGom, %ut should -be relained in the office in which they were

“~Titien, ‘and.-shotld be-destxoyed by that office ‘with the
- Golléctor’s Banction on the expiration of the prescribed period.
KT othef registers are to be consignéd to. the record-room.
a5 ‘sbon- as:completed. .Those that are to be preserved per-
manently will:be entered by the record-keeper in Register 57,
and those hat are to be preserved for morethan three years,
“ut. not permanéntly, in, Register 57A. . The forms of Regis-
er.57 and:bTA are given in Appendix A—X¥orms Noé: 7 and
}; Register 57-i8_to,be presérved permanently.and Register
'TA 3310 be destroyed when all the registers entered therein
we destroyed.
- Nore-=Registers of-fevénue deposits should. not be régard-
ad . as *“completed’”. —uniil ;the: putstanding - balanees: lapse to
Governmént aftér three years as laid down in-Article 256
of the. Civil Account Code, Volume I.

116, " Registers 57 and 57A. should be arranged by Registers 57
branches as given in Appendix E, and for each branch a and 57A.
separate volume or set of pages should be provided in accord-
unce ‘with ,the estimated requirements of space for <he
rg%lsterp. 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
‘for_the e?tnes of the completed volumes of each -separate
register. #When ‘the allotted space has been exhausted, the
:ntries should be carried forward to a new set of pages in
the same volume, or in a new blshk volume, as may be found-
convenient. .

Each volume should be given a consecutive number which
should be marked on the outside of 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.

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

—

Name of baanch. Description of Register. bage ;;\fnege
. - SrAari i
Butwara .. |- 1—Cash-book of pertion foes .. 11—16
Do. I—Cash-book of stamp fees .. 17—20

- S ..
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" :An index of branches shonld &lso be. kept:iiiithe following
orms =—

Namse of branch. * . Number of volume or voluties. .

P L . <
—rT

end  pasted into tho fiist volme of Registf 57~ ond of.
Register 574. - |

" Introduction .. * - 117, 'No unauthorired:: egisier shouldihé:Kept in ~pny.

and retention depaifment. If the Collector considers a nfegister, not

; 4, essential, $illiremister mny
- not ly be kept provided the Cominissionersanctiongtits: adoption as
authorzod, | necassary owing to-local cirenastances, butisat othérwise.

of registers - g;escnbed “by higher authorities, essential,

.+ $18; In Calcutta, however;: Registers "VASVB. and VI |
may bé kept till no longér réquired, when thePollector should
- 6btain $he Commissiofier’s pergx{smm for theirdestraction.

R R A B e ) & AR

T L saraEeres T

119, . Iri'each deparhn_ iént’s g mp-a-list 'show-
ing the; regmters kept ‘in’such’department.t* T his list-&hould
be signed 'by:the Deputy- Collector in A be kept i

t. . to date:i"Where any ‘clerk “is:found usingfs? . no!
" entéred ip-this-listzhé andithe clerics] hepdinf the depart:

mest should b required 4o show cause Why;Hhsy ahould ot
be punisked. ~ ~ T e e 30
Destruction 120. When all the entries in a volume '0f & register are

of vegisterss  recopied into a new volume; the responsiblé“eclerical officer
after-théy - should certify in writing on the new register that it'is in
T accordance with the old register, and the*Députy Colléctor
~ rewritten. in charge of thé department; or in the case bf:registers kept
at subdivisions; the Subdivisional Officer ehould ‘countersign
and date such’certificate after such test asthe-Collector may
prescribed Thé old register volume, igmdéd it i3 not one
of the' registers prescribed by law, will then be destroyed. -

Registers - 121. Registers must all be kept in Engli;h. .
to be : : -
kept in

English.

M.—Classification, preservation and destruction of Treasury

4

122. The Treasury records mentioned in Appendix I may

‘be destroyed after the period noted against them. Retords
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 5TA 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

agqinsfi them- ® o ) T



" CHAPTER I,

’A..——Rtggq @!atitgg to current vernacuiar reeords

Norz:-Unden the térm *Vernacilsr” arp. included all case
records,” whether in English or' thé vernacylar. o

123. The business of » Collector’s office is divided into Depertmental
depariments, a clerical officer being placéd at the head of heads. .
.each department and held responsible for &ll'.the papers of
gvery case iﬁeﬁiﬁ-"&.@mﬁa@m until if passes into the hands
‘of the record-Keeper inder jule 125.7-Axn officer may he in
" charge of more then dhe’ department;.- ST

LN

124. The Superinténdent is responsible that the papers Superintendent
" dpily received-are daily made over to the officers in charge to distribute
of tig{,aiﬁgrent departments, and duly filed and entered on-and supervise,
the combined titlp-page and fly-leaves and in the books, and -
disposed of with due care and attention to errangement. It
is the duty of the Superintendent also to see that cases
* required for the Collector's proceed.i.ng are duly brought far-
ward by the officers in charge of the departients at the times

* appointed, ‘and that each case or paper.is returried daily to . .
3-4he-proper. department: before’ the ;f??‘w{g“brﬁe'@q’_up."lf LT

125. .The officer 'in" charge of each department should Procedure for
enter every casé as it is instituted in the particular register Uelivery of
. preséribed . for the purpose. All records which are not Vernacular
Tequired for immediate reference must be transferred by the recerds to
deﬁaﬂment' concerned to the record-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 nnder 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 coripleted case whenever .tendered to him, signing the .
entry in evidence of his having received the case. The
Superintendent is respomsible for these instructions being
duly attended to. He will seo that records are not unneces-
glz detained by the departmental officers on_the plea_that

s
"Ihey are required for reference.
g

“As regards the records of landlord’s fee notice cases,
the Landlords’ Fee Register—Register No. 2—need not ‘be
sent to the record-keeper for his initials; but duplicate lists
of the records should be prepared each month as required
}31’ rule 171. These lists should be initialled by the record-
eeper 1n tokefl of receipt and one copy should be returned
to the Landlords’ Fee Department, where it should be kept
1u a guard file. The Landlords’ Fee Department should note
iganst each case in the Landlords' Fee Register—Register.
V0. 2_the ‘date and serial number of the List in which the
Case has been entered.”
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30
As regards #fie case .regorr.ds‘of-‘;l)ebt Séttlement Boards,
the record-kéeper - must not accept any record unless it is
accoimpanied by the~certificate prescribed in "the proviso to
snuli-mfg { lg of rule-132 of the Beugal “Agricultural Debtors
Rules, 1936. ° ' ; ' ; )

. 126." To each case except as provided in rule’171 is to be

“atfached a “combined fiflo-page and fiy-leaf,”’- on which a

descriptive list of 'all ‘the papers in the case is to bE giver
with fh suitable heading aéqunpgtiye‘of,thé nature of the case,
the name of the estate and pargana to which it pertains, and
the names- of the -principaliparties.concerned. ” The entries
.of papers in the list are to’be made daily by thé responsible
officer, as the papers are filed and in‘the order in which they
‘arg'filed. The combined tille pagé and fly-leaf must fever be
changed, axd the writing of it must-not be deferred till the
case 18 ready *for iransfer to thé récord-room. "In the case
of certificate records or any, other records which are ordinarily

. classified as ““C’” class iapem‘,‘jco’mbihed title pages and fly-
' leaves” are to be-atiac

ed, “from the tife it becomes Enown
that they should be “‘B* records. ~The form of the combined
‘title page and fy-ipaf will-be found in Forim 26, Appendix B.

‘127, - Every exhibit or-other document. belonging to-a
"private pax::- fl=d with an‘application or other paper-will have
-asgigned 1o i1 a sub-number.  For example, if the application
or paper-is -nuinbered:13;~theexhibit..or. private document
.filed with it will bear sub-number 13 (a). .1% more doturienis
than’ ‘one-are regeived with’an.application or -igaper;:. «sub~
nuibers 13 (&), 13 (c), ete., will be given fo them... Theses
sub-numbers will be entered in column 1 of the combined title
page and fiy-leaf, the description of thé document in column 2
and the letter D in eolimn"6.

128. The combined title page and fly-leaf ‘of vernacular
records will be printed on stout paper. It will have the class
of the highest paper entered in it. If there is an A’ paper
entered in it, then the combined title page and fly-leaf will be -
an A paper. Qtherwise, it will be a B ot a.C paper, as the
¢ase may be,  and destroyed along with its B or G contents.
An'exception to this rule is allowed in the case of fiy-leaves
containing a véry large number of entries, mostly of C papers
with a few eniries only of A or B papers. In such cgses, the
fily-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 revenne cases is to be
attached an ‘‘order sheet’’ in Form No. 20 in Appendix B,
to ‘enable the revenue officers to ses at once the progress of
every case from its institution to its close and the ‘manner
in which their -cxders -have been carried out. The form is.
intended to coitain a note of every hearing as well as everv
order made in the case.



.—Arrangement of current and old records ordinarily-kept in
the vemacular when deposited in the record-room:.

T y80, A separate press or other fit receptacle for the secure

preservation of pepers is to be assigned to each do?a.rtment
of business, the key of which is to be in the custodv of the
6fﬁr'gr in charge of the de}'_»a'rtment.

- 131, : In the arrangement of the vernacular records of a
-district the principle to be followed is to keep together as
much ‘as possible all the papers which relate to -one estate
(whether 1t ‘be revenue-paying or revenue-free) and to keep
the papers .of each estate separate from those -of another
éstate. ‘The papeérs relating to revenue-free estates are kept
in a #eparate place from those for revenue-paying estates,
and .are arranged on the shelves according to their -serial
number jn Land Registration Register -B. _The .papers
- relating ‘to. revenue-paying. estates are arranged according
‘to the.serial order, .0 dyl

an estate are so' voluminous as to require subdivision, i..y
may be so subdivided according to local convenience.

-132." On each shelf, or compartment of a shelf, will be
clearly and" durably written or painted in a prominent place
the tauz numbers or Land Registration Register B numbers
of -the records thereon; e.g., T. Nos. 601—700 or B. Nos. 250.

) '135..;:Pg.pers__ of a genersal niture will have assigried to
-them 3 separate shelf. or-compartment.:

P

184, -1t "sométimes happens that estates, or, more fre-
quently,’ portions of estates, are situate in one Collectorate,
as deﬁne&p by section 3, Act VI of 1853, and borne upon the
revenue-roll of another. In such a case the records should
be kept in the record-room of the district, on the revenue-
roll.of which the estate is borne, and not'in that of the dis-

irict wheére the lands or some of them le. .

135. -This rule should not apply to thakbust and survey
maps, ‘which should remain where they are now depvsited.
Patni records, i.e., records of the patni sales should he kept
in the ;disirict where the sale fakes plade. The records of
all casés,_ﬁna_lly disposed of under. the -Public Demands Reco-
very Act, or under the Rent Law in force in districts where
rent suits are tried by revenue officers and records of cases
under sections 12, 13, 14, 15, 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 be
lmpracticable, such other arrangement as is more suited to the
condition of landed property in the district may he intro-
duced, with the approval of the Commissioner. The object is
that it should be known what papers are in the office and
where they are to be found. .Uniformity, though desirable,
1s not fo beenforced at an expense of time and trouble which
may be saved by adapting the arrangement to the circum-
stances of ‘any gistrict.
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appértainin é to chaukidari chdkran -
tioh cases should be kept in the district
which the lands concerned are geogra-

6 Jaiid_sitnate ss, described in the pre--

apers, but merely the cases)
in which they occur should be
41 (Ferm No. 1, Appendix A).

Then any fresh case is added. the name and date are to be

added to the shelf Register.

This rule. does not apply to C

papers separated off for eventual destruction.

day the contents o
with the entry in s

- 142. The record—keeper

and dated by him to show when he
_As;each bundle is examined, it sh

f one bundle to see if the contents agree
helf Register 41 of records, which is to be
made the ‘exami-

should examine each working.

ould be plainly

marked, inifialled and d
Opportunity should then
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ated outside by

th & Lo
be taken to see e record keege lé

that all B an

papers have been destroyed in due time and omissions of
» O:

this nature, as well as th

all

¢ record-room except the

Te
‘ See th

-Tecords® of . the previous months

u A )
quired for immediate reference.

C .
. tccounted for in the next month.

e fact that any papers are missin
2

cﬁahkidé;i co. .138- The_r BGOI"aS shonld‘ b'e Te rted .
_chakraniands ceding rule (i.e., not belonging to estates borne ‘upon the record-room.po- to the Deputy Collector in charge of tfe
and land ~ district revenné—roli)"‘ah‘oxﬂ&"beam‘:‘anged, bx;&ﬂé!%-inuf. 1 ;T ] ‘
acquisition different series from that of -the estates borne_upon thé reve- ‘*’?&43'3?«9-'1;@ sanction of Government-sghould - be “.speci -
records how nue-roll. ) 211- ined -whenever Register 41 is ré-written Ti ; Y- Register 41.
to be . - e régister is given in Form No. 1, Appendi.i A e form of S‘Form
arran ) - T e - .- . ) . 1 . : 0. 1),
Estats ofs 139. Whenever important papers belonging to_an estate an;'4:s ta&glsger 41A of records of cases not connected with . )
require(ﬁ%r bundle are:required for reference in connection with a case is that sho :m a aso ;? be maintained. The form of the re ;g Register 41
English cor- and are placed in a file of qurreiF9nt_lgnce,'~a. slip giving the. own as Torm No. 2, Appendix A gister ﬁForm
respondence. reference to the File No. and Coliécticn No. and’ year should . For Debt Settlement Board case’ ros o .No. 2.)
. be put with the estate papers in the bundle-in the record- the subdivisional record-room a ase records ‘transferred to -
room. The papers themselves, as'500L a5 they are no longer No. 4, Appendix A) should be separate Register 41C (Form
-required for reference, shall be restored ‘fo the bundle. régords transferred to.the Coll ;}amt&med. there. For such
When they are thus transferred from a file, a removal slip Register 41A (Form No. 2 zc rate record-room a separate
note, - that they have been put back in the-estate bundle, _ tained there.. The entries in ﬁpfﬁldlx A) should be main-
. _ should correspondingly be made’in the file. - - made thanawari and a certain: ;’umbtée ol;egnxsters sll,xould be
* “English core 440. Many important matters in connection with a reve- eaf?h;.than‘a‘ ages allntted 4n
respondence pue case are decided b cnn:espbndex.:ce,-'aﬁd‘ in-thé absence - / /. 145. - Begister 41B shall be k
relating to a  of rules for the disposal (ultimate filing) of ‘this corres ond- showing the receipt of recordse bkept_ by the-record-keeper, /Register
,case o be - - ence the papers are, it is-believed, kept somptimes wil the them. The form of the registe oy him and his disposal of showing
“filed"with * . ¢ase vedords (nathis) and _sometimes in the office file of the’ Appendix A. gister is given as Form No. 3 in pecei ?g d
the records  English correspondence without’ any cross-Teferences.-*It is < T di p Ian ;
“(nathis) of 1o be distinctly understood that the ¢riginals of all important . il
" that case. - orders should always be kept Wwith thé case records (nathis) " Regi stor 41 E
. to which they relate copies being kept in the office file of / 146. - A Yist of all th (Form No. 3
English correspondence with c!ea.x."rt_aferex_wes to the case the recqrd-keeper has t: fguljts and departinents from which List of o
records (nathis) with which ths r _g'mals are kept. Refer- and the Collector should ﬁxcill:e records sho}ﬂd be prepared gourts and
ence notes should also be made iu he case records (pathis) ment is to transmit ~its dispocs date on which each depart- d and
to the files of English correspondence where copies are kept. room, The date sh oull a b¥sfh‘);ed'9f records to the record- fff,:'t",'fms
A miscellaneous case should be started in the Munshi-- volume of work in each de;artnfgntms consideration of -the and w‘;:e:gh
khiana whenever a question of transfer of an estate from one. possible that the records will come ino as ti’ ensure as far as the record-
district to another arises and the correspondence relating to .Inonth and that one batch will be regi t: vfin y throughout the keeper has to
it should be kept with the miscellaneous case record. The another batch is due. The last dga.t;s fr ed and shelved before receive
reford when disposed of should, in the usual course, be con- - be fixed 50 as to allow plenty of tinf fo r the ‘month should - records.
signed to -the record room and kept with the relevant estate :l’etl“'m all the records before the eendmc.)f I&glsterm and
bundle. .7 : s%dg'ﬁx. dates for receipt of subdivisioiaigg‘?tw' HT_h_e
Arrangement 181. All cases of whatever nature comnected with one Appendix .’As- AFZZ the fform of the list, see Forme 138
of cases in estate are to be kept together. Each case is to be tied up Register 41B. and aPY f% the list- should be pasted inside -
bundies. separately (between boards or in cloth if "cheaper), and all record-keeper's off nother copy should be hung up in the
te are to be included in one undle. The it every day and sgg,d :nli tl_ledrecord-keeper should examine
R - minder to

each defaulting depart-

zMent on the morning after the d ;
o ST Collbesr o Toms T ke S it should be
147, The head of each'—dep -
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keference to - 148. When any case.is required from the ;record-room
record-room  for 'reference, the officer of the department in which it is
and removal  required is to egzve a ‘note to the record-keeper, specifying
slip. the ¢ase required. The:record is immediately to be furnished,
and- the note kept in the bundle threaded tq thé removal slip
note the form of which’is<given i Form No.*25 in Appen-’
dix’ B._ _Xf the Collector thinks fit, the removal slip may be
ased 88”8 requiring ‘notd™bys the'“officer - sending -~ for:zdhe. .

record.
Register & 148. " On thé return-of ibe récord, the note'is to be given
(Form up-and cancelled. A -  ster:shall be kept by the record-
No. 5.) keeper,” showing ‘the .. ...ds sent out from the.record-room.,’

. The form of -the register is given as Register' 41D, Form'
No..5, in Bppendi® A. ~This form is to be used-ior all:ver- -
nacular as well as Enclish records removed from the record
room whether curre - <= not.

inaex of /" 150." At the end of each year the serial numbers in Regis-"
unreturned / ter 41D of records, which bave not been returned, should be.
records. brought forward in red ink before any entries relating to the
“new year are-made. It will be the duty of the Deputy Col-

" Tector 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.
Records - - - 151. Except records under. examination prior, to admis- "~
retained in- sion, no records should be retained in the ‘record-room “which

record-room Q0 not'find entry ' in bne of the prescribed record-foom
to be entered  Tegisters. .
in prescribed - . )

register. . L
. 152, Registers 41, 41A and 42 must be kept up regu-
larly. Collectors are held personally responsible for the
expense of writing these up should they be suffered to fall
in arrear.

Valuahle 153, All quinquennial papers and Teni-free registers;

documents 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 lo¢k and key, either in a wired rack or in
a separafe almirah, the front and sides of which must be -
ft;rn‘ished with wire-work, so as to admit the free circuldtion
of air. :

List of . - 154. In each of such almirahs or wired racks should be
records kept  kept a list showing what is contained in the almirah or rack,
in almirahs. and the documents should be arranged and the lists written
‘in such a.wdy that-any document required can be ai 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

ROe, i
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- 155, The survey records; which admit of- arrangement
by villages, are not to be mixed up with those relating to
ordinary matters copnected -with land revenue, but are to
have separate registers. All -pargana volumes, estate and
village- registers, and such documents as-consist rather of
volumes-than loose gheets tied together; must have a distinct
shelf with a separate list forming an-appendéx to the ge’nerél
survey Register 42. The form of this register is given in

“Form No6. 6, Appéndix A. The survey récords” and-imaps

must be specially inspected and mentioned in the Commis--

sioner’s report of his visit to the Collector’s office.

:156, The original settlement records of private and

wards! estates surveyed and seitled undér\ Chapter X of the
-Bengal Tenancy Act are to be made over to, the: Collectorate
-record-rooms of the districts in which the estates are situated.
‘Thesé records are public documents, and the rules for their
custody -are the same as those which apply to the custody of
other public documents. If parties concerned with the sur-
vey and settlement. proceedings desire to inspact the records
“and take copies of them, the rules in Chapter are appli-
"gable to these as t6 all offier Tecords.

© 156A. After the records have been made over fo the Col-
lectar; Subdivisional Officers and Munsifs the corrections or
entries of results of cases to be made in_ the public copies of
- records under section 109D or 115B of the Bengal Tenancy
~Act will be made by the staff of the Collectorate record room.
Correction ‘slips w:.{l be issued: . by -the—Collector’s. record-
-keeper.to “Munsifs -and Subdivisional Officers® for “incorpora-
tion -in ‘their.copiés of the records. - = - . e

157. It shall be the duty of the record-keepér on receiving
records from any office or “department for deposit "ifi the
record-roomz to ascertain personally or throug 1
.nation of a responsible assistant that on every document
chargeable with stamp duty the head . clerical officer cox-
cerned has made the prescribed entry 4wt i o

. otherwise of the stamp borne [rule (a), section IV, Part TiI;
page 201 of the Stamp Manual, 1931}, and that the rules
regarding. cancellation of court-fée stamps have been pro-
Eerly carried outs Should any of the stamps show signs of

aving been tampered with, or should there be any deficiency

or any suspicious circumstante, he must at once submit 2°

report to his superior officer. This examination .may be
;nad'e at the time of second punching prescribed in rule 158
elow. . . .

158. The record-keeper of every court or office shall,
when a case is decided and the record consigned to his cus-
tody, punch a second hole with a triangular punch in each
label distinct from the first. and at the same time note upon
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

Dature, and should be made on the day the records are recejved.
In the rarnrd-ranm 1T A8 800N alfer as nosxihle and shanld

the exami--
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not await the inspection or -examindtion of the _técords.
These diréctions apply only to adhesive labels used: under
the Court-fees Act. Impressed stamps tused for denotmg
court-fees need not be cancelled or punched, otherwise than
as required by section 80 of the Court-fees Act The portions
punched out must be destroyed by burning.

159. It should be established as an invariable rule that:
when a vecord shows a certain Government due as recover--
able in comnection ‘with it, the record-keeper should refuse
to take it over without the express orders of the Collector,
‘unless it mntams the Trea< -y receipt for this due.

-~ 160. It is the duty of the regord-keeper fo check the
classﬁcahon mgde by the- deparfmental officers, -and not to
place any case on the rack = e has satisfied himiself that
the papers have been co:x v distributed into the three files.
He is also to com:pare the entrzes referred to in rule 169 below
with the records themselves and sigh - the certificate at the
foot of the combmed title page and fly-leaf. -

- 161, TFiles A and B are to be deposﬂ:ed in the place on
the racks-to which the case properly belongs. Files C and
D ate to be placed on a separate set of racks, set apart.solély
for C papers and private documents.” File D. will disappear
at ‘the same time as ite ( files, after the procedure:described
in rule 298B(3) in Chapier ¥ has been carried .out..

162, The arrangement of the papers on the rack assighed’
to C files is not to be by garga.nas and estates but accordmg
to dates kept in monthly bundles.. -

sh casis decided In January 1910, sub- | Shelf for cases declded In February 1910, sub-
;}{’irt‘i’:d into as many bundlesas thers aref divided into as many bundles as there are
classes of cases. - classes of cases.
. £ | 4 .
g E 1 ¢ T ElE
. L3 - £ . . - £
-3 H 3 z . . 3 2 § <. A
e - e 2 o
Ces gl g|a|8)|3)ég|2|&8|&85]%s|¢3

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 b31n0' as many bundles as there are
denominations of cases. Aoam srithin the bundles, the files
of the cases will be arranﬂed accordmo 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.
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©.—Glassification, pfSservation and testruction of verRacilar
records. .

+ ._165.” Under the term ‘‘vernacular’” are included all case @lassification
records whether in English or the- vernacular. Upon the of vernacular
completion of a case it is the duty of the department t6 which regords.
it belongs to divide the papers of which it consists into four

. separate packets—A, B, C and D,—of which A, B and C will
consist of public papers classified according to Appendix D,
and D will consist of the exhibits end other gocnments
belonging fo private parties filed in the case together with
the list or other subsidiary paper with which each such docu-
ment wag filed. Packet A will contain all papers that are
of sufficient importance to be permanently preserved, packet
B will contain pzpers that may be destroyed aiter 12 years,
and packet C all papers that need not be kept for more than

sftwo years excluding the year of - disposal. The papers in
gacket D will be.disposed of in accordance with the rules laid

own in Chapter V. 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 refained, and at
“the expiration of this period the necessity: fo¥~their further
retention “will be again considered.

166A. Records of cases under the Tand Improvement
Loans Act, XIX of 1883, and the Agriculturists Loans Act,”
XTI of 1884, should be preserved (t) in the case of rejected
" applications, for.one year from the date of disposal, (#%) in
tﬁe 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 aill
money i deposit has been disposed of and, when there has
been a reference to the Civil Court under section 5(7) of the
Act, such refererice has been finally adjudicated”.

1666, 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(I)(a),

of the Bengal Tenancy Act will be stamped as ‘‘B’’ class
Papers but cases in which full payment of landlord fee has been {
made may be destroved in the record room after one year.
Dther cases will not be kept for more than 6 years.

. Notices under section,26C of the Bengal Tenancy Act

;_"ill be stamped us C papers and may be destroyed after one
ear,
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$66E. Notwithstanding the classification in-yule-1/34,.
the Collector may after examination pads orders for the des-
truction of any ‘A’ class paper before the expiry of 21 years

if he considers its retention-no longer necessa - For the
urpose of such examination™the record-keeper -8 ut w

to the Collector a %
e year shown -a;»gunsb .

166F. Case records of education céss will be stamped as’
«B** ¢lass papers but will not ‘be*preserved for more than six
years excluding the year of disposal.* = :

167.. Ev aper should, except-when jmmediate classi-
fication is imeg)sg'ible, be -marked fninently by:the.use of.
the A, B, C or D stamp as soon as§ it is received in the depart-
ment, and it should be entered in the combined litle page
and fly-leaf at once. - 2 0

168. The clerical officer in ‘charge of the department
must himself make the above classification, and himself mark
the A, B, C and D papers. - He will see that the oon_ﬂ}n}ed ht}e
page and fiy-leaf \has been duly prépared as pref_cxabed Jin

~yules 126 gnd‘ 127

. 169. Before a record is transferred :to £he~Fecord-room,
the departmental office must* satisfy itself that the”class’ of
each paper has been dull{1 entered in the combined title %age
and fly leaf, and that all A, B; C and D papers have been
marked with the appropriate stamps.
combined title page and fiy-leaf the papers under each class—

A, B, G, and. D—will be noted by their serial ’numbei's 88 °

shown below —

A B c D
1 3 T4 8
. 2 7 .. 8(a)
5 9
6 T 10
170. Before any officer is entrusted with the marking of

A, B, C and D papers with the appropriate stamps the Collec-
tor must ascertain that he has made himself . thoroughly
acquainted with the rules for the classification of records. -

171.  “C” class records shall have no combinéd title page
and fly-leaves, and shall be sent to the record-room tied UP
in monthly bundles department by department. On the top
of each bundle there will be a slip mentioning the Depart-
ment, the month and the total pumber of single documen_'ﬁf
in it. ) By

At the bottom of the

3

- 39

The records of notice .cases relating to-the payment of -

landlords’ feés under the Bengal Tenancy Act, although B
class records will be dealt with in accordance with the
jnstructions inm paragraph 1 except that on -the top of each

‘monthly bundle there should-be & list in duplicate of records-

in the buindle showing the (1) casé number and year of each
ecord (2) nmimber of sheets it contains, (3) total value of

' court-fees it contains, .(4) nature of private document, if any,

and (5)-date of disposal; and that only the total number o
cases in esch bundle, and,. when there is mors -than- _one
bundle in a month, also.the number of the Iast Fecord in
each bundle, should be entered in column 2 of Register 41A.

RIS ¥ i A Al‘.tﬁbhéi,taccording to the ﬁsts, papers in Class

A" gre to be-kept *‘for ever’, an expression used because

it is unsafe to fix any period within which it is certain. they

can _be destroyed _wwithout any danger, it is mecessary, in

- ordér " to_ prevent “the excessive accumulation of papers, to

make’ arrangements -from time to time -for relieviig the

record-rooms -of old papers which have ceased to be import-
ant or ‘'which were originally wrongly marked “A”. In
order to weed out umimportant papers the- record-keeper

" should examine a few bundles of ““A” class papers on each

i

3

., working - day.

-.Detailed instructions for this examination
“are given+in Appendix F(1) at page 179.

g .

73:1The ts.ble showing the classification of vernacular

‘recorda will be found in Appendix D.

173A. " Records of cases under the Bengal Aj icultural
_Debtors “Act, 1935, Bengal Act VII of 1936, shou%(ril be pre-
served- ac_gording‘to the classification shown in the table in
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 ¢lose of the year in which the case is disposed of. The
classification’ will be done by the Debt Settlement Board con-

“cerned but should be checked on teceipt of the records in the

Record Room to4nsure that the Boards have done it properly.
All “A” class papers tied together in one butdle will be at
the top and 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
be kept together in the Record Room and when the com-

. Plete calendar.year after close of the year in which the case

. ]‘“" 9 years and ‘C’ class papers for 3 years.

is disposed.of, has expired, *‘C’’ class papers are to be taken
out and destroyed. :

lend 173B. Records of cases under the Bengal Money-

gn ers Act or Rules, 1940, should be preserved according to

c{e classlﬁcatlgn shown in the table in Appendix D. ‘A’

class papers Wwill be preserved for 21 years, ‘B’ class papers

ation of th K : : For the calcu-

dis e years in question the year in which the case is-
posed of should be excluded.

Examination -
of unimport..
ant (lA"

class papers
for destruc-
tion.
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D.—Procegure for the destruction “of B and ©- B
TE verfiacular records. ~ RS Rs

174. In January of éach 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 in’a mass: . No
further axammation will be required if the rales:as to. classi-
fication have been” strictly- iirﬂa ore

; rictly- #idhereds to.” It “will*- therefore!
whe=necessary. tottake -particular.icare ~that “no=document to

which: , under section 3, AGHV:6f 1917, as described
in rul 229 ‘below, appliésTis:placed ‘m the C.files.

Similar caution is necessary with regard to the B files.”

. 175.::Simﬂa;1y’,‘i1'1 ‘Jan'q:'«ﬁ'y of ééc}r e _. ‘ r’d.keepet
will, nnder ‘the Collector’s sanction, desiroyigall B ‘paper
“which have completed their twelith year.’ ‘Lo get out .tﬁle’sé'
"papers it will be necessary 10 open -the bundles ' ‘containing’
them’; bat Registers 41 ‘and 41A will at oncé show in what
bundles B papers are to be found which have completed their
twelith year s6 that 16 bundles need be unnecessarily taken
mned?’ - creen e ENUMCS AT e

_176. Tt 'will be understood that no C paper > must - bé
destroyed until two complete_calendar years “ have elapsed
since the deécision of the cases. ‘Becords are to.be destroyed
"onice a year only, in Japuary. The destruction?madg-in
.January_of any -year -will ‘comprise o ‘cajés _which “were
“decided. Iater than the 3lst Décembgf‘xiffhe‘%hﬁgjmg
yesr.” The ‘same principle is to be dpplied in' calculating the
welve years for the destruction of B papers. =~ 7"
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Subdivisional ‘Recorgs.

471. . The duty. of keeping -the revenue records of a sub- Record
division is to be- specially entrusted to ‘one of the clerical keeper.
-officers who will, _for-the purposé of rule 126 of —the Board's -
“Mistellaneous Rules, 1934, be considered to be 8n assistant
record-keeper.

T¥'478." At the end of each month the officers in charge of Classification

departments -are to make over to the subdivicionsl record- and deposit.
keeper all the cases decided during the month, the papers-in
case being first properly classified end marked and the
mbined .titlé page ‘and fiy-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 “‘setilements,’’ “‘partitions,” bundles.
“ete. (the cases of each class being arranged according to the
“date-of their (!e'cis_iong , and then tied togethier.. The whole
of the cases decided during each month, thus classified, are
then to-be tied.together in one bundle, which is to be depo-

-sited in its proper place. , :

. 180. . The subdivisional vecord-keeper will keep Regis- Register 21C,

“ter 41C instead of Registers 41, 41A and 41B.. The form of F_g% No. 4.

register is given in Form No. 4, Appendit-A el nop o on
<181, Whenevér any case is removed from his charge, Removal of

either for appealior for any other purpose, the subdivisional records.

record-keeper 18 to_deposit in ifs place a removal slip note
(vide' Form No.-25 with the date and purpose of it removal)
which slip note is'to be destroyed on the case being returned.

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

Receptacles,

Y

nient. .

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

(a) Registers containing matter that iz also to be found
" in district registers, such as settlerment, parti-
tion, and land acquisition cases.
(8) Temporary registers after the period “prescibed in
this Manual. S )
The Subdivisional Officer should submit in April of each
year a list of registers to be destroyed for formal approval
by Collector of the order to destroy, and these should be
estroyed in the Subdivisional Officer’s presence on receipt of
the Collector’s sanction.

184. The registers enumerated below are permanent
Tegisters kept at subdivisions.” -Column 8 will'show the
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penod for which these’registers are to Ee kept at subdivi-
> sions and also when and how they are.fo be destroyed at
‘headquarters :—

No. of ) Period for which tbery 81 to_be kept
Register. Name of Register. -| at subchvmon and their destruction

 me 2

a

1 ‘Estates under settle- Shon!d be sent tod:eadqunrtexa “when
meont. & new register s -opened évery 12
years, pending seitlements. being
entered in the mew  register; end
should’ be destroyed .after compari-,
son with the sadar register. - .

2. Pmoéedxﬁgs for the | Should be sent to hesdquartez-s exexy
: ‘partition of estates 12 years,- ‘pending “batwaras bemg
under Bengal Act entered in 8 new. register. -

+ +V of 1897,
.5 -} Lend acquisition Sholllﬂd be sent to hesdquartem ‘when
cases. all cages in tlm register. are finally
A . d::loosed of.
6- | Lands used for pub- { Should be sent to headqusmrs when
Y -lic purposes. 4 ® hnew register is opened, if old

entries ‘are reccpied, and should be
destroyed after companson with tho

J pdsrreglster . Lo Z

6A Lands in the occu- | Should be kept permanemly at the
) .pation of Muni- Asubdxvmon, )
- cipalities, Dis- { ~

19B . { Bales held \mdar Should be sent to headquarters - when
B;nga.lActD’Iof :nmregxste:mopened. sy
1013 £
23 Under-tenures sold Shou]d be sént to headqnarters when
under Bengal Act | a new registor is opened.
VIII of 1865, .
32 Estates held under Should be serit to headousrters whe,n
direct,. manage- 8 new mglster is.opent -d, only entries *

. ment. concerning estates still under manage- .
‘ ment being copied in the new register, «
. - and should he dstroyed after com-~
“parison with the sadar register.

34 Esiates managed by Ditto ditto.
the '~ Revenue .
authorities.
35 Attached estates .. Ditto ditto. -
354 Ledger of sums re- | Should be serit to beadqu&rtexs when
ceived and ex- 8 new register is opened, only entries

pended on account concerning estates still under manage-
of attached estates] ment being copied in the new register,
and should be destroyed 12 Yyears
sfter the release of the estates.

‘41C Receipts and dis- | Should be kept permanently at subd-
posal of revenue | divisions. ;

N

records. ;
45 35 and houses, | Should be-sent to headquarters when -
owned by clerical a new register is opened, live entries
officers. being recopzed in the new register,
but should be destroyed after com-
. X parison with the sadar register.
46 Leave of clerical Ditto ditto.
officers. :
57 Of all registors to be | Should be kept permanently at sub-
preserved perma- divisions.

nently.
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No. of “Period for which they are to be kept
Register. Name Jf Register. et subdivision and their destruction
R at headquartery.
1 2 3 -
62 Index Register of [Shonld be -kept permanently at sab-
-] . English correspén- divisiops. .
~67 |.Particulars of newly }.Should be eent to headquarters when
= ““formed island. | & new register is opexcd, all i
entries being recopica in the new
register, and chould be destroyed
-after’ comparisan with the sadar
register.
73 Becurities of clerical Ditto ditto.
and non-gazetted :
; , officers.
II |-Applications for | Should be sent to headquarters when
" *  cpinmutation of a new register is o; all pending
rent paysbls in entries being recopied, and should
kind under sec- be destroyed efter comparison with
tion 40. sadar register.
v Application for regis- | Should be sent to hesdquarters when
. tration * of im- all the cases in the register are finally
~provements under i of.
“mection 80. -
v Applications to re- | Should be sent to headquarters when

ocord
ifisd ix section

Tenancy Act (to
make record-of-
1 #ights under sec-
-tion 101), whether
made. under seo-
tion -103 or -101

“all the ceses in the register are
finally disposed of. -

2)(a).. =~ . s
X Notices of annul- { Should be sent to headqiiarters when
ment of encum- & new register is opened, all i
° brances under entries being recopied in the new
section 167 of the register and should be destroyed after
Benga! Tenancy | comparison with the sadar register,
Act. ’
1to 16 and | Of suits, - applica- | Should be sent to headquarters when
18 pres- tions, ete., under all the cases entered in these re-
cribed by Act X of 1859. gisters are finally disposed of.
execu-
tive
authority |
forusein |
districts "
in whic® |
VAt Y |
1859isin §
force.
185, T

) -cords of all decided cases, with the exce ’tion Transmission
o C class records to be destroyed under rule 183, shall be to-head-
orwarded quarterly to the district record-room inr hundles quarters.

ol . « . .
;:M'] the expiration of one year from the date of their dis-
bsal. . PP

to ‘186- Tistrict officers are, however, authorized, according,..-; Retention:p
reteoi'fﬂ circumstances, to prescribe shorter periods for the-records:ats
ntion at subdivisions of the records of several classes. - ~subdivision,
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gheck by 187. The district record-keeper must check the A, B;
district C, D classification of the subdivisional officers before he
record-keeper. * destroys any papers, and before he deposits the:gases in the »
district record-room. ’
. Application - 188. Except in s¢ far as they clash with these special
of rules. _ rules, the general rules-contained in this Manual are appli-
. cable to subdivisional records and record-keepers. .

*glassification "™~ 189. The English..oorzespondence of_:éabdivisional
and officers is to be kept permanently at the subdivision.  “The
preservation  general rules for the English correspondence vontained in
of English this Manual will apply as far as practicable'io the classi-
retords at fication, arrangement, preservation and destruction of
subdivisions, English records at subdivisions. :
-Gommissioner 189. (1). Commisgioners of Divisions are competent. to
may sanction sanction charges on account of establishment retained at a
retention of  subdivision for arranging the records of the office Ieft vacant

_establishment by the removal or death of a Deputy Collector, subject to
-at subdivision the condition that.the pay 6f no individual appoiniment
to arrange éxceeds Rs. 100 per mensem and that the cost can be met
-records. from the District Budget. . Such sanctions should be com-

) municated to the Accountant-General, Bengal,~direct.

Chapter i11A.

Preservation and destruciton of Birth and ~Death Registers’

. 189A. "The birth.and death registers should-be denosited.
in the Magistrate’s record room.
- 183A(1). On the lst July of each year ihe.tocal regis- .
trars should send the registers of births and deaths of the
preceding year to the subdivisional office by 2 special messen-
ﬁer or by registered post, a complete list of such Fegisters
eing sent to the Subdivisional Magistrate one month before-
hand so as-to enable him to make arrangemnents for their
recepiion. On receipt of the registers at the subdivisional
office the Subdivisional Magistrate should, not later than the’
1st of August of that year, despatch them in proper order to
the.district record-room for preservation. .
189A(2).. Tt is:the duty of Circle Officers 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
10 delay in the receipt of the registers from th- ‘- . .ivisional
Magistrates. Reminders to.the Circle Officers gliould, where
‘Decessary, be sent by the outlying Subdivisional Magis-
trates. :
189A(3). The registers for each year should be arranged
accordir., zo the thanas within the subdivision and according
to unions within the thanas. To economise space fhe regis-
ters should be bound in as few wolumes as possible, but
“registers relating to different subdivisions should not. be
bound together. :
189A(3). The registers should be preserved for-30 years.
- At e

_ 189A(5). Copies of entries in -the registers may be
supplied on payment of the usual fee prescribed in rule 810.



CHAPTER IV,

A.—Miscellaneous.

- 190, -“All correspondence “bétweén English officers and Gorrespond-
native officers qualified to write and upderstand English, is to ence in
be in Englisk; the practice of corresponding by vernacular English. .

r preceedingzis forbidden: -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 procéeding, the propriety of
orders passed by.their superiors. If-a subordinate wishes to
question the orders of a superior, he must do s0 in an English

lettez..g‘!?bjs does’ riot, -of course, apply to a native officer

* who uainted 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 corn- designation
municatiogs to Government, as this is of much use when the to be .
weight to_be attached to.any particular officer’s opinion has Mmentioned.

to be cansidered.

192, Correspondence by formal letters between a Collec- Formal cor-
tor and his ‘subordinates ‘jn the same station is proRibited. respondence
The Collector-should egtablish an' ‘‘order book”, divided between a -
lengthways:by Jolding or ruling, -and con‘esgon'd with his Gollector and
" subordinates;”if 6ral ‘cominunication is impossible or nndesir-- his. subordi-
able, by question"and snswer on opposite portions of the page. nates in the "
Each officér should similarly maintain a” book in which to “same station
insert matters requiring the Collector’s instructions. = Yf prohibited.
instructions are required in a particular case only, they should Order book to
?}? obtai:ded on a‘separate paper which should be filed with be used. -
e record. . P

193, Officers are required to take particular care that Signatureto
their official signature is always so .digtinctly and readily be legible,
legible that there may never be any room to doubt hereafter-
that it is genuine and authentic. Whenever an officer affixea
2 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.

~-184. AM - qunications, whether by letter or by Communica-
endorsem: :1d be written on forms prescribed by the tions to the
Board, whica can be obtained on.indent from the office of Board and
the Pl'gss and Forms Manager, Bengal. There are separate Government.
forms for letters and for endorsements vide Forms Nos. 35 to ’
(4a and 66 to 68 in Appendix C.

; 195. The following rules should be observed in connec- Transmission
'on with the transmission of records to the Board, and from of records.
one Revenue Court to another:— : )

(a) Becords should be transmitted by parcel post, pre- Records to
pPayment of the requisite postage being made. in -he transmit.
every instance in the manper prescribed by the- tad hy parcel
postal rules, and no parcel should contain more post.
than the papers connected with one case. :
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(3) 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.

(¢) A letter of advice (Form 68, Appendix C) should be -
forwarded simultaneously with the despatch of the
parcel, but separately and by ordinery letter post,
and in-1t the number and date of the-forwarding.-.
latter referred to in the preceding clause shoul%
be quoted. o .

“’d} An ecknowledgment (Foim 67, Appendix O)-should

- invariably be required from the officé tv 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-are given the forms to be used in
this connection, viz., :No. .67, Form .of letter to accompany
records, and Memorandum of acknowledgment; No. 68, ¥orm
of letter advising the despatch of records. . These forms may -
-%e obtained on indent from. the Press and Forms Manager,

engal. .

197. In order to prevent revenue records being uunneces-
iwgarily detained irt Civil or Criminal Courts, the rules framed
. by the High Counpt®, which provide foi ¢ases where-records

are called for by.other courts are prescribed for adoption

mutatis mutandis in Collectorate record-rooms.

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

. examined first whether certified copies of all the papers
- requiired 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
: gring'back with him the complete record without being
etained.

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) Xf it appears that certified copies of all the papers
req="ed 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 befors:
the records are sent. .
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High Court’s circular order No. 14 of 1926 (Civil)—Not6
(1) to Bule 23, page 88 of High Court’s Rules (Civil)—is
quoted below :— :

Nore 1.—All subordinate courts should take special care
to prevent the unnecessary 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 publio custody. ‘When such documnents are called for, the
PLourt calling for them shall state the circumstances -which
render the production of the documents necessary. Whon,
however, ‘the Collector or other public officer in charge of the
documents has been summoned under Order XVI, Rules 1
and 6,- of the Civil Procedure Code, 1908, to produce in

Court-a certain document, it will be his duty to send it to-

the Court: but such officer may at the same time, in persén
or by letter addressed to the Court, object to the production
of the document, stating the grounds of such objection. Tle
Court’ calling for the production of g~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, and,
if so adyised, To-frume and prefer the objection, and also to
enable the Court to consider the same and decide, sfter hear-
ing -the parties, if necessary, whether it should compel the
production of such document or not, and, in either case, to
communicate its'decisign to the public:officer concerned before
the date fixed for.the production of the document:

198, .~ A" statement should be prepared for:-and hung up
in each record-room showing item by item what remains to
be done to put such record-room in proper order—omitting
structural alterations. and against each item should be note
the approximate date when the work is expected to be com-
pleteg. )

199. - A gtatement should be prepared and hung up in
each record-room showing briefly, but accurately for each
class of documents t0 be preserved permanently,-Avhat has
fo be done in order to get a specified document of that class.
For example— o S

_ English correspondence—Wanted ._a particular file collec-
tion of 2 particular year:— .

(u) Get Register No. 57—Register of Registers to be
preserved permanently, m which the registers are
entered by departments. .

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

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

(¢) Find out the entry in the Index Register of the year

In question, and against it will be noted ~the.
number of the press rack and shelf on which it

_has haon_nlocad_

Pending
work in .
record-room.

How -to
trace
docusnents.
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(d) Go there and take out the registerand 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 %o such shelf and get the file Heeded.

200: Al registers, books, etc., should, g0 1ar as possible, -
be arranged vertically and in chronologicgl order; and mnot .
hori,zonta‘ily, and each should be labelled on the back of the -

"covers with a number correésponding to thdt against which

it has been entered in Register 57 or 5TA, s»*Where a shelf is

"devoted wholly or to some considerable extent to" registers, -

it is necessary to relieve such registérs from the' lateral
pressure which the masg exerts. For this purpose vertical
battens or double-twisted thick wire, or iron supports should -
be used at suitable intervals. Care should be taken to see
that small registérs are not arranged on shélves-where the.
inter-spaces are large 'and big registers. on shelves.where the-
inter-spaces are small, and that space-béefween shelves' is
sufficient to permit of the registers being arranged vertically.
Almirahs should not be used for registers.. For codvenience
of arrangement both when depositéd in the record-room and
wi.:: in use on clerk’s tables the use of ‘thin volumes should,
80 far as possible, be avoided.. When the entries for one year'

.ordinarily occupy only.a few pages, a suitably thick volume

Back regis-
ters not to
be kept on
clerks’ table
unfess - -
needed.

-Almirahs.

Floors of
record-rooms. .

Bhould, 'whén possible, be dsed” for the-entriesofsaindmber
of years:

201. Where a clerk or muharrir is allowed to keep by
him many back registers, such as is often the case in ihe
tauzi and cess offices, he should be made to keep a list of the
occasions on which he has to refer to any of them, and of the
reasons which necessitated the reference. In the case of the
tauzikhana, no such entry need be made until after the yearly’
reconciliation of the new with the old registers has been com--
pleted. From this list can be judged whether the plea that
such back registers must be kept by him i3 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 almirah would
be ample. This can easily be arranged for, and the neces-
sary security obtained by having the almirah- doors cut
throngh midway horizontally, the upper and lower portion
. % yrovided ‘with a padlock. Inalmirahs used for
I..giish correspondence the files and collections should be
arranged lengthwise on edge, and flat. By so arranging
them, the 5le required is mote easily obtained, and the space
‘provided in.the almirah is more fully wutilized. ‘

202 (%). In order to prevent the ravages.of white ants
and’ insects, the floors of the record-rooms should be coal-
tartred annually or washed once & week with some chemical
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preparation, e.g.,. solution“of corrosive sublimate, powder ‘of
na , harital (yellow arsenic solution) or phenyl. The
expenditure-on this acconnt has been provided'épor in rule 238.

202 (2). Record-rooms should be well lighted and, 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, if should bé -secured,
-wherever possible, by elecftic¥ans. The use'of the fans for
an hour or two daily would suffice.

202 (3). The. substitution-of fixed iron record zocks. of Precaution
standard design for sooden racks should be carried out as 2gainst
funds are available. Wooden racks in use jn the record-rooms destruction
as_well as all shelvés of racks on which any sign appears of Of records,
msects likely to prove destrnctive 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 siiited and dusted. Papers which use of Bret-
have suffered from insects or are  liable ‘to their attacks, hell’s tracing
should be brushed over 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 lity of
responsible -for the expenses incurred in their ®re-arrange- Officers.
ment; and any officer receiving charge of an office, the records. '

“of which may be in disorder,.or so unmethodically arranged
‘ag to prevent the ready production of papers when called ﬁ:r,

who shall fajl to make'a timely report of their state, is simi-

larly held answerable for the cost of time and arrangement.

204. Al confidential records .ordered for destruction Dispesal of
under rulé 56 should be burnt under the personal supervision useless papers.
of the Deputy Collector in charge. B a.ng papers sanction-
ed for destruction under rules 105, 174 and 175 may be
sold untorn. Registers sanctioned for destruction under rule
115 ‘may ziso be sold untorn subject to the exercise by Col-
lectors oi ‘their discretion in deciding which registers should -
be burnt. The Deputy Collector in charge will, on each occa-
gsion, consider whether the cost of arranging them for sale
would exceed the_probable sale-proceeds. lg_f the Collector
orders' them-to be burnt, ‘the Deputy Collector will supervise
the 1 .aing, If the manufacture of paper is carried on in
the disirict. jail, the useless papers,.if not sold, should ‘be
sent to the officer in charge of the, jail who will pay at the
current market rate for waste paper. The expenses of sorting
the coniemned records may be charged against the sale-
broceeds, the baldnce being credited to “XfV——Miscellane-

ous’’,

205. Nome but. properly prepared paper must on any Vzaluable
account be employed for purposes of record. Country paper® gecords,
must never be used. Paper to be

used.

“NoTe—fThis does not apply to paper manufactured in this
Country after European ﬁxethgdps? pepe i
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Endorsement 206. When a letter from either a snbpqdinaie'_f; a higher official leiter to a superior authority should be superscribed as
form. authority, or wice versa, contains vz but -a"_piece of in the case of principal covering letters, with the name es
information for the future guidance of such authority; or a well as the desi

piece of information sought for to complete any ¥

¢ gnation of the officer by whose authority they
or to rectify any error, or a direct affirmative or direct nega-

are written.

: ! : rect ne 13, - ‘When '3 District ‘Officer has passed a draft whil

3 i t either by the Board, the High Court, 1 T ) pas a while
oy et or the Secretaty of Btate for Indis, it will on four, sad o letter itself isenes fromi his office, the signa-
be quite sufficient if the letter be endorsed or passed ox with o as follows:—

the signature of each successive”suthority. The transmit-
ting afxthority to retain a trace of the Jetter should make a

memorandum (duly numbered and dated) in his record book,* A. B,
but the same fact is not to be repeated in two, or, as 1s some- Deputy Collector,
fimes the case, in three, successive covering letters; nor to

be entered in the record by a copy of the letter at length.

for Collector. on tour.
Letters to be 207. -Memoranda and endorsements .should be substitut-
L€

214, If the draft has not been seen by the District Officer,

by rallv: as much as possible for covering letters, in for- the Deputy Collector should correspond in his own name, add-
avoided. N fmﬁz doycu'ments, when a brief remark in reference to the ing, if such be the case, that he writes under the instructions
' document will ‘suffice; all such memoranda and endorsements - of his superior. .
should be numbered and dated.

. ) - '215. - When District Officers are 4t their headquérters, they
with 208, No letter is to accompany & ;nontmz, ql}arter_ly, aré expected to sign their own letters. -
No letter kistwar, or yearly statement- of any kind which explains 2'5'6 Lett: s - . “ .
veturns. iteelf, or in Tegard to which a distinct and elaborate report d o ﬁe ers aen; in one enyelppe phould be intelligently Arrangement
is not required. -The signature of the transmitting officer, z’; Wﬁfﬂ y arranged, sb as, with'their enclosures, to be dis- in envelope. *
- with date and number to the document at the foot of the guishable easily the one from the other. . '
statement, will be sufficient in all such cases. . 217. All reports to superior authority must be complete Heports to be
Use of forms. ° 205. It should be the aim-of every officer’ to reduce-as" ;»-in-themselves.. Voluminous enclosnres.

i i ; res-are-not to be suhmit-
much as possible thé amount of ‘clerical Jebour in his office :ed moﬂéa simple expression of opinion. If is-the duty of.mlete-
by the introduction of lithographed or printed forms. All tﬁ:ry cer 'mﬁ}m'lg a-report to superior authority to state
gtatements, forms, and returns, such regular monthly bills as smcaﬂe ﬁ;lilcme y.in his own language, avoiding all unneces-
take some time to prepare, and any other dncuments which are - sk Pﬁ) ty, and not snbmitting enclosures that are not
in frequent use, should be lithey ..-vu or printed. The distine y_li‘ﬁqmred to elucidate the subject. This rule applies
" printing of the forms will be executed by the Press and v special force to vernacular documents, which it can be
Forms Manager; and each department or office will-be sepa-

alll'y rarely necessary to forward. It is a primary rule that

- rately debited with th useless correspondence is to be avoided.

o cost of the forms iudented for, proper

~check being exercised iz’ the Forms Department over sll

A Y
C . 218, Maps sent up “to the Board G
S ch forms which must be submitted in ‘annexur T o goovernment as Maps sent
apph(c:laﬁzgsw;figlll. :ﬁle rules separately laid down by Govern- which tlf: tgrleﬁetzs grg ire. st e parated from the Letters with tetters.
ﬁgg{ al%[t is’to be observed, however, that a form must be maps'*al'eyreceéi]:;d nine th(;ls:g:ater;' so;iienhmes oo
sanctioned by Government before it will be supplied. ) ]etltter& In such, cases confusion gﬂ(:)ec: a.risiz‘ f':;:}]l &115 %‘i?it
. . ) ; . culty of connecting rticular i >
. . f vernacular words in Englisr correspond o0 g any particular map with the letter to
xg.r r(lé.cular enc?gnle;rsl’l?;lzz; case, it is unavoidable, is probibited. If. ;"1;1;;11 it ;vas an annexire. Whenever Revenue officers send
) a'vernacular word is unavoidably used, the English equivalent o1 {hp out of their offices, they are to have distinctly marked
a vernaculas v ‘ ! the face of the map itself— N
: i ther native year is givex, {a) the purpose for which it was pr d s
Nernacular 211, When the Bengali or any o ¢ e prepared;
u : ino English year should also be given. o b . ‘ Sy
dates and ﬁ.sﬂ;og?éi? ?gcalglangome;.sures are mentioned, the equivalents ) thea ;lnuén;;; and date of the letter to which it is an
measures. in acres or square miles should be stated. . N
. . . . . Star of 219, P AN
12. The no nd official designation of the writer O . ostage or ‘e correspond ubli
Form and fficial lettnr mw:i:h the pumber and date of the letter, 1S Oﬁfcers about the :nndminis’crationpf))ilz'1 lencxle f betwe_en public use of
despatch of  an piicial letter, ¥ letter . charge, and L local funds is a public pggt
lett ta De prefixed to it; the number and date of every le ¢ us ha.n service labels bought with public money should pos.ase
griers. referred to is invariably to be quoted, and every paragréP Tice o, M0 such correspondence. Covers stamped with ger- service labels.
s 0 be numbered. All communications are to commence serviosrog¢ labels should be superscribed ““On His Majesty’
s ; ) o here Service” yupg n His Majesty’s
" with a reference to previous-correspondence whenever ther® under {

th ; the full signature and official designati
* has| been any. Communicationa which form enclosures 0 3% , ¢ Government offisial who sends the cover orezlfgntizwlllle:({
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assistant or of other responsible officer to whom the duty of
despatching is confided. -The smallest possible’ number of
postage stamps should be used on' each cover.. : .

* Ths procedure o be adopted for.keeping:a check on the

use of service postage-stamps will be as follows:— .

““Whe gazettéd officer - chargeof the Englishoffice will
indent for the stamps, which, when received, will bp eéntered
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 .

putting 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 an
will initial the register if correct. He will check the amount
"expendéd on each telegram by examining the office copy of
the telegram. - T -

‘No letter’ 220. No letier of any kind is ever.to .accompany a month-

with bl "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 such short explanation

is necessary as can be submitted,.in a few words, at the foot

. of the bill; or in a side note. - T s TTETT

‘Reference to 221. In case where grants are maae, or charges sanction-
" order ed, by the Government, or the Board, the disbursing officer,
sanctioning  is not t6 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 9rder.

Admittance 222. Admittance to the record-room should be absolutely
to record-room prohibited to all persons other than the Deputy Collectors
prohibited. and Assistani Collectors serving in the distript and the officers
BN of the *Collector's Court, except on -production of. a. written

order for admittance signed by the Collector. - . '

Measures for 222 (I). 'The best prccautions which local conditions
the prevention admit should be taken agcinst fire. A resident care-taker
of.fire in on Rs. 12 per month should be appointed in all record-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 sleep in one

of the record-room verandahs and keep the lighted lantern

by him. Tt will also be the duty of the care-taker during the

f day to keep the records and vegisters of the record-rooms

| from dust, damp, white ants, etc. A reserve of two humm-

' cane lauterns should be kept unlighted with the Treasury

guard to be lighted and used in case of an outbreak of fire,

Axes for breaking open doors or windows jn case of fire and

of syringes for putting out fire may be purchased locally and

should also be kept. . . f

Sufficient red fire buckets should be provided to ensble a
continuous hand chain to be formed between the record-room.
and the nearest source of water-supply. Imstructions should
be written out in the vernacular and hung outside .the'recor_d-
room giving an outline ‘'of what.ghould be done in ¢asé of fire,
specifying where -the water is and how touse it = 7 =~
-~ 222 (2) .~ The dnplicate keys of the Chubb’s locks which Duplicate - .
are in ‘use for the record-room“doors should be placed in a keys of the
sealed packet and handed over to the head ‘constable of the record-rooms.
Treasury guard. The sedled packet should be exarnined once
a week by the record-room Deputy Collectors. In districts
where there is' nc Treasury %na.td and no othef responsible
ard, ‘the sealed packet will be kept with such officer as the
ollector considers-will be most readily approachable in case
of fire.” ~ . T ’ i )

223, All-the riles in this Manual are to Be applied, so Records of
far as théy 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 (7). - It is the.Commissioner’s duty, when on circuit, laspection by
to make it a point of inspecting the state of every. Collecto- Commissioner.
rate record-room, and when dissatisfied with il to make a~ - ;
report for the orders of Gnvernment. .

... 224 (45).- The Leputy Loliectors 1n charge ot departments Occasional

of offices in ‘which adhesive ‘stamps  are - used or filed are inspection of
required to cause an-.occasional inspection <to*be mede " of )
documents that have been filed, in order to ascertain that the .documents
stamps have been properly pinched and  have not-been-subse- 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 s{ox_ﬂd'be subjected to-

smilar scrutiny.

225. In Appendix H questions gre 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
correspondenceand-also Library and Copying Department.

-~ .

S

‘B.—Rules regarding record-room plan.
. 226. For every separate room which is used for the Index plans.
Storege 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-
ceper 1s to be found. This plan will be hung ur on the wall
0{ the room. In eaddition a copy will be preparéd of the
]?;"“.5 of all these rooms and hung up on the wall in the record-
¢eper's room. At the end of this Manual will be found
2 model plan. Tt is to be clearly understood that record- »
Tooms need not be.rearranged 80 as to be exactly the same
as this model plan; but it should be imitated, as far as is
Dvenient, in the arrangement of records and the method

- - =
- - - = - e



of numbering the racks and shelves. In prepaﬁng the pian
> the following rules should be followed :— L

s
(a) The plan should be drawn out showing briefly but
accurately for each class of records what.exactly
hag to be done in order fo find a document of that
class. In fact there should be no’ class of records
{vernaculas or English), maps, ﬁla.nsg.nd registers,
the position of which is. not showniin“this plan.-
irehs containing valuable doduments, - eto.,
should also find "entry therein. ~Each record-
keeper, his assistants and his daftries should .be
familiar with it. The Deputy Collector in charg
shoild also he fully conversant with it. _—

(b) The plan id each case will be drawn to show the
entrance to the record-room, the number and posi-
tion of each room, the number and pusition of each

- rack, the A and B, i.e., left and.right side of each
rack, and the .doorways leading from the various’
TOOmS. R

(c) The index portion will be arranged alphabetically
‘upon the same principlé as that shown in ihe
model plan. The column ‘‘date of records’” mill
contain the first year to which the records belong,.

. ag_%a blank vnl{~ be left for the last vear, e.g.,
1876. ’

The blank will be used in the following way

Take the first item in the specimen Index *“‘Application
for exemption from revenue szle'”. Assume that-these records
have become so numeérous 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 willbe 1895 to. . . . . Fill in 1907 in the blank.
" = -:zly beneath it enter the mext year’s.records 1908
iv . . . . . For the remaining columns fill in the
numbers of the new room, rack and shelf on which the records
for 1908 have been placed. - :

(@) The colutun ““r361t number” will contan the number
bf thg room where the particular records- are
placed.

-(€) The column “rack number’’ will contain the number
of the rack on ‘which the records are placed.

(f) The column “shelf number’’ will contain th'g:; .pumber
of the shelf on which the records are placed. -

(9) If at any time the plan or the index become illegi-
’ le owing to age or alterations, new copies shoul
be prepared. .

() On each plan is to be written the date of its preps
ration and it is to be signed by the record-keeper
who will be solely responsible that it is accurate
and up-to-date. :



CHAPTER vV
Vv

A.—Rules relating to the destruction ‘of exhihits or privite
documents. )

. 227, -In’exercise of the powers conferred by clause (2)
(b) of sectioii 3 of ths Destruction of-Records Aet, 1917 (Act
_V of1917), the following rule is made by  the Board of
Revenus, with the approval of ‘the Governor in“Council :—

**No unreturned ezhis%it or private docwment shall ever be
destroyed until a notice has been publicly advertised in the
Collector’s Cutche that, unless objection s made, it will
be destroyed afterr:ze expiry of one month from the date of
publication. A notite to the same effect should also, when
possible, -be served on the parties interested.”

228. The following subsidiary imstructions under the
above rule have-been j3ssued for the guidance of revenue
officers. . They apply, as .ar as possible, both to subdivi-
sional offices and to sadar offices.

. (4) 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. ined and cause
a list to be prepared of all the unreturned documents found-

2 in‘it belonging to private parties. The general notice pre-
‘scribed in rule 227 should then be hung up on the Collector’s
. notice board. If the document was ongx_nallg filed in & 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 an extract from -the list should, if possible, be
served on the party or the agent of the parly from whom each
document was received.. -

- —

. (2) The notice and the list may be prepared in the follow- '
ing form— - .

Notice 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 they are applied for and taken away within one month
from the date of this notice—

No. and Yame of the )
date of letter party from Nature of Remarks.
with which filed. | whom the letter document,
was received.

1 2 3 4 .
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(3) On the expiry of one month from the date¥of publi-

" pation of the aforesaid notice all unreturned private docu-

ments will be submitted to the Lollector or Subdivisional

Officer, ] the
destroyed under the Collector’s. orders, unless they¥are of
permanent_public interest or obviously. of X ‘
to a private person. In the latter;case they will be.treated
as A class papers, and the letter with which they wer&received
should al'so be-treaie%ﬁ :;11} Jz;!. class ‘.gaper.

(B) Exhibits or private documents in connection with
verpacular 1:ecords—-

‘() It has been laid down in rule 165 of the Manusl 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 shelyes as the C.packets. The record-keeper at
the annual-destruction of C papers shall also examine all the
D packets of that year (t.e., D gackets more than two years
old) and shall make a list of al

private
notice prescribed in rule 227 should then be hung up on the
notice board of the Collector or Subdivisional Qfficét, as the

case may be.- In the case of records in the’ Collectorate -

Tecord-room received from & subdivision; the notice should
be published both in the subdivisional and in the-sadar cuts
cherry. A copy of the notiée with an extract from the list
should, as directed in the statutory riile, be served, if possible,
on the party or **= agent of the party from whom each docu-
ment was Tecei- -

.(2) Thé notice and the list should be prepared in the
following form :— ’

Notice to take back documenis cantained in vernacular
° : l'EGOl’dS. . - — -

in
Notice is hereby given to the parties who filed the docu-
ments shown in the list below -" 2t they will be destroyed
unless they are applied for 2nd ... .: away within onp month
from the date of this notice:— '

Nature of Names of
Case Nature Names of the docu- persons Remarks.
No. of case. parties. ments. . filing.
1 9 3 4 5 6

as the case may .be.” The documents will then be |
great importance~

the unreturned exhibita or .
documents found therein. The statutory .-gemeral _

Rt



(3) On the 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 whless they are of permahent public interest or

obviously of great importance o a ‘private person. In the

latter case they s well as the list or other paper with which

they were iiéceivz?, s}mttln‘ld be trtt:)ategi_ :1: {Ah claﬁgl_ papers and
laced in the-A file of the case to W. 8y ng. . ¢

YT PR beal oWl s Vv AL ﬁw}wj

299, Tn .the case of exhibits or other private documents

dthat weére consigned to the record-room before the separate D

acket was introduced, a similar procedure should be carried
dsut at the following times;— -

(a) in:iespe;:t of B a;;d C pa— ers ‘at the annual: destruc-
. tion of the B and C files; . . .

b) in respect of A filesat the quinquennial revision of
) the record-roofpsdirected cxln rule 172

229 (1). . In "the case of all returned exhibits or other
divate documeénts the flate of.return and, if possible, the
gnaturie of the party to whom returned should be given in
le remarks column of the ‘fly-leaf.

_R:les relating to destruction of documents ‘whether
public or private, rendered entirely illegible or useless.

230, When a documen.t is found to be entirely illegible Destruction
-lzss from.age, worms or other cause, it may be destroy- of spoilt
-« any time subject to the following conditions :— documents.

(a) The document must be .personally examin.ed by the
B Collector or&iSubdivisional (3ﬁicer.

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

(c) In 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 the
Teturn of such documents to their owners must

- be carefully observed.
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C.—Rules relating to destruction of documents ‘regarding
advances to Government servants for the purchase of
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. . -

230 (). (1) As soon as a loan advanced by -the State,
with interest thereon, has been fully recovered, the authonty'
sanctioning it may, after ascertaxn'ng 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 witk
whom they might have been lodged for custody.

(2) If the depositor does mnot- come forward within ¢
reasonable time; the deed should be destroyed by the Inspec.
tor-Geperal of Retrxs’tratlon after the.lapse of one year frox
“the date on which all the amounts due gave been realized,

(3) Should the period of recovery of a loan covered by
such 2 deed be extended by the competent authonty, 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, afier
which the Inspector-General of Registration deal with

tlla)e document in the manner laid dowxn in paragraph (a) A2)
above.

230 (b). The ocedure prescribed in the preceding rules
should also be followed, mutatis mutandis, with regard to
mortgage deeds in connection with house-building advances
dep051ted with the District Registrars under : Government
order No. 5134F., dated the lltﬁ September 1916.



CHAPTER VI.

Record grant and record-room receipts.

.231. The following rules are prescribed for the guidance Assignment
of local officers in providing for the record grants and gpply- 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 requireméntis of his own office as w
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 15tk 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®he . Accountant-General,
Bengal, for incorporation in the Provincial Civil Estimate

Jon: 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 -
- Officersaccording to their requirements as far as possible. veos

233, From the district grant which has been allotted to Powers of

lnm, the Collector is empowered to incur necessary expendi- Collector.
:ture on bills supported by the requisite vouchers and also to
“creaté the temporary es{ablishment:-required in his record-
. room, subject to the following conditioms:— ** . - -~
* (a) that the ‘annual district“granit which is allotted to

. hu(llx to meet record-room charges is not exceeded;
an . ) : ]
(b) that _the pay of no individual appointment shall
. 7 - .exceed Bs. 35 per mensem. - .
234, The budget estimates for record-room establishmént Procédure

"should be prepared in the form proscribed by rule 299 Gf the for the

_ Bengal Financial Bules and exp

] estim.ates. )

anations should be furnished preparation
separately ~ as required by rule 300(c) (7) of the Bengal of budget
Financial Rules. The amounts required for establishment estimates.
‘and contingencies should bé shown separately in the ¢ . .

235. ‘Government. will reserve @ small fund to meet’ Supplement:

. unforeseen exigencies. In case any such should arise in the applicaticns,’

_course of the year, Commissioners may submit supplementary

- representing the sanctioned grant-of the year then current, Officers, and

applications, which will be compli | with, if possible.

236. District Officers should eubmit with their yearly Annual
estimates the figures representing the actual expenditure_sstimates of
Incurred from the allotment of the previous year, and those District

In- connection with this rale- the -attention of all officers- is  conditions ot~
“drawn to rule 145 of the Board’s Miscellaneous Rules, 1934." terperafy
That order requires the reservation of one-quarter : of ‘the establisiments:
saldries of temporary establishments, other than menial-- ~ -~ ©
establishments, until the termination of the periods for which -

they have been sinctioned, such reserved sums to be expended>

in gach case in which the work mav.not have béén combleted<




power {o

yary details

ot temporary

establishment

{India Govern-

ment Ordor

No. 4393 Ex.,
" datad the

92nd August

1910).

items to be
inocluded in
the estimates
RS

contingencies. Shelves.

60 :

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 leave 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 under .them. This

ower has been delegated in respect-of all temporary estab-
fishments, whether employed for full periods of one year or

for longer or shorter periods. The following ' conditions
should, however, be observed:— .

N

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

(b) That the pay of no igdividual appointment shall exceed
the mihimum of the iime-scale of pay. of similar posts in their
of’ ‘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. ’ s

238. The following items, if required forrecord-rooms,

may be-included in the estimates as contingencies:—

Almirahs. Rat-traps..
' R:lgs:..'li‘.:
01l (kerosine). Fire exgnguishing .
Tar (coal). - .appliances. :
‘Wooden boards. D:usters. ’
Cloth (kherua). Brushes.
Repairs to furn_it.qx;e, Rope.
, Buckets. .. Iron supports.

Solution of corrosive Axes.

sublimate. - TLanteras.
Powder of naphtha,

Other articles necessary
for record-room.

. 238(1). The cost of structural alteration of, or additions
fo,  record-rooms and the cost of improvements,.such .as
~Paving, coal-tarring floors, electric-fittings-and constructing
tron racks, even if required for record-room purposes should
not be charged tp theYecord grants; but should be met from
- the grants made-to:Commissionersof Divisions for minor

works nut af tha Puhlic Warke hndoet. -

Charcoal (coa.l )-



239, The cost of establishments for binding books and Establishfents. ’
Tegisters kept in the reeord-room for sorting, arranging and R
destroying records, and for recopying revenue records other
than those belonging to the: Survey ~Department, ~may’ be
debited to the grant.

240, The survey maps and records, when they get worn Survey maps
out, are recopied for use in the record-room and the charge and records
on that account is debitable *o the record grant. But the and Land
cost of copying such maps and records when required for Registration .
other purposes is not debitable to that grant. The Land registers.
Registration registers (4, B, C-and D) are, bowever, kept
‘in the record-rpoms for the convenience of the Land Registra-
tion Departntent, 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:n,
it, when required for use-in the.record-room,.should, of
course, be charged to the grant. The latter include such as
the following:— )

PR

Country ink. : _Paste.
Stamping ink. - Stamping inkstand.

o Thread. - | " Twine.

=" 'Country i)eilz;. ) Poq:{i-ée.

- Boikbinding, . _ , Send.
Lac fox sealing. Sand-pots.
Talc for native colours.”  *Country 'en;rgzlopes.
Vinegar. . Repairing scissors, etc.
Piris and needles.

Gheo. SO
C -.0il-for lifhts, ete. B

242, All expenditure ¥or keeping the office records in Sale-nroceeds’
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
éxpenses of sorting and selling them may be charged 'against
the sale-proceeds, the balance being paid into the treasury
and credited to Government under the budget head ‘XX XV
Miscellaneous.’ ) .

Mention must be made in_the annual report of.the amount
~so realised and credited and—of-the cost, ‘Incutred. -+ 1T -



CHAPTER VII,
Library.

243. The library attached to the office of every District
and Subdivisional Officer is intended to be for the use of all
Government officers in the district or subdivision. All books
required, both for the imagisterial and collectorate work of
the office, are to be placed in this library, and no separate
official library is to be kept by any officer subordinate to the
District Officer (other than a Subdivisional Officer) without
his express pegmissiun.. _

Aembers .(for the time being) of the Council of State,
the Legislative’ Assembly and 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 work in conne¢- -
tion with the library at a district headquarter ¢ffice 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. If practicable, a separate room -
should be assigned for the library.

244(a). In subdivisions thez head clerk should be jn °
charge of the library but a junior clerk should be appointed
as librarian, who should do the duty of pasting the correction
slips in the Manual, and should furnish a spparate security.

‘245. The librarian should keep a complete list of 2ll
manuals, etc., in all departments (all of which really .belong
to the library) and call them in when necessary and post
the correction slips. It should be strictly forbidden to any
department to gét manuals except through the librarian, who
will be held responsible that tﬁe manuals, "codes, books -of

. references, etc., relating to every department are kept cor-

- reésted up to date. . g . s~

.. 248, Lists should be prepared, dated, signed and hung up
i the-library in a’ conspicuous place, showing during what
periods what gazetted officers and what librarians have from
time to time held charge of the library. : .

. 237, A catalogue of the books in the library is to be kept
1n the following form—wvide Form No. 14, Appendix A:—

_ Group No, - Title of Group
Titl <
T e ek end | No.of  [No. of copies| Almirah or |. Shelf No.

group. " volumes. in library. | rack ‘No.

1 . 2 3 K .5
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) 4 .
Zz-g/ The catalogue should be rewised every fifth vear, Revision of

- abouit all books then missing should be submitted the catalo

Tt
;?.dtﬁexeslzxobdivisional Officer to the District Ofiicer and by the

District Officer to the Commissioner,” respectively.

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

- 249, In preparing 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
mmade, s certain number of blank prges should be left for
future entries. At the end of the volume a few blank pages
should be reserved for the purpose of entering therein books
of any class for which the space allotted has proved insuffi-
cient. The necessary cross reference to such pages should be

made.

ibsence, of such clerk as the head clerk may depute.

250, The library is to be kept open during office hours, Access to
the keys beini in the charge of the librarian, or, in his library.

gue.

.251. A register of all ’Books,_ reports, returns, etc., Register of
:eceived in the library is to be maintained in the following bocks received

‘orm—vide Form No. 12, Appendix A:—

> ' ‘From-- |—How |.
Moirth Da - Pitle of No.of | No.of hom disposed | Remarks
Month. |.Date. | “book. | voluines. | copies. | yoverved. of. . )
1 s 3 T s .1 o | 2 8

e - fe -k
P B s T
e b o N -~

" In column 7 above a note should be made showing the
lmirah and shelf in which the book in question has been
laced. . The librarian’s signature should appear in the
emarks column against each book received. As soon as any-
hing is received in the library,.it must at once be entered
n this register.. Once a quarter the head clerk will submit
b for inspection to the District Officer/Subdivisional Officer.

251A. A register of all correction slips received is {o be
1aintained in the following "form—wvide Form No. 124,

.ppendix A :—
(1) Serial fiumber. ) -
(R) Description of correction slips:—"
‘(a) Slip number,
(b) Name of Manual.

(3) Date of receipt of correction slips.in .offics” with
initials of Superintendent or head assistant. )

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

No. 77,
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(6) Number of -copies correctéd.

(7) Date of receipt by the librarian and his initial,

(8) Date of Pasting of slip by the Lbrarian ang his
. initial.

(9) Remarks. -

As sdon as correction slips are received, the Superintendent
or head assistant should send for the register.and after filling
up columis 1 to 4, should send the slips and the Tegister to
the librarian, who should fill up column 7. At the time of
pasting which should not be niore than 7 days from. the date
shown in column 7, the Lbrarian should £1] up columns 5,
*6and 8. Once a quarter the register should be submitted to
the Distriet or Subdivisiona] Officer. )

252, All books, reports, returns, ete., received in the
library should be stamped with the Library seal on the title
page, and also on one or two Pages within and should he duly
entered in the catalogue undar their proper heads,

On the back of each book should-be affixed a label in the
following form ;— .

Office
Group No.
8erial No.
Rack No.
Shelf No.

. When, besides its JW0 permanent cover, a book has also

8 paper cover, two labels should b fixed t -
Bent and the other to por cover. O 0 the perma

lf;nnd to be suficiently comprehensive. A list ;
put at the bqgmmqg of each catalogue with numbers ang

reference letters showing the Pages in the catalogue, the

Ec or almirah and the shelf or shelves where the books of

at group are o be found. - This will forni the index to the
Gﬂa]ogue. ) .

Groups. Pages in th . i .

(1) Acts of the Governor-Genera] in . -AI
*. Gotineil, ~ " 13 i
1,23,

(2).a - . ; A
JRE Y 1Y of the Bengal Courcj] 4.6 —_

- : N 4:5

(3) Bthnogs i
0iogical  ang 7,
. .(uﬂlcludin‘g Census), Tamist,

65

" cal

(;4)‘ Gazetteers and . Historical (m-
cluding services of officers,

list of officers ang civil list),
(5) Manuals, Codes and Rules (non-

legislative).
(6) Botanical and Zoological.
(7) Agricultural. [See - alsg
. “Annual Reports 2 Group
(10) 1. :

(8) Industrial and le¢hnical (in-

cluding mozrographs).
(%) Educational.
(10) Annual Reports—

General Administration.

Land Revenue. ’

Registration.

Stamps.

Dispensaries.

Police.

‘Jails.

Sanita
(Belllgal).- .

-Sanitary Commissionar
(India). . .

Lxcise.

Civil Justice.

Criminal Justice.

Settlement Reports. )

Survey Reports. .

Agriculture. .

Season and Crop Reports.

Agricultv&i‘él Statistics,

Co-opérative Banks, .

Agricultural experiments.

. Road and Public . Works

Cess. o

" Commissioner™

Inpome—tax.

Wards’ -~ and
Estates..
Resolutions by - Muniecipal
Department. -

TForests. co
Bengal Veterinary College.

.Attached

Reformatory Schools. - .

Groups. . Pages in the

=1t
i



Groups. . ’
Aslmxrah.

helf.

Pages in the
cetalogue,

Vaccination,
Trade—Rail-borne Trafiic.
Trade—River-borne Traffic.
(11) Occasional Reports—
Famine Reports.
Plague Reports.
Fisheries Reporis.
Supply of Labour.
(12} Scientific, not included
preceding hea
Archzological.
Meteorological.

(18; Law Reports and Digest—
Indian Law Reports— -
Calcutta Series.

under

B?mbay K1
Madras . »
Allahabad

(14) l[iscellaneou_s.

in g:indTe}_xl? names of the annual reports should be shown

be shown in the catalogue ‘proper.

255. Ample space should be left to Qd ¢ anus
Teports as they are réceived in the libra‘.)ry.' T{I)l?ym;hoﬁgulﬂ

kept on the shelves vertically. As each annudl or periodical’

report in. 1 ..
shIe)l.} . comes in, ll,t. should be put in its proper place on the

256.  'Where possible, books that properly fall in the s.a:ine :

group should be kept side by side in the same almirah

:;zrﬁple, thé bulkly volumes of the Linguistic Surve'y' fgg

o ~_pa.mp1;lueat; like %?erﬁ’s Seven Grammars of the
€S really belong.to the, same org

should be kept together. Where, however, spacegr d;leI; ?:cli

admit of this arrangement and books ‘belonging to the same

€roup have to be placed in different i
: parts of the likh-.
:ll:e almirah and shelf rumber or letter should bee prc:p\.------
W0 against them in the catalogue. ™

257. - Tt-is often found that the Library .almirahs' are _far .

too deep for the books’in them, and th \
ep. ) . Jthus much valuab]
:E:‘C: 18,:?;7as_t_ed. In such casss, provided, that' the t{epltl}? o;'

the wall, and to convert the back portion by means of doors -

R receptacle. The almirah will thus fr
ﬁv sx.eas11 and the available space would. be thu: I.)ggnblggf
An’almirah only 16 inches deep from front to back can be

The years for which the reports exist should’

.2i8 intended for the use of :
- books as Manuals and Dictionaries -which' by reason of the

-tilized in this way for bocks such as the ordinary manuals,
ﬁgﬁgxlmgazeheer, etc. The doors to almirahs when poss-
ible, be shding and not swing doors. .

% All racks, almirahs and shelves should be lettered
or-numbered. The numbering of the racks and almirahs
<hould be done with paint in white letters on the rack, .shelf
or almirah itself. The use of %aper labels ‘pasted on should
be discontinued, because in a short time they either fall off
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
been incurred by binding in a separate half-leather binding
each separate Act p;\ssedaby the Impernial or-Provincial Legis-
lature. In future®such Acts as they are received shn'l be
kept in a bundle between two flat boards. One bun™ - .Lould
"be kept 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

_volupre:

% No book is to be issued from the library except on
e written requisition of  a gazetted .officer or the head
‘elerical officer of .an officé requiring:it for reference on'public

:matters. These requisitions are-to, be preserved chrono-
Jogically in files till the books, -etc., are returned o the

library. . "When a book is returned, the reguisition relating fo
-1t should be returned to the borrower or cancelled.

=+ -A Member of the Council of * State, the TLegislative
- Assembly and the Bengal Legislative Council “may also

borrow from the library any book (other than a book which
overnment officials dnly or such

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
o " exceeding 15 ddys-from the date of issue.
) (ii) Books which are in demand shall be returned within
. " seven days from the dat® of issue, if the Collector
. or Subdivisional Officer so’ re?;uires.

"

e J

Paint in
white letters
on ragks,
shelves

or almirahs.

Binding of
Acts,

System of _
issue.

. ('iiz) No Member shall at any time have more than fhree‘

_books in his possession.

(#v) 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.

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

requisition.

« 281, A register of all booxs, reports, -Tevurns, ®eic., issuea

from the library on requisitions is to.be kept in the following

negister of
Issues No. 7855



Issue of

reminders for

books not
returned.

r

Time of stock

taking, -

Receipt to be
taken for the

ks sent out

of the library

Verification’ of

ibrary,

¢

Nspection,
*

ard fije,

"

“should “be entered the periodical inspection reports, of the

& 6
5 :
form end ali book3 issued must be entered  therein—y;g,

qum No. 13, Appendix

A—

Sertal Cata- | OfScer
.| Titleof | Jogue to

n&x;: book. | number} whom
. ofcopy. | lasued,

3 2 3’ 2

————

Bor- P:r}:rgf Date
rower’s { Date and of each
initial § of libra. | remind- Remarks,

with issue. rian’s er.
date. tnltial,

"3 8 5 8 9

I
i i

but not returned within the 'year should be brought forward

in red ink.

a reasonable time of the

issue (by registéred post) of g

notice to such Member calling upon him to return the book.
. 263. When chargs of the library is reade over or stock
18 taken, the officer taking charge of the stock must ‘satisfy
- himself and note the fact in his report that all. the books

alleged to have been -ssued as necessary to officers or courts
for continuous reference are really in existence.

264, Where possible, the signature of the receiving offi- .

cer should be taken in column & as provided. When, how-’
ever, this cannot be conveniently obtained, a separate receipt

should be taken. These

receipts should be filed in chrono-

logical order, serially numbered and the se-ial number

entered in column 5 of the above register.

" 265" Every officer upon receiving charge of an office to

which a library is attached is to satisfy himself about the

any volumes -are missiv >, it will

> assumed that he received the library in good order, and he
will be thenceforward personally responsible for - defects.

266. A thorough inspection of the library is .. ]

by the librarian once in three months and the result reported

.~ to_the District Officer/Subdivisional Officer by the gazetted”

officer in ‘charge. ‘That officer will ipspect the library .every
"six months, : .

267..-A guaid file Should be Lept in the library.in which .

- gazetted officers in charge-and copies of -all inspection notes

made regardirig the libra

- ‘upérior to the (hllector.

ry by the Collector or by officers
These. copies_should be paged and

s

69
o0 - uld be on half prargin, the action thereon
*ﬂ%“’-“’ﬁo?fg fil:ﬁed and signed on the margin against each

paragraph concerned.

b ; ister i i razetted Register of
268. should also be a register in which the gazetted 1 e
Ficer inl;lllle;f;e should - enter his periodical inspection msPer:.mn

[+)4 - -
remarks. ) "”’- © f
= 289.\?//When a District Officer has ascertained by a person- (?l;;ml :r
al inspection of a district or subgivxsnonlebg(l)t}r;raryhth-.xts lggig Dootess booke.
, is required on the shelves for new books, he shi
sgx::i?ixlxz th% existing books and make a list of spch_hoohi as
:;e‘-obsolete or useless and pass orders for their disposal.

.. 270, The st}:{; of the library is to be described in the Annual report.
a?;mual report, it being specially stated Wheﬁ'l:er all the‘bqo}is
are in good condition or uot and if any of *' :.  » missing.

) " lndi ; Indian Law
.~ One copy of the Indian Law Bepox_'ts,_ Calcutta
Serize.g isosupplig,li by Government to each District Officer Reports.
and to each of the Subdivisional ,Oﬁce;g of Barra;:kpmt-,
Gopalganj, Kalimpong, Kurseong and Siliguri, :Ereg)e o t?sd
The copy of the publication supplied to them is tod e elllm red
in the library catalogue of each officér ag@ eshou.‘\l e1 un
and preserved for purposes of reference ‘in Yearly ~vo. I‘;Iéli:i;
These officers’ will have to'purchase other series 6f %e ndia
.Law Reports if.they require them. The accumulated monthly
‘issues of an incomplete volume are fo b.e____t—sounted .as one
:volume, 6nly for the purposés of the Uatalqgtfe. . -
i iew ise i ] Bengal -
. 272, With a view -to economise space in collectarate
el bR SR LR T (e,

i India Office List and the History. of. : 1 Lists,
gfzt:&;? eand other officers should be disposed of as waste (l)l;g(l; List
paper, only the volumes for the last three years being pr}e;:_ ettty
served. As soon as a new number of any of the above puh and H .
lications is received in his office, the Co ector may send t. 'e"Sefvices of
next previous nurhber to one of the subdivisional offices IE?:G oos of
swhich -Government does not ‘supply these periodicals. T é! t?:z%'ofﬁeers‘
subdivisional officers will deal -with copies received by‘thfhmiio er-: .
as ordered above. It is open to Commissioners to keep 'ode
above publications in their office libraries for a longer per(xi d,
not exceeding twelve years, if they desire to do o, and if
there is room for them in thglr libraries.

. - . e al.

. lassification’ of official publications, Official.. .

re ZZti (':t)c. g’?ﬁ b: ?:fmgain the General Department Mis- publications
celldnecus .Circulr No. 40; dsted the 20tE July 1901, to the
address of Commissioners. which should be strictlv. follow-

272 (%) The Bongil Legislative Council Procéedings-
"pr&gzﬁégg)m-;theewlﬁ%%:lmte iibraries should be cla_sse«li1 ‘ag-
.B papers and ‘destioyed after 12 .years. ‘Oge set of ﬂt ese
proceedings should;"however, be preserved -permanently in ;

tha Mammicatinnare’ c affaas L7
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When separate
apphcahons to.
ba made

‘CHAPTER VIIL.

- Rules for the supply of copies of, and information respecting,

papers and documents in district offices.

The Deputy Collector or Sub-Deputy Collector in charge
of the record-room will be in charge of the copying depart.
ment and the record-keeper will be respongible under him
for the carrying out of the followmg rules —

1.—Rules for applicatians
273. Applications may be received from the public for—

(7) information respecting the contents “of . papers and
« documents in the %mtnct office, whether such
information be or be not required for the purpose
of correctly describing such documents in. apphca-

tion for copies of the same;

(1#) unstamped copies of papers and documents of wluch
copies may by law be given on upstampéd paper;

.(#%%) staraped copies of papers and documents.

In granting such applications regard shall be- had to rules
332, 333 and 334 below and any other rules or “provisions :of
Iaw m force regardmg the supply of mformatxon or “copies.

. 273A. Defectxve apphcahons and apphca.tlons id .respecf
of swhich the mformatxon or the copy .asked for cannot for
any, reason be glven shall be rejected.

Nore 1.—It should be nnpressed upon the staff. that
applications are not to be rejected on frivolous grounds.-. - If
there are-means for finding the right record or register, it
must ‘be traced even though the %escnptlon given’ by . the
apphca.nt may”’ m some respects be inaccurate or: defectwe

- ZI3B. Informatlon requiring anythmg but short ‘answers
sha]l not be given. If &ny extract from the’ record ‘orithe

.substance or any order, etc., or docﬁment is:desired:the pro-

per conrse is to appiy for-a copy.

Co8, Only one "application need be made for:copies -of
papers or for informetién’ required in corinection: with-a- smgle
cduse or matier, e.g., if copies are *required .of four separafe

‘papers in one record only one apphcation ' is -necessary. ..

When.copies of, or mformatmn ‘relating “to, “papers;g coﬁnecf--
ed with glﬁerent matters or causes are. . wanted; .asimany -
applications are necessarv, as-the matters or ‘caliseq . 0. which
f.hey relate.

~ When a person -applies for copiés_of. Settlement:records::
T, maps 5 of more than one village, he will_ be e required o maksl
only “ofe .application. ; The application: fors seopl 65 “of" mia ,:~'
shonld;~however, be separate from - that for coplea .ot ‘Tecotds. -
But “this concession mﬁ not apply in the case of shanuseript”
records of non-Khas Mahal arrears of the-district:of Bakarsz

génj:




7]

5975, When information is requlred relating to more Suply of -

tjmn pue seriol entry in column 1 of Register D, a separate information”
plication must be_submitted for each .serial eniry in res- relating to.

:‘ﬂ) t of which the informstion is asked: provided that pne Register D..
splication only need be submitted when the information -

';v:m{ed 43 of a simple character, though relating to more

“thag obe eniry; e.g.; the number of separate accounts or

"'be number of propnetors in an estate.

- -
- 276, - All applications for information or copies must_be When and to
made on nnued forms and wtih the exception of those on whom appli-"
~which expe ition Tees are paid, are to be made to the Deputy cations are ig
‘Collector in charg between the hours of 11 a.m and 1 p.m., be made.
.except ‘when office is held in the morning, when the hours
"should be between 6-30 a.m. and 830 s.m. The forms of
‘spplication for Information and for. copies ate glven in- Appen-
.dix B, Forms 27 and 28. .They . are obt obtaira®! fron¥ the nazir
“or from s»amp vendors af one pice per shoz.. Onk of the com-
‘parers will atténd the Court-room of the Deputy Collector 4n
‘charge, 'and will take charge of the-applications for infor-
matxon or copies together with the court-fge s{amps and folios
“as-soon -as they ‘have been presented to the Deputy Collectot.
Phe comparer will éheck thein and punch the court-fee stamps
S)ther “than those (1)11' a‘t‘:ltlllle;xhi:xca.tlon)l n apdresentcl:: f tEe
eput; ctor who en -initial and date the applica-
_h'&p:_s—%i‘cl?g; will then be entered by the- comparer in the pres-
cribed regxsters -Appendix- A-Forms 15 and 16,"and thé court~ Registers::
foe: stamps in the, &mferkegmter. * The" mpggg Collector 1o be
"u}bchﬁrge will:check and injtial all: thése Tegisters daily. 7 maintained, .
Z27 Nore—Urgent agplications -will b ~entéred —in - the
"emster-m red ink: -
Y 7T, The forms (27 and 28) -of- applications for infor:- Terins of .
‘mation"and for copies referred to in rule 276 may be obtained. Sale of Z:
by _stamp ‘vendors -from. Coll§ctors’ offices aj the rate of 80 forms. 27 and
‘copies per.rupee for retail to the public at-oné pice per.sheet. 28 0 stamp.
vendors. 5
. 278~ Applications for information in cases in_ the reve-
.nue courts;and *6ffices’ in>which the Amount-or value’ of the
:subjéct:matter is’ ess %han Ré.-50_should bear a court-fee
atam -of twq annas nndezfartmle l (a),. paragraph 4, Sche--
dule 3 nf ‘the Cotirt fees-Act;: while .applications for, infor.%
iation in3ll other cases and” all matfers Q_hzelatmvhto.cases?
should bear a comt fee starop..of Tour-annas under. Articlé 1 -
5),-paragraph 2, ‘Schedule, IT -of :thé. Court-fees Acti as re: -
uced {from" twelve annas) tnder Judicial Department notis . mn T penrz
ﬁcauon No. 2784J.; dated the 31st March 1937." All appliv All. apph %
cations for: copxes,' “whether “certified “or uncertified, -are tions‘ar
reqmed.b7y Axticle T4a);> Sphedule 1T of the, Court:-fees. Act, .be mad
N1Tof 18 ﬂ asm;od;ﬁe& by he Bengal Court fee Act of 1922 _‘stamped
. *No0.':361, ,‘;&
-dafed A8thES %
L April 1883,

) sfam; :3' Govemment notification®.it.
ecxdea thajx%hxs -shall b in7all cases an adhesi e

L

——(1)* Undét GoVernment of -India™ Notification No.-
:1180Exc.; dated ‘24th TFebrudry-1905;~the fee chargeable on
-applications -for ~copies” of - the documents detailed m clausés:
“(4) and. (15) :of Governmént of India Notification No. 4650;
“dated 10th” September’lSSQ '(3'3 “pages. Bengal. - Stampy
%Mahual 1911) - hais baansrémn %2

el 2
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279. The ordinary searching fee shall b 1
il be unif >

annas for all cases, leviable in adhesive court-f::msltiiogr
This stamp is to be affixed to the application in addiﬁonpu;‘
the stamp required under rule 278 before being presented tg
g’le proper ol;blcer.f One searching fee only shall be chargeq
tor any number of copies tuker from the same record aw !
included in the same application. .ame record ar
280, All applications for information and 1 Seived:

) 1ons copies received
ifrfimt fhtehappﬁc%nts shall be n}umbered consecutli)velv accc':%ff

. 1Bg to the number given to them in Registers. 15 and 1e
Appendix A, and filed in the offce am’ﬁ%?‘ggg{ﬁ%
b\inqles in order of their numbers. No Ay-leaf ic ‘required
At the close of .each_guatter thev will be examined by the:
record-keeper,who will report any uregularity .or.-unpunc--
. tuality discovered. The Deputy Collector in Charge, after:
.* satisfying himself as”to the working of the office by.an -
examination of the-forms recorded, will then direct thérdes-

- truction ofthose-modre-than-three-months-old, : - e

281, - The time.to be fixed for supplyi the m o
Hon. required shall not, witnout the E}i’eﬁzlgorders 'soff{?-’r%lﬂaé
_Depqity Collector, in each case be_later than 4 p.m.:(or: 11

-a.m._when office is held in the morning) of the third ‘6pén
day after the presentation. of ‘the application, the day of_pre
sentation being excluded. .Similarly, the time for furnishine
the coples required shall not be later thin 4 p.m:- (or-11 am.

- :&Htetq_ tfllile office h;;'heldfin hthe incg‘n_ix;é)‘ of t%d'éﬁézi”ﬂa?
ter ‘the compietion of -the application by- ‘.:PE y.of~
_.mecessary: folios, stamps, oto. * JiE IS0 ,;lv'- T
-~ 282, All copies and information ;ﬁps s;ouﬁ be - digtn.
‘buted to the public in the presence of the Deputy.Collsctor in
charge of the record-room. This should ordinarily: be done
- 2t an hour of the day after 3 pm. or 10 a.m: ‘(ix the ‘case of
morning sittings). - o T

=

3‘}@

Il.—Rules for Information.
- e atd

1283, Applications for. in.form;xtic;nx shall bé:-bfé'sb}ftgd-:in

e form. of ., duplicate in Form 27. The applicant, . to pregéntghe appli-

applications”

for = -=3.-
information.

. cation with the duplicaté spaces’ Teserved for-the -date’ “hig"’
_ pame and residence, the_  particulars of - the ~infoimation-
. Tequired and the searching fee tendered. by, 0 filled “up.
he comparer will énter in-duplicate in the first ¢olumin. the:

" consecutive number, and the Deputy. Collector-will “purt his -

initial in duplicate in' the seventh column.’ “If the ihformation
can be furnished at once,-the comparer-will n6té_the same ‘o1

the upper portion of the form in the column for-remarks an¢

make that.part over to ‘the. applicait - teking - the: %
Ao one b _ihe. applicant,-z waking o thy er’
-.Teceipt in the column for remall)' kS In: et )

#will be retained.and ‘recorded 7if Ttheé Soffice:

-Jurnish“the fnformation -at once;:h&, will ‘enter-in liplicate
:7the:lour by, avhich’ the™informatidn “can “be _:fili:ﬁiéﬁel)

~supper-and-lower portions of the fortn; with™ columns ‘1-£o.7
'j‘_thus_ﬁ!l;ed up, will'then be separated.. The lower part, will be
i:made gver to the applicant, with adirection to return "with!it

A1n. the’ sixth-column’'of the formTthe date; and it Possible,
iat; the; time fixed,{The upper.;portioncwill be’passed onsto

73
etk to who riment it pertains who will enter in
me'dm‘.}:' ° /jﬂ_dﬂp_a ion and.

or remarks the necessary informat

m‘ co . . —. — e e
re :um iTto the receiving olicer_ before the time prescribed.)

Ao the Applicani’s réappearance, this upper portion, bearing
?h%';gforgztion, ~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 4ﬁor£-1.—The officer i charge of the record-room or the
;re:c,idjh’g officer, as the case may ‘be, will fix the hours within
which the applicant should reappear for taking delivery of
the paper .containing the information. .

"¢ 'Note 2.—Each clerk through whose hands an apg]ication
jor-iiformation ‘passes shall put his initials.and the date and

hour2of receipt and passing on by him on the back of the

application in the manner indicated in r' -. Co-

.".284.> By paying an extra searching fee of one rupee, th€ Extra
applicant shall be entitled .to receive the information applied searching"
.for by 4 p-m. (or 11 a.m. wheén the office is held in the morning)* fee; =~~~
: of the day on ‘which his application is' presented. This addi- -
. tional fee shall be paid by means of an adhesive stamp with -

the application. Under:thé orders of the High Court, when.

fees for searching records in the Collectorate and other reve-.-
«nue offices are remitted by the Civil Courts, they should be.
tsént indourt-fee stamps; and not in eash. . . o 7. VIS

rate ‘of ‘searching £ fees to be.levie

L3 e, earch 1ed
cations “from’ landlords - for ‘information regarding’
: feg§shall be— T

EN

“Fot thefrstyear . 170 7, landlord
For-every. additional year - . 0-8° -%

4
s

o

)

‘111.—Rules for copies.
~+.- 5286, - Applications for “copies’ should be presented:-in_ Presentatio
“Form:28. ~‘The date of receipt-and 3he”serial number of the™-of applita::
applications?shall -be mpted on theTapplication and on. the . tions for-*
‘counterfoil. :If it 35 possible at. pnce'to’inform the applicant copies:::

. what ‘colirt-fe¢ stampg_and foliosTwill. be required, :and 1f =~ <7
- stich’ stamps-and folios:have not been filed-with the‘applica-
. tion.- the“comparer should note the requisite information on '

thebaokiofthe counterfoil and .return-it to the applicant,’
“thes nformatiorn:icannotsbe s giveny at_once,. the -applicant;
nformed-that'the information - will ‘be posted on the’
e hoard; (sée-rule 283) -at :the operingof:

owing day-and.theiwords ‘“told to a¥ter
P 7 Gt .;;: f_~ s -_:91.15.1;3.‘?;. 8:
‘noted=ony-theigounterfoil which. should -then bereturned- td:
theTapplicant A I Fhe requisite’ stataps and folios Maye been:
filed with the.application; the do¢ument required to be’copied:
‘ohall. bo.at, onse.gent; by the, office: with. the pplication 0 1Ke,

copyitig’deparkment )

N, v 2



Application
for copies

from parties
residing out-

side the
district,

r~
p g

4

NoTe.~The entiries in different columns of Reviste{
No. 55 (Form Xo. 16 at page 107 of the Records Ma?ma} .
1943)as required by this and other qules in this chapter st
be made by the Head Comvarin y
with the various steges through w ® application g,
COPY¥ passes before its preparation and ,delive_ijy.

-

288A. Parties, residing - outside. the dishiict, may apply
for copies in form No. i ] y

lerk _contemporaneony],”.
’ b
b

7

28 by post with an exira fes of Re. Ly
oe. ﬂfhjs'stamp is o3
2 822 p5 required 3

under rules 278 ang 279 and is to be entered jn the couri-fee 4

Tegister. Qn receips of the .application ‘the~applicaf:.

be informed what court-fes stamps and foliog will be required,

which must then be supplied by him in full. “Service stamps

should be used in sending copies to the applican? and in cor.
. Tesponding with him, if necessary. Copies should be sant by
* - registered post with acknowledgment due.

. T

: X - . . LT
Condition of | &——287. ho‘apph_cation will be considered complete nor -will

commence-

. ment of pre.

" paration of
copy.

: \ ) unti .. ;xpp;g-
, cant_has supplied in full the <ourt-fee. stamps; folios, eto :

.* required. If they are not deposited .within ithree days’ of
. Intimation of- the quentily required;- the .application should
7 bs struek off. . - T T e =

-

-+, Applications for /Efoi)'ies, when siruck- bﬁ‘.,ghould 1wz <
Tevived. TIf. an applicant wants the copy, hp}é}ighld file a .
?izlsh_ zalp_pli_caj:ion- when the wnsual’ procedure:'should- be-,
“followed. " - R Bl osEL

. Nore.—The fact that an application for a”
“lowed up by foliés for making the copy
with suspicion and énquiries should b
Ro surreptitious copy has been taken. AR ‘
, When the comparer-has comple ted . the~ procedure
laid ‘down in rules 276 and 286, he shall at once, -if posgible,
or during the same day, but not .lp.teizgﬂ;gp the following da

-2

J¢opy is not fol-”
should ‘be regarded
e made to ensyre that

LI o

P

preparation.  : ;-

- 288A. . For this purpose the Head aniﬁérinig"‘_._CIe_l_']\ shall”
forward the ap lication’ by one _of his copyists ‘to- the: officer

in*whose’ 'custotfy the record is; who will at '61'1ce'fnot§~1egib]y?
or stamp thereon the name of 'his department ‘and’co
ihe date of receipt, signing by.his initials thereyn,

7ill refer to the document ‘or record and. with-hy
f the copyist or typist conveying the applicatii
be number of folios Tequired for each docuinent vt cwhich:a
opy is_ reqqi;gd.hj,ﬂé slﬁfﬂl t}gn]'lenter ’thefax'zlbgji}tl‘fé% Tc’_o:‘ fl“‘”
fe stdmps and: the number-of fo 108 Tequiréd: ons 15~ back of -

2pplication, sign ap datiltﬂiafretil'r,r}‘iih;i‘cqanpl&‘esi, ,
pplication by~ the -copyist -to* ﬂie"Héa?d-'.Comi)aﬁﬁ‘g - Clerk. -

he dovunient or regord shall ba kept in ‘Teadindsafor delivery, -

ugt and

oo Ying depirtuiont as-foon 5.1t is seht or prepariiy -
ie “copy. . If owing 1o insufficient or. mcorréctidésér: tion
¢ document .cannot.be "be’8

do ) tréced, the application ghoild
idorsed-€nd the endorsenient sigred-and Aatad
TR AL e 1t Y e

..\]] ::

4

75

—
~

' o is rele is not intended to allov‘r copyists “the
= N orgﬂ —n—t’f—‘-}; isnto the record-room and they inust ia all c_:1rh-~
sight 0" be excluded therefrom. If the record from whic
L"zun}smnc:s*required is in the record-room, the copyist shoulg
_copgis’\?; the record in the Record-keeper’s office and shoul
be~sbo ermitted to handle it himseif more - than what s
noées:agy to enable him to assist in making the computatiop
Provided for in this rule. .

- folic i hould be caorefully

B. Tke number of folics required s 8 | A

p lci:xslited s0 as o obviate the recessity of ohtam__uilgl;adg;-

:iinal folios from tha epplicant, a contingency whic tnder
g proper systém, ought never to arise.

- . 3 - - - i ‘ed
o »  Application for copies should ordinirily be return:

g %}?ﬁcsameptlfay and never later than the following da_;u{l:o
:;‘t)l!:le Head Comparing Clerk with the report'regu;n?g by rule
2534 sbove: : »

e e ET
h¥d

. 288D. On receipt of the ne_ceséayy _reports ;unﬂez: “rule
ESSﬁ,iathe ‘?ﬁomparerpsha.ll before leaving office estimate- the .
O e K i KRR
Tecessary and note them on the -back of the plications. and .
ﬁ?gagesa:have already,been filed shall preparé a.list in’the

following form which shall be hing: up on:the _#“ﬁ".é;«;b(?ﬁrf-l-i

£ . - L NOTICE. - .~ ;
g ) ’ ST <o N A .
Lo INFORAMATION 'TO APPLICANTS FOR COPIES.. :
'  appli ioned W ate warne hat their
: applicants mentioned below are warned 1 |
apprllgtztio%s will not be considereﬂ,complgtg nor vnll_thetp;g-_
saration “of any copy. be commeénced . until the, fu]lc%ur - 92. .
stamps and’ the full-number of~f'ol_ms specxﬁefl in co qu_:a': E

1ave, been supplied. - RE R el

e e : . - fling vl "]u;a-:';f
7 “If inany case the said stamps and.folios are 1ot supplie
ithin ¥ e e e said ot ‘this notice, the application-avill **
bestruck ot 5ot e T e

-

S
ARLIE Tl Ty
rsncharoe: -

e
=

e T T e
PrAC S

T oluinn. & {heantity, of ot 5105 Pl
Inf:: lstarﬁxtﬂﬁl:fgz._rmtzl&diﬂ{hn Yy e s



List of
copies ready
for calivery,

. Procedure
for supply-
ing court-
fees, felios,
ete., by the

- parties, -
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-

289. The comparer will prepare daily and hang up :m £,
record-roox_n notice board between 2 and 3 p.m. or in case"b-f
morning sitiing beiween 9 and 10 a.m. a list of the copies
ready for deliverr. The list shail be in the following form—

NOTICE.
LisT oF. corrrs mrany PoR DELIVERY,

Serial No. of
epplication.

2 SR |

Date of

apsicadion, Name of applicant.

1

wd o7

Siynaiyvre. of Comparer.

Stgnature of quu{y C‘ollector-in-cha;ge. .
" Date ™ N

. 290. The applicants must present "the, requisite folios,
samps, etc., to the Deputy Collectorin-charge within the
brescribed hours. They should file along with the folios list
shomng‘.the number and date of the a ication, the riame of
the applicant, and the number of—;:‘f%%ds'. filed. ;Court-fee
stamps for either copying Fees or for value of forms or tracing
cloth should be afixed to sheets of plain pa
value of each court-fee stamps together with the humber and
date of the application and the pame of the applicant.should
be noted. These lists and papers are to be stitched to the
respective original applications and should ‘be: compared with
the estimates of stamps and folios notéd on the back of the
applications and should be initialled by the Députy Collector-
1n-charge as'a token-that the corréct number of folios, plain
paper and court-fee of required values has ‘been filed:r ;;.‘j;- .

The applicant should at the same time 'f)re'séht_giong iﬁth‘d
the folios, etc., the counterfoils of their original applicadions:.~
The comparer will give on these counterfoils - & receipt -for-
the ¥olios; stamps, eté., “fled*and ‘will: ndte n< thém = and
also on the applications the date and hour at which’ the ‘copy
will be ready. He will. then return-the ‘cowtierfoils gothe -
‘applicants and it. shall be his duty “t§ attend of #h%ﬂﬁ'x'éd
date for the purpose of teceiving the- copy. g R

# 299A. After meking the proper enlriés 1n the Baghsicr. of
application. for copies the comparer, shall forward’the_appli- -

cation to the proper officer having-custody: of the' cord with -

an endorsement requiring him to.-makerover-the
document or record. Stuch officer shall Tmmediats y
original record or . documént with -the “applicatior
thereon ‘the fact of compliance.and ‘the date.”” The tomiparer '
shallt Putin his initials and the date as a token of acknowledor .
ment. : BT

Nore.—Only those papers of the records of which: copies,
are.actually required are to be sent. to the copying’departs;
ment and 1n: évery ¢ase a:remaval alin ahall ha‘iinassbad: 5o
that:place.”

1t:plac

,.on which the- -

-

- ' 7

2908, Immediately on receipt of ‘the original papers the
e

" Heed 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
" work should be so distributed amongst the  copyists that
' normally no copyisj: has more than one day’s work in his
possession at one time. ) [
296C. In the case of certified copies of applications made
in Form Nos. I, 1A, IT and IIT or of notice in Form No. XVl
prescribed under the Bengal Agricultural Debtors . Rules,
1936, the applicants should present the printed. forms of
.applications and potice as the czse may -be in-lieu-of folios.
" These printed forms can be had from the stifip vendors “and
pfter presentation will be dealt with in the same manner as

c folios.

291, '.If the folios supplied by the applicant fall short of Additional
- what js required, additional folios should be called for in the folios.

list- preseribed in rule 288. The additional ¥olios should be

filed -during the prescribed hours with a list in the same

“way as ordinary folios are filed, and before-théy are distri-

“Buted to the copyists ‘concerned the. list;should be. ‘stitched

with. the original application, should be compared with the

"Tep6rt 6f the copyist and initialled by the gazetted officer in

“charge, and the comparer attending the- Court -will . enter

them in the’ prescribed-register: :A. receipt -for them. should -
bé given on the counterfoil ‘as prescribed in rule 290.

- * Note—When court-fee stamps supplied for certified copies
are found to be short, a similar procedure should be adopted
“for obtaining the deficit.

=. 291A. > 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 originalgeare returned and
a receipt for' them obg_ilﬁm-&he record-room or depart-
ment “Goncerned Orn”the day .the copy -is fready for delivery..
‘The "officer receiving back’the record shall sign and ‘date-the"
appropridte column of the Register of application ¥or éonies.

-

3 292."U;msed folios,if any, shonld e retained 11; "Unused
the-office,.but should be attachegts the copy for the prepara- “folios, °
tion of which they were filed 4 tiined to-the applicant

together With the copy, ‘a receiptfot both being taken on. the
back "of “the-application;™--Should the applicant in any case-
fail*¥o appear to"claim either the ¢opy- or.the unused folios, -

both Tiust of necessity :bé retained temporarily: but.on the,
laist day of each montir att-weleimed cop 68 reads for Aelivery:
Tore :the "close of the. din

before prece “month; togethiér. with all-
thme- destroyed in:the
same Inanner as 1s prescribed in the case of thie: imipressed.
stamps of folios .used for copies: The number of-folios :so.
ablevto. destruétion is to be ascertained .from. the_éntries:;

:Coltthn, 16, 'of the:Register miaintained in’ Form™Ng.¥16.:
Nothing \ ¢opyists:or:

L
e

in this rule shall ~howevér, ‘deprive” the- 6o

the £niafa af tha rammnarsHam ™ ana #n 4 avs o83 Yo ? o eieiFat sAS



Tee for credit
fo Govern- *

ment, and 5o copy. Care,
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and stamps supplied by the applicant shall be returneq to

1m when he is so informed. This should be done also Where

the application js withdrawn and the folios and stamps have

‘ not been used. Such stamps wou'd not include searchicg fe,
and expedition fee affixed to the applicaiion,

. 283, YWhen an applicant requires his copies to be fur.
nished on the day of application, an extra fes of one rupee
(or, if the copies exceed four folios of four annas each, of
four annas for each folio of four annas each)* shall be chargeqd
or all copies so furnisheq to be levied from him by a court.
fee stamp which should be afixed to the application for the

for copies ‘do not materially suffer by the -arrangement. If
the granting of other copies.be much delayec% by this’ rulg,

an extra hand ought to be told off -to furnish the copies

urgently required. .

Nore 1.—No application is regarded as complete nor

the preparation of a copy taken up until the necessary stamps =
en these are not filed with the -

and _foliqs have been‘ﬁled_.
application, the applicant is not entitled i obtain his copy
on the day on which the stamps and folios- are filed, :

wwith his application,

owever, is to be taken ihat ciher g plicanis

79

. I
. Any ing - ifed copy may
;%,2286. Any person preducing ‘an uncertif I t
‘?ﬁéigig;s‘certiﬁgd, if the original is in existence, oa his filing,”

& couri-fee stamp of two_annas and a
Téaarch fee of four annas as prescribed in ru‘les 278 'and”279
%\—é‘m addition to the fes required for authentication. )
2 Nore 1.—Copies with notes written on them or por-
tions marked or underlined shall rot be accepted for conver-
:gion into certified copies.

i Nore 2—If the original hgs be._e'n amended or added to o&'
b any order has been endersed en it after 1sstiedox.unce;t1ﬁ(e‘
.'cop_\‘ the uncertified copy cannot be converied into a cer-

Lgiﬁed COPYF.

‘w297, In the cise of certified copies, the court-fec charge- Ceriified

¥ ter the Court-fees Act shall be levied by affixing the
’;ﬁis‘;ﬁy stamp %o the.first folio of the copy. It shall be
‘the duty of the oficer who authenticates the copy to see that
the stamp ‘is correct before he does so, taking the orders of
the Deputy Coilector in charge in all cases of doubt or
dispute. The officer who compares the- copies shall note the
number of words writien by the copyist.or typist on the'b:ack
? of the folios, so that the record-keeper, who should frém time
“to'time check the number so reported, may‘:be . enabled
“toverify the correctness of the stamp affixed.” ~  “. g
. Z7297A. When a certified copy is granted, the following
.particulars must invariably be recorded on the back of the
‘copy itself, and in the form given bel.ow —
~*-"Dife of application for the COPY—. "~y aimss

once be personally communicated to the applicant, 1f-ava.11‘—,_=;-s ‘Date -fixed for notifying ‘the requisite number of fgllOB,
- ‘ -and tamps— oo N

’Ze followed.” : . - . ‘Date- of delivery of the requisitedfoléos gnldi stamps—
. . s _ chich’ or delivery—
Duty of - - 294, Each clerk through whose hands an appligation for %;’:g' g;l ;ﬁ;ﬁl otg:e: Qf,}}):i :;;;l;zat}{e applicanf?—
clerks .oopies passes shall put his initials angd date of receipt -and Cost-of copy— : . PR
through passing on by him on the back of the application and shall - . . TP
vinese hands mention in the endorsement the name of the officer to whom " 287B. When an uncertified copy is, under rule 296, con-
applications by delivers such_application.. These entries should be made ~verted into a certified copy, the cost of such copy and certi-

fication shall be recorded in the particulars on the back of the
COPY as prescribed in rule 297A. : .

* 298t The tf_oliowing fees are prescﬁbé'd Byil_éw:—-—
71 5 Arficles €0 Schedille §, Act Vil of 1870;
i;?-'.-'.1!1‘‘rt'iéfle"'é‘'.;Copy or translation of a judgment or- order *
not_being, or having the force of, a decree.—" . 2

When such judgment .or o;aeﬂ,is passed by any Civil
LT ~—Court other than a High Court, or by the pre-

pass, . one below the btHer (the firgt $o be about two inches from the
- top and three inches from the laft hand side of ‘the reverse of
the application) -and must be legibly written.. When a clerk
receives and passes op’ the application on the-samhe date,” that
-day’s date_and his initials will suffice. Wheétl}*howéver - he- -
" retaing ‘the ‘apphication over the day,’ He  inust ‘entar ‘both ths
dates of receipt and passing on thus™ 33 7. - These entiies
must also be initialled- by j}h‘p‘ycleﬂ; concerned. . N

Note 1.—Applications for copies Jhust Hot fbé"ret;med-or.

rejected on frivolous grounds:and if the barticulars given are . siding officer of.any Revenue Court or office,or=:

Losufficient {o identify a record every effort must be made to = by "a;'y' other "Judicial or . Executive -authority—:..

trace it even-though the description given in t‘he',._ap licé}t;'pg G : ~ 00 i Rs.s Asit
77 be inscourate in some respeots. 4% 1 (@) ¥t -the ‘moviit or value -ofi the Yo trt

com-’ ~=Bubject-matter is fifty or less than .
’ . . fifty. rupees . .. w0 e e
(8) 1f such amount or value exceeds
- fifty ‘rupees - ST
When~such’ ‘judgmient :'or ‘crder” is ‘:
i:passed by a High Court

~i- - Note 2.—Thers should be no “unnecessary. delay-

“plying with the Tequisition of the copying .dep:a_‘rgmgnt.’
Applicant’s “.295. When the ‘copy .is delivered to the -applicant, his
Ugnature ° signatute therefor and the date should be. taken on‘the réverse
% ke taken' of the application. The.counterfoil of the application should
When cspy . .at the same-time be taken back from the applicantind Lent -
‘deﬁvered;—:;': < a ﬁ;gchgjl_‘-,f;p'}}gg,':apphcaﬁdn._

i

o



Article 7.—Copy of a decree or order having the forgs
of u decree.—

VWhen such decree or order is made by any Civil Court
other than 2 High Court, or by any Revenue

Court— _
. Rs. As.
{a) If the amount or value of the
subject-matter of the suit wherein
such decree or ofder is made is ﬁfty
or less than fifty rupees ... 0 8§ ~to°
(b) 1i such zmount or value exceeds . .
fifty rupees ... 1 0 177
When such decree or order is made
by a High Court . 40 3

Article §.—=Copy of any document Mable-to- stamp ~duty °
under the Tndian Stamp Act, 1879,* when left by any patty
to a suit or proceeding in place of the original with-¢”
drawn.—

) Rs. ,As.

. (@) When the stamp duty charge- =~ ~
able .on the original does not ex-
ceed eight annas (the arount of .

e i~

3

the duty chargeable on the ori- | »
ginal) ) .. 00
(b) In any other case Yo 0 8

' Asticle 9.—Copy of sny revenue or ]udlcral proceedmg

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 exécutxve
administration of a Dwxsxon—-— .

. .Rs. As. .

For every three hundred and sixty
words or fraction -of three hundred

and sixty words - 0 8

Note 1.—Under Government of India Notlﬁcatxon
- No: 4650, dated the 10th _September 1889, . the: iollommg

feductions and remissions of duty have been ordered : —
(a) The fees charoeable on—

(i) copies of village settlement-records furnishéd”to
land-holders and cultivators during the
currency or at the termmatmn of settlement
operations, and

(11) hsts 'of fields extracted from village settlement-
records for the purpose of bemo filed with
petitions of plaint’ in settlement courts have”
been remltted

.'°sa, now._tho Indxan y Stamp Act, 1899 (I of 1899). Genen! Acts,
.Volume V. .



. Provided that nothmg in this clause shall apply fo-
copies of judicial proceedings, or to copies of village settle-

- ‘ment-records {other than lists of fields) extracted as afore-
caid which may be filed in any court or office.

- (b) The fees chargeable under articles 6, 7 and 9 of the
Frst schedule to the “Court-fees Act on copies furnished by
civil or criminal courts or revenue courts or offices for the

. ,pn\-ate use® of persons applying for them Thave been
remitted : .-

. Provided that nothing in this clause shall ‘apply to copies
when filed, exhibited or recorded in any court of justice

oI received by any public officer.

(c) The fees chargeable on 2 copj,' of an order passed-under

. section 2670f Benfral Act IT of 1&6 hzve been limited to one

“anna. ~N

© (@) The fees. charn-eable on the following'docyménts have

been remitted :—

- (z) Copy of. a charge framed under section 210 of th.

- Code of Criminal Procedure, 1882t or of a

translation thereof, when the C%B_{ is given
to an accused person;

(zi) Copy of the evidence of supplementary witnesses
after commitment, when the copy is mven
under section 219 of the ‘said Code
accused ‘person ; I

(ui) Copy or translatlon of a judgment in 3 case:\t}ther

I » than a éummons-case and copy of the heads
. of the Judge’s charge to the e jury, when the

¥ == . ‘cOpy or translation- 48" ‘g1veth “dnder section
- .+ 371-of .the said Code fo an accused person;’
(w) Copy or translation of the judgment in a sum-
mons-case, when the accused persen to whom

. . the copy or.translation is given under sec-
tion 371 of the said Code is in jail;

- ('v) Copy -of an order of mainténance, when the copy

" is'given under section 490 of the said’ Code to
~ the’ person in whose favour the order is made
or to h uardian, if. any, or to the person
to whom the allowance is o be paid; $

i) Copy ‘furnished to. any person -affected by a Judcr- )
ment ‘or order passed by a Cnmmal Court
of the Judge’s charge to the jury or of any
order, deposmon or other part of the record,
when- ‘the * “copy 1s not a ctopy which may be
granted” un any of the preceding sub-
clauses witHout ‘the payment of a fee, but is
a copy which, on its being applied for uuder _
“section 548 of the said Code; the Judgé or
Maoxstrate,«.for some speclal _reason tp
“recorded by him- on the copy, thmks ﬁt

.o furmsh _without_such payment; -7*-.

- ’B’svmg regard to the promxom ons of ‘section 16 of the " vadence Act, thisy
ooncessmn refers to uncertified copies only i
127 $8es niow the Code of Cnmma-l Proeedum. 1808 (Act V of 1898), Genax:al :
Achs.Vo}umeV ¢ R



\}'(Ln) Copies of all documents furnished=dnder the orders
of anv Court or Magistrate, to any Government
Advocate or Pleader or _otbnr person Sspecially

“. empowered in that bebalf for the purpose of con-

1

¢ ducting any trial or investigation on the pari of-
ATy of

;; i the_(fovernment before _any. ~Criminal Court}

o M

{wiir) Copies of all documents thch any such Advocate

/ Plear er or other person is required to take in con-

D Any suok

nection with any such trial or investigation, Z.r

the use of any Court or Hagistrate, or may con-

__sider necessary for the purpose of advising the

s ,/ (10\ ernment in connection mth any cnmlnal pro-
S ceedings;

/ -
~"""(iz) Copies of Judr-'mems or dep‘csxt:oxxs required by
_ officers of the Police Depar’rment in the course of

their duties. : T

. 2.. Under Government of India Notifications No. 4634
Exc., dated the 17th August 1805, and No. 6319 Exc., dated
the 3rd November 1909, reapectxvely, the fees charﬂeable on
certified copies of entries in records-of-rights furnished in
accordance with any rules for the time bemo in force under
the Bengal Teénancy Act, VIII of 1885, and the Chota Nag-
ur Tenancy'Act (Benoal Act VI of 1908) after the final ub-
icatxon of such recprds—of-nvhts under sections 103A(2) and
83(2) of these Acts, have been remitted.

3.' Under Government of - Indid Nohﬁcatlon "‘To 4174
Exc., dated the 9th August' 1910, the -fees". chargeable on
copies of documents furmshed by a District Magistrate ' in -
. Bengal to a pleadéf appointed by the Court to defend a pauper -
accused of murder have been renxitted. -

4. TUnder Government of Bengal notification No:.23327.,
dated the 4th March 1938; the cotrt-fees chargeable.on certi-
fied copies of entrids jn @ record-of-rights of a village or a.
portion thereof maintainegd 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 but, s does Dot exceed
720—Rupee one.

It the number of words ‘exceeds 720—Rupee ulxe and

annas ewht‘ I=ith-o

{The "above order” relates -to copiés granted subsequently
to e free distribution of copies of . redord-of-rights under
rote 2 above.]

5. Deleted..

6. Undef sec‘hon 34(2) of the Cess Act (Bengal Act IX -
of 1880), the Board of Revenue has due ted that— - B

" (), cop1es ‘of 86 much of the” valuatlon roll an -
- returns as relate’ -to~the lands included: -mthm :
the ‘applicant’s estate; tenures’ or hold]ng Imay
bilglven to-him on payment of the ‘copying-fees

‘. only: .




‘(i) on applicition. which may be in plam paper, fromt
- the superior holder in whose estate or tenure
" rent-free land has been included under section
71, copies of returns (without boundaries) filed
bv the reni-free land-holder should be given on
the printed form free of cost.

Articie 23, Schedule i, Act 1) of 1889,

Article 24—Copy or extract, certified to be & true copy
or ‘extract, by or by order of any. public officer and mot
{_hqrtre'\ble under the law for the time being in iorce relat-
ing to court-fees—

Rs. As.
(f) I the original was not chargeabls
_with duty or if the duty with which
it was chargeable does not exceed —
one rupee v 208
(22) In any other case s A0~

Exemptions.,

A (a) Copy of any paper which a public officer is expressly
required by law to make or furnish for record in any public

office or for any pubhc purpose. )
i (b) Copy of, or extract from, any register relating to
bu'ths baptisms, namings, ,dedications_. marriages, dea.ths
or bunals :

‘

i —;l\lom——-l‘he expressmn “any- register relating-- o .
marnaaes “in the clause mcludes registers relaling to- “the”
dxssolutxon of marriages. {Governmenf of India .Order
No. 2806 Fxc., dated” the Sth May 1907, to the Government
of. Eastern Benoal and Assam, received with Bengal Gov-
ixél(l)?snt Order No. 111 T.—S. R dated the 22nd. May

288, When a copy of :a Judgment decree, sem‘.ence, or Particulars to
order is granted, the following particulars must invariably be recorded.
be recorded on the back of the copy itself, and in the form on the-back of
given below for the information of an Appellate Court the cooy.
(Section .12, Act XTI of 1908, the Indian Limitation Act) — -

Date of :mphca.txon for_the vopy, ¥ .
'Da.te\of notifying the reouxsxbe number of fohos and
atamps; . ims

Date of delivery of the requisite stamps and’ fohs
Date on which the copy was ready. for de}wery
Date of ‘makifig’ over the copy 1o the applicant. ..

Vorz —It has been held that the time - req\ns1te for
obtalfiing. a copy-is the time by-which the: conv is- readv for-
dehvery (IX Cal. LR 293)

: 300, < Whenever: " copxes are requu‘ed of any portlon of U p;‘i[ﬂed'
the registers and forms enumerated- in the list ‘belotr, they. Yo '
should ‘be made.'on printed., forms.




Collectors should allow for the requirements ungsr this
rule in preparing their indents for these forms., doing
50 it should be remembered that if forms run short’ the pub.
lic will either have to wait for their copies or pay the
greater cost of copies to be _'made entirely by hand;— ’

(1) Setilement khatians.
" (2) Working. khatians.
(3) Setilement khasras.
(-i) Settlement khewats,
(5) Setilement village notes.
(6) Terij in settlements under the Bengal Tenancy Act.

(7) Bhuinheri register and map under Bengal Act IT
of 1368.

{8) Forms of kabuliyats.

(8) Forms of pattas.

(10) Road-cess revaluation rolls under section 35 of the -
Cess Act.

(11) Road-cess valuation statements under section 34 of
tne Cess Act.

(12) Road-cess form (old) No. 24, (. ,7) N’o 1-2Forms
of return prescribed by seciion 14 of the Cess
Act.

{13) Land Registration Retnsters A, Part 'I apd D
Parts I pod II, . T o

(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 shp) T

(17) Land Revenue and cess tauzi ledgers.
(18) Sale proclamations.

{19) Form D--Agreement under the Land Improvement
Loans Act.

(20) Forms of certificates. -
’ (21) All kinds of chalans.

(22) Register II—Ledger of each raiyat in a- khasmahal’ .
(23) Land -acquisition awards. ’
"(24) Partition stalements,

(25) Khasras, khatians and khewats prepared under the
Partition Act.

(26) René suif faisalas (Hlvh Court Civil Process’ Form )
164). .

(27) Forms of birth ‘and death registers (Bengal Foz;ms
~"Nos. 2993-2993 and 2999-3001). v

, (28) Form VII—Order under section 13(2) of the Ben-

: _ -gal Agricultural Debtors Act, 1935 ‘(Preicribed
" by rule 35-of the Bengal Atrncultura.l Debtors
*Rules, 1936). . _ L LEr .

PRI . -~
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(29} Form IX—Certificaté under section 21 of thé Ben-
7 gal Agricultural Debtors Act, 1935 (Prescribed
by rule 54 of the Bengal Agricultural Debtors
Raules, 1936). - .-
.(30) Form XIT—Award under the Bengal Agricultural
Debtors Act, 1935 (Preseribed by rule 61 of the
- Bengal Agricultural Debtors Rules, 1936).

(31) Form XIII—Form of award when.a debtor is
declared insolvent under section 22 of the Ben-
gal Agricultural Debtors Act, 1935, and an
order 15 passed by the Board under clause (g) of
of sub-section (1) of that section (Preséribed by
rule 61 of the Bengal ‘Agricultural Debtors
Rules, 1936).

"(32) Form XIV—Form of award when a debior is

¥ - declared insolvent under section 22 of the Ben- .
gal Agricultural Debtors Act, = 1935, and an
order 1s passed by the Board under clause (b) of
sub-section (1) of that section (Prescribed by
rule 61 of the Bengal Agricultural Debtors

/3}> Rules, 1936). : '

3&};. 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 omes and which_
are to be supplied by the applicants after purchase from
the stamp vendors:— . - -

(1) Form No. I.—Application by .debtor—prescribed
"~ by Bules 14,- 31 and 32 of-the. Bengal Agricul-

¢

" "tural Debtors Rules, 1936. ~°-= ..
-Form No. IA—Copies of pages 5 and 6 of Form No. I
) mentioned above. ~ PR

(2) Form No. II—Application by ‘creditor—prescribed
by Rules 15 and 33 of the Bengal. Agricultural
Debtors Rules, 1936. . S C
(8) Form No. III—Application by’ joint debtors—pre-
scribed by Rule 16 of the Bengal Agricultural
Debtors Rules, 1936. Sy
(4) Form' No. XVI—Notice' under section 85 of ‘the
“ Bengal- Agricultural Debtors Act;- 1935-=spres”
-~ . geribed b Bul; 7% of the Bengal Agxicultural
r5 Debtors Rules,” 1936. -

301 The forms enumerated iy rule 300 will be supplied Pro
by the office, and ‘the charge for each form used for copies usir
will be.two annas in the case of serial Nvs:.(30); (31)~and forn

*(32)¥'dud one anna-in-all other cases, to Be paid by a court’
fee stamp_op thie.application_ for. $hecopy.. , Thus. the forms
need not be treated- as. galesble;™forms, "and >fo’ :furthés’
account need be kept of them .fhzh is kept at present. ~The':

_forms enumerated in Rule 300% wifll bd -supplied ‘by.the"
opplicants ‘afier purchasing them from the stamp vetiders. -
Copies of cbsolete forms are to be given on folids, s’in/the

.¢ase_of ordinary copies.” A table or slip may :be prepared:
- which will show the number of printed words for avery form<

%
3R
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mentioned in rule 800, in order to save the trouble of count. . f Tracing- sleth
ing the words for the purpose of -ascertaining fees for -+ on5 (Copies of maps of the 01% sgv o ﬁfu‘ﬁhﬁ'&fﬂ and co?:ying
authentication on every occasion. . . :f;] ew surveys when ‘necﬁiﬁzsl‘y 5h°u§u lieilnp?o the District fees for copies
. - ; re, t ; y

(a) Copying fees will be charged only for such pari, of ‘cloth, of f"hli?) g‘:i?rht nanda(iz_) dull black;in pieces of 24 ©f maps, ;‘0“’
the copy as ig written by hand or type-writteén, and will he ‘Officers, WI; 36 inches wide and the quantity required of to be pai fan
realised by court-fee stamps affived to the applications. ’3‘3235 g’;ﬁ igto be supplied to applicants for copies of those accouinited for.

(0) Court-fees for certified copies will Be,icharged both ?ﬁ‘zpirét the rate fixed by the Conttl_‘oglii :f St?:;%i?mmishz )
fgr t’che ﬂ;l)rmted_ and written or typed words and:will be affix- Srice list for each year. The co{s:h pr 3 tro-wfee"s lewiable in
ed to the. copies. e .. *be ‘paid for in the same way as the copying s, namely, in

() If the copies ire made on priited ifa “gnd “the’ Fregpect of the S“P%I{ °fa§§§§ft c:)ff thse::hmzfax,nps is 1o be
headings of the columns are in two languages; the court. gourt-fee stamps. 5 fethe register of applications for copies _
fee will be calculated on the number of words:’in one “toted in column 12 o E :

’iangusge only.—If the forms arejrintexln:ﬁ'}boﬂia‘sidﬁ ahd YPorm 16, Appendix A). )
one side only is used For the copy, the court:feds will be salz:: o k=5 - ) ] . - -
culated on the number-of words on one *Sld_ﬁ’ ‘Ohly of the %5305A. The rules for the supply of printed maps from Supply of

: form. T R YCollectorates and Subdivisional offices Janctioned 1n, Gov. maps from
Gancellation | 302. Al stamps will be punched accordipg §o ' . emment order No. 2§:"3’G dafti‘ii:hﬁiaﬁial. = ) and Sub-
of.stamps for soon as filed; but, in addition 1o “sthe .ordinaryZpuncuing, Teproduced in Appendix G o divisional
copying fees stamps-for copying fees will be"miiljlgéd -"t_:’ancéﬁe";ﬂ’,’i?in the b offices. . ..

~and paymenl  presence of the Deputy CoHectoEin(;:};ﬁrgé, at the elose -of

. e st swill- be paid. one b - . ‘oo "of ‘Gorerns! ast “Dopies . to be'
oty ™" oGSy Sl e o om b it profict the interta o Goveariont, care must Lopie 16 b
COPYists: e attached a certificate by the - Deputy e Oollector. in i3y el i adi Ry s 305 “and. those issued: free ‘presoribed

following -form : — e R : BT :Ef-gcost). are-prepared on :ihe}'?f;ag}‘ib'g@.@@.p”@%er“ :They :stamp -paper,
“Certified : that the total améunt realised: by: urt-fee Siust be written or typed. on-one”side:of -the %?iqnly;?&élﬁé
stamps -on. account of copying fees’iduring: Skt month, 7idst ot contain more than th o-Authp ,,.”.g * ,‘;7 rhc_-g
- Fvis Be. oo U Cand wthat stampe § onthis iz vale (0" the “otLer” hiand,“'care” inust be"taken Toz o ey
; _=have béex <narked ‘cancelled’:in my:,prge&ge:j Sirchrien A" aré“hot imposed-iips *ythek"lfglﬁ_nmbu 6{8'131%%?
Certified ., 303. Authenticated copies of “Iaps o bldng pven if ;zngtheuv:ntxng OLBtypl—?sig:? ';:11 the- nminber of- lines in’
copies of they  contain words are chargeable with a duty 6fone rupee thar i3 nepessary. . liin uniform,* control' may easily be-:
maps or under Article 24 of Schedule I of the Indian:Stamp- Act, each _sheej;‘cill‘ﬁSpaOett N tﬁe number of words in a-few of the -
plans, © . II of 1899 (as modified in Bengal), such duty’being.leviable :eg:‘_efcl_sede;,l;h fs]imabegn’ carefully checked by the com: arer,’
in addition to, and irrespective.of, the* cost“of “preparation ines in each folio d the Deputy Collector incharge -shionld &
of the maps or plans (vide rules 812-315 rand{ 317)>:The :The’reco o 'eepe:,oa?ime ‘check at random::-The busines§ of -

- stamp duty payable under the above article':Yor Zcqpiss- of ;also from:time to. .

maps or plans ‘certified to be true copies ghall -ba

" means of a_one rupee adhesive Court-fee-gtamp. g
.i-NorB.—A thik statement should, riot beTtreatsd part =

" of the thak map whether it is written: or };ast_ed:_.qxi";jthe’:.giam_e g

baper as the map 4r is separate and the ’h}xthgntiéa_ﬁggi«oféa' -

copy of the thak statement should be: charged-for separately- arly

. . under ,Ar?lee 9 c?f S(ihedule ‘I of the qux:t-fizgs" Act,t"‘.18_70« :aé ‘possible 150 English words 01:-200”vemaculai-_‘§9_rd§._él.e._,«_ ;
aps availabls™ 204, Among the maps of the _old-. sirveys'. there - are “one folio), and of eich.typist to.type 300 English words or

P g% ist: ypist is<:(like. most.other:.. octupations) “one
:gag'g.??e.d }’_y ?@fﬁg?&%&ﬁ?ﬁ% 11:35 "g(rl;l;tliy", dependent .fd{' 1_ts su_ccess_f_ul:g
Terd, practiég.,on: -experience. <. Copyists --and {ypyists, -iilleref<}):‘5=;;-g
‘It possess -or , acquire skill - in_the --b_u.smess:,_ or they:
“ought not to- be retained. -7, i.; . e .

Noi'—1t 5 the'duty f each copfist 1o copy as nearly”

: : y Al o : ios ¢ - ‘words_each) on.
the public. - surveyors’ village plans or Tevenue survey maps, diara sur- .¥ernacular words (i.e., oo .fo_{;os of 150 worcs..each) o ;
o PO vey, thakbust and’ khasra ‘maps, and .amongst ““thosé’ of ‘each™ stamped . sheet. Copyists and _-Wpl?t%‘“i-.‘-"l-?f‘m% thtl;g‘-
~xecedt cadastral surveys there are village " cadastral “tiaps “rile” will be-table~to. fifie ot “distnissal —uréo; g 23 L.
consisting”’ of--one . or more _field “sheets.- "The villag i occasional or systematic::. y

ag fanlt:
of the recént cadastral surveys are in’ future. fo’b ;

and the _rules. for supply and sale to thepublids

r~

-

: . . SN 27 =z

crules. 1 : 2 2. ; (1) The s bt satbon s paper; ‘exoe; b0 expresyy
“found “in “Appéndiz .—Copies or-extracts: of “stich Smaps-or, z mg) Eg{fg%?&gﬁ%ﬁ;;ﬁf&w w'?és’.—fi;:; Govern<:
-portichs thereof miay, bowever; be supplied “fopersonsiiwho - Amstrnch 0?:1; Deputy Collectof-in“charge AnTthe s 3
:8pply for the-same: dnd Collectors are to. ‘éncourage;tin: " ‘f—?—ent»’ Y. " -f;s prdhgited. “Under: no “circigastances” shounld=
-6very” legitimate way, the widest distribution’ of-“Copies” 6; : _éigmﬁfm?& permitted to. aintoatbon - paper whii i
¥ ir ne 1 ies 1 R O SN, 2 S ol L OPYISLS; De PeTILLES. shrnelay
a1l kinds among Darties interested. “iRued ;i1 saseorda okl



Attestation:
sertified to
be a true
opy.

¥l

307. In ihe event ‘of any copy being found to be

for issue by reason that it
() has not been clearly, legibly or neatly writte
ed and with Proper ink;

. (1) is not in the prescribed form; s
(ti2) is so incorrect that revision has rendered it unfit
issue; .

(%) is otherwise incomplete, defective or open to objec-
tion, e ol

the eXamining or certifying officer shall Teport the mattér

to the oﬁicer-in—charge of the copying "department who wil]

cancel the COpY and require the Copy1st or typist to make

a fresh copy at his own cost. :

Nore 1.—Al copies, whether

on payment, should

o ke . .
Noze 2.—Pleaders or parties
verea should bring to the notice of the officer-in-charg -
the copying department when copies :‘are .founq t

inaccurate or net easily tegible.or printed- from a -vorn
ribbon. - - .

307A. Tt is of great importarcs ;ihat{copiés of di
ments issued by cours should be absolutely free from” er

he, %%1n-chgrge of the copying department _shon
t}.ez;gfogz :gm time to tire examine *the copies prépare

P ; = > . : B> -2 . -
. BOIBI] any material error. or omission i

be written or typed Iegiblz withsgood

to whom copii_as’ are deli-

v >

:  omission i3 detected
a copy by the person tq whom it has beeq supplied or by
. eovrt before which it ig filed for use, it.should bé prompily ..
brought to the notice of the officer-in-charge of tha .eopying ~
dfpartment. . PR s IlE.LL Y

Note l.s'Suéh errors should be con:(.eéfe'd a}_f_te_;:'.coii{pz_a_fie;bnb"-

with the original and initialled. L e
.. NoTe 2.—The ofﬁcer-in-’chai-ge} ‘should take -such dise
nary’action as he thinkg -PTOpEr against the Héa_d..ﬂdmpa‘ring
Clerk or the copyist responsible ' €opy©<The résy
sibility for ABncorrect copies is ‘also shared by-the offics
certifies the copy o bé .correct. ...

" e 308, ,}Inéertiﬁec} copies should’

‘eXamined’” and initialled by the'
Certified copies A0USt, ag required-

Evidence Act, ‘bear at. the foot ths ‘wo -certified ¥o be 5
frue copy’s over .the sign#tﬁfe,.;:’(not'=i@ftia] ;the Fofficer
having ‘custi; ¥y of ‘the original, - “shall a hig=designa-.
tion and .the’ Words. ““authorised: nndes - At T of
187222 " ATl these words enrers onder: tself Ziay

hich- copies ars’m
ead clork.

s

ificate* ﬂxall__ et
. eet_has® beon “fully take .
K ), by PRy el Tt e g Y .0

55,70 ™87 b6 givenon ity revards S Bk

granted free of cost. or

ipli-

89 .
IV.—Rules for copying fees.

he costs paid by the parties applying for copies, Certificate
;clﬁ;o.igstthfz: auts.hf:;ti(}agion, siaa.rcliiqg fee, extra fee for of costs,
lios, for paper and for printed forms used in each cbogz,
;oul(,i be shown on the back of the copy by means of a rubber
tamp in the form given below —

Rs. A. P,
_Cost for— .
’ Application for copies
Searching fee ...
Estra fee .. .
Authentication fee
Number of—
Papers—
Folios——
Plam paper—i—-
) Printed forms
» Tracing-cloth— -
Copying fee (number of words)

Total - . ., ] :
I words) Hs.”
As Ps.

o

- Deputy Collector in charge of R’e cor é-—rat;m

-

<31, A uniform charge shall be made. for the preparation 3 tharge to be
‘of manuscript copies (whether certified or uncertified) at the_;@e for
rate-of four annas per folio. “This term, it 1s to b carefully sjmanuseript - -
“explained. to all- subordinate officers, merely ‘denominates a ‘popjes, - ...
“certain quantity of “hanuscript; the folio to ronsist of 150

" words- (EzigliSh) or-of 200 ﬁdfdg’:(ie‘_mgcular)‘,ffggr ;’ﬁg_lgeg_
 COUnting 4s Yone -word~ “Phis ‘chargs”shsuld be'\‘-leyle@'-]gy!__'a‘n_
‘impressed-statap of four annas ‘on 8dch shest of paper Eof:

responding wwith the 1odi5 5 be rovided:by the applicant fof’
aeopy.s, cni T L TR e e T ;

the -casé of typewritten copies,
e “following uniform _charges sk

et

oo D TTeepe. pepuI OL I0UT annss gefe{re‘fvl
he préceding paragraph-for copies of docii:
containing. 150 - typeswritten wordg g ;
¢ impressed Staiped tae Jannasiwith:
ari adhésive statip of ouranxiss affixed therstotor
‘topies - of &(ii_:_’u';xients',_'pdﬁf_ammgf g i
type-written words: andw: « -

Ah

A
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() for copies of documents excifding 300 words, an
additional impressed stamp paper or papers of 4
annas with an adhesive stamp of 4 annas afiixeq
thereto, if necessary, according to the numbear of
words to be typed.

et . 9.~

-

N laid down. I char
ﬁhb:efz_rence to the difficulty or intricacy of the work dome

mnd to the cost of tracing cloth. In suck cases the cost to

se charged should be fixed by the Deputy Coliector m charga,
w

317, “In the case of other maps and plans no general rule Exceptiona
AT In each case a charge will have to befixed cases.

sersonally. ) .
318. In the cuse of documents, such as Jamabandis, Copying fees

neasurement papers, order-shegts, accounts and others,- which for jamabandis,
are not written continuously like a deposition, or which are measurement

" pot written right across the page, every endeavour should be papers, eto,
made to write as many as 150 Bnglish words or 300 verna- -

.'cular words on each folio.

tvpe. 318. Tf ¥ ie found impossible to do this on each folio Plain cartridgs

o without distorting the form of the original documenti, as many paper to be

additional sheats of plain cartridge paper as may be necessary pasted,

(to be provided by the applicant for the copy) should be

“pasted on below, or at ‘the side of the first sheet.

320. In consideration of thé additional iime’ and wrouble Additicnal
- involved in copying documents of the nature describeq above, charge to bs

Nore 1.~—T‘he adhesive stamp will be supplied loosz by the
bartles and affixed in the copying department azcording tq
necessity.

Nore 2.—In'1pressed stamp sheets should never be Teceived

2nd cancelled in lieu of adhesive stamps.

331A. Copies of English  documents shall be

31iB. Every copy of a deposition, judgment] order.
report or other document shall show in the margin at the
proper places the page numbers of the original within
brackets.

Ra 3 : ies > i i iti i applicants evied.
Rate of cost 312, For copies of the surveyor’s village plans the orgi. an additional charge may be levied from the applican

for copying _ nary rate is o be one rupee and six annfs,pper plan’ogult according to the following-scale —In all cases Tequiring more -
-surveyor’'s  ~ should ‘the internal delineations be intricate. and the labour than three folrvs, ohe additional folio may be taken for every

" four folios, that is to say, one additional folio may be’ taken
In cases requiring four to seven folios," two additional'f.ohos‘
in cases requiring eight to eleven folios, three additional
folios in_ cases requiring - twelve to fifteen folios, and 80-TD.
No additional charge should be levied in cases which require

" village plans, be enhanced in proportion, the rate may be increased, at ihe
- .. - . discretion of the Collector, within'a Lmit of two rupeés and
) : twelve annas per. plan. . . ’

:'”Diﬁerentia! 313. Thakbust and cadastral maps required to be copied

rates of cost by,_pléping the tracing cloth over them, and marking the .drom one to three folios;
- for-copies of salient points, and then ug or tracing lines from -point . S aial - 7 ,
“thakbust and-. 1o point. The thakbust maps. show large “chaks with their V.—Rules for. copyists,- typists and comparers.
“cadastral mags* numberg and in addition, at each angle of the boundary line . e et 0 Y PTOLS NG COmparer .
n ary,- - each station is also Aumbered, but cadastral maps show ‘only 321. The Collector is to license a8 many copyists “or Collecter™is'to
plots  with their numbers and boundaries. - Owing 10 the typists as can ordinarily supply all applicants with coples license :
curveg in the _bou.ndanegx 1t 1s often difficult to distinguish. ope within the period specified by these ryles, and no one but a copyists or
ne from another, and 1t 1s, therefore, necessary to prescribe Licensed_copyist or licensed typist shall be employed in the typists,
differential rates. for copies of these two, classes of maps. ‘preparation of -copies’ ™ Ypists proficient in both English and * - -©
Rate of cost - 314, For copies of thakbust maps ‘each chak, tank jhil, Toraoular | fyping and promding their R —ypevriting

_gghigesq should be-given ‘the' preference over others when
-Iresh’ appointments are made, ut when the copies applied

.. for are few-or-not sufﬁcjgnt.td,tmdube an outsider to take ._
- 3 license_for the work, and the “work generally is’light, the -

" for copies of. - water-course, well or garden :should be counted ac” ten and
thakbust maps. €ach number (whéther ingide 4 chak, being the chak number,

: or at an angle on the boundary line, being ‘the station num-
ber) and each written .word .on the face -of~the ‘ndp or each
trée should be counted as two vernacular words” copying fees -
should then be calculated for the:whole-uinder rule. 310, o

Collector. may employ an officer of the fixed establishment to
do the copying work’ if he.can do'it without detriment to his :
other duties: An oficér of the fixed establishment shall not,
*however, . get any additional.

. remunération=for. doing . such

Rate of cost 313, For copies of cadastr a eac“;h;)l&t} m, jiﬂ, it . L ona TED X . zor coing
e B T T g e o]t =k TRl R
cadastral, b cpunted aq five vernacglar words, but whe 19. 1o sepdrate the case last m ntionZd"b ‘officer. of  the fived,establish- -
mags, . _ 18 given- to any ‘of the a.bove, the_plot: should be e Siss sast ensoned, by an’ L B establig :

‘., word on the face of the maps’ should also be ‘added 33 one 3

322 "Com missioners -are* at—lil?el_‘;:y,-g'li-é the demand. for: Commissiohar's

. ¥ernacular word, and coDying fees for the ~whole should ‘ther, ;copied .from thei.n;recordé;a’ngkes the :arrangement - advisable,’. offf
. be calculated under rule 310, "~ ' Cthen ; té?:@ppqmtzé licensed ‘copvist Tor licensed Jtypist for® their: =%
i ta For ¢ .'3;. '»: . P ‘ - :"“'-'./'- P N S IR LA S \p:}‘ep‘?mtlon‘: ' o A R o ' : S
Ratefor” . ~"3.316, . T, rato for ruling: lines in any register should be - "-".-823. “.The nuinber of Bopyists. ana typisty-licensed ghould, .Number.of::

rulmglmes alculated at .one vernacular ‘werd for each line," eich line :
in_conies of - '

registers::

ine taken tha whals 1oy o p . as far as possible, not be greater than will admit, in ordinary " o ists and
P IS T o breadth of th e o e, o for s possble nok bo g ciruing of Jeast’ Bo, 40 A0 tynets iy
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of euch typist.who provides his own type-writing machine a¢ From this list, which must be filled up "'“ref“_l.l-f’ “""f"}f

Jedsf Rs. 65 a month. If practicable, a higher minimuym " month, the officer in charge wili perceive what copy \sta. and
should be securtd. and a mipimum of Rs. 50 for copvists and typists are receiving an excessive share of the remuverative
Rs, 80 for typists should be aimed at. Ordinarily, 1o person work, or are not doing a sufficient amount of work, aud wili
»should, in future, be appointed a copyist unless he can cepy iake steps to equalize earnings or to dispense with the- ser-
both English and vernacular effictently. The monthly duini] vices of those copyists and typists who are in excess of
bill of remuneration of copyists and typists will .show the _requirement or habitually fail for insnfficient reusons 1o carn
an adequate income.

Collector a1 a glance the amount earned by eacl copyist or k

$an "v ar ] -'1 31y + at + 518 3 3 N . ~ . & . -

vpist and will enable him to regulate the establishment and 326." One-half of the charge of four annas per folio levied Payments to
" by mieans of the impressed and adhesive stamp represents the section writers

to take measures, if necessary, for ihe rednction of the nun,.
payment to Government on account of the contribution pay- or typists from
able by them to the Provident Fund for the copyisi= und contingent

ber of coprists. The number should bé so reduced as to
bring the earnings of each al lensi up to the preseribed
minimum. ) : PRRNROGH 4 oar
’ . . . . . typists, und cn account of the salary of exuminers. esst of grant.
-323A. Services of Mcensed copyists and typists whose paper, ete.; the remaiuing haly will represent the earnings -
work iz inaccurate or in other respects unsatisir~fory gp of the copyists or tvpists whose accoenis will be mads up
account of old age or other reasons should be dispensed with, . mmt due 1o each paid out of contingen-

pare time of
spyists and,

‘pists to be at
18 disposal of

and in any case no copyist and tyvpist shall be retained in
service after the age of sixty years.

323B. Copies of English documents shall invariably be
typewritten'2nd in making new appointments no one except
a typist shall be appointed. -

323C. The Head 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 by the
officer-in-charge. Work shall be so disiributed that " no
copyist or typist. has more than sufficient for one day_in his
possession at one time. To ensure copies bein y..and
legibly written or typed no copyist or typist should be given
more work than he 1s capable of performing efficiently. -

324. Copyists and typists shall be given t ,ﬁi&e;stdnd
that after they have earned the minimum above stated, and

‘when nocopies for which payment has been made remain to

be taken in hand, their spare, time will be at the disposal of

cies. .These payments must be checked at the time with the

: upper -part of each stamp, which, when the copy is ready,
**must be torn off each sheet, along the perforatéd line, and

-then endorsed with the copyist's or typist's name and kept

. till the end of the month. Care must be taken to see that

nothing in excess of one-half the amount realized in stumps
is paid away. . ) .
Nore 1.—The copyist or typist is paid by the folic; he

‘.'}'would get his remuneration according to the number of folios
zic;oi)ied,*whether the copies are subsequently taken out cr not.

Nore 2.—Expedition fees are for credit to Government,

- and: no part of them is payable to the copyist or typist. -

. .‘Note 8.—The folic head must not be torn off and billed

" for_ before the copies are actually ready for delivery. '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.  : - .

" Nore 4.—The number-and value of the folios of vopies

overnment. Government for such unremunerative copying as-may be .

- . fo_t,u;:d Decessary. X . Tl . -delivered-or ready for df:livery up to tl_xe last date of the month
o equalize - /‘325 The officer in charge of the copying ° départment »as. per Register of application for copies should be_ totulled up
wrriings of  shall keep a list of all copyists employed - under“the Distrint at’ the close of every _month and checked against the hills
pyists and  Officer in the following form :— submitted by _thé .copyists and typists in.order to see whether
pists a st ‘the“two_agree. . Folios supplied during, the month in respect
to be ;of applications foropies which are not ready for delivery by
aintained. A “the last date of the month should be carried oyer'in red ink;

Lut o,f__:'(.:"opyistq.a_nd typists showing total remuneration. drawn-

by each month by month; whether in revenie:” criminnl
:ﬂ’ o}'.’ci'uil work.

by
W
t
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$

| Noveubar, |
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1

:to the beginning of the next month's page ‘of_the regsler, or

“the serial numbers of such items should be marked in red ink

vith-ainote’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..

. “Nore-5.~The different columns for’ folios and. stamps in

the reégister should be carefully filled in at the proper stages

indicatedin the rules and a cross mark ;put’into. the ¢olumns”
refdaining. blank, "all’ <corrections beéing attested with" dated
-initials==A&N the columnsg showing folios.and stamps suppiied, :
tsed and Teturned unused, should be .tota]led_.np?.each'\._hdlith?»j
and it should be seen that the total number of . folios. sipplied

agree with those used and wnused.’
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Payments from '827.  Out of the additional fec levied undér ﬁllerf‘-ﬁ:lz,. one-
additional fees. half will Le credifed 10 Government and other hali will be

- paid to copvisrs or typists; all other fees, ¢.g., the expedition
fees levied under rula 293. are to be credited entirely +to
Government. —

Remuneraticn  328. QOne-haif of the vopying fees of maps, after deduc:-

of cepies ing from the toial the cost of tracing clotk, are to be paid

for copying  to the copyists oui of contingencies, under rule 326. For

maps and what the copying-of these maps ink only 1s to be supplied .to the |

materials they copyists from the Collectur's office, but the other materials,

are to supply. such as paints, pencils, brushes, etc., which may be required,
are to be suppliad by the. coprists, themselves, and no charge
for these articles is to be levied from private parties.

Register of . 329. A regisier of earnings of copyists or {ypists. should
earnings of | be maintained in Form 17 given in Appendix A. The regis-
copyists or | ter must be checked weekly by the .comparing clerk, and
© typists, monthly by the Deputy Collector in charge -of the copying

I
i department. The fact that stuch check has béén made should
be duly noted from time {o time in the register, the note
: l being sigued and dated by the checking officer. - .
Stamped slips? 3830, To prevent the risk of stamped slips being used
. to be burnt, ‘more than once, the officer passing a copyists’ or iypists’

account will, after checlong it as directed, tear the slips to
. pleces and cause them to be burnt in his resm%ﬁf-
: cate that this Kas been done must be attached to the:contin-
| gent bill on which the copyists’ BF typists’ fees are drawn.
i ———— : B

— e e e e .

Tomparers.—: - 331, The duty of comparing copies must;=in>all-icases,”-
india Govern- whether the copies be Mﬁlﬁe&,'% performed
‘ment order - by a salaried officer; and-copyists or typists must not compare
No, 5873 Ex., for_themselves or each other. On the general reorganization
dated the Sth of district and subdivisional ofices, the comparing clerks were-
November .amerged in the general permanent- establishment. District
19190, Officers are authorized fo entertain in district and sithdivisional
offices, without.reference to higher -autherity,:. additional
.temporary comparing clerks on Rs. 35 a month without any
limit to their number, according to the following scales:—
At Sadar a comparing clerk may be temporarily. eniployed -

when ths surplus ann et receipts derived from .copying
fees amoun% to Hs. 1,440, a secon paring clerk: may be -

entertained when the surplus reaches Bs™2 160 "(Rs:: 1,440+
‘Rs: 720), but a third only when it rises to Rs." 4,320, a-fourth
"whgn it reachss 16 Rs. 5,760 and“éc on, an-additionalZeterk
beyond the third .being employed .for each.. additional
whole  sum’' .of Rs. 1,440. From the sirplus-~annual Fnet
receipts derived from the .copying fees of thé révenue and
criminal sides. in ‘edch of the copyipg -departments=at-Sadar
shonld-be-dedueted the améunts calculated according ¥o the
above scgle for the riumber of comparing ¢lerks of each Fide
who have been merged.in the general permanent establish-
ment.. If-there 3 a balance of Such surplus feceipts’then
Temaining, the District' Officer may appoint additional ‘témpo-
rary: comparing clerks for that balante in Bccordance.with
the scdle laid down above. In the sibdivisional Toffices of
Vishnupur, Rampurhat,’ Kalna, Katwa, Arambagh, Uluberia,
‘Ghatal, Jhargram, Cox’s Bazar, "Feni; Chandpur, :Bhola,




})at'ualﬂmli, Perojpur, Manikgunj, Mnnshigunj,'iNamxangmﬁ,
Goalundo, Gopalgunj, Jamalpur, Netrakona, Tangail, Bon-
gaon, Jhenidah, Magura, Naraii, Bagerhot, Satkhira, Jangi-
pur, Randi, Lalbagh, Chuadanga, Meberpnr, Ranaghat,
Baraset, Basirhat, Ealimpong, Eurseong, Siliguri, Bilaghat,
Thakurgaon, Alipur Duars, Serajgunj, Z\Taogaon,‘:;;f{_a}.ore-,
Gaibardha and XNilphamai and in the Sealdah Police=Court
a temporary comparing clerk may be enteriaived as soon as
the surplus annual nei receipts.derived from the copying
fees reach Rs. 1,440, In ihe subdivisional offices of Asansol,
Serdmpore, Contai, Tamluk, Brabmanbaria, Madaripur,
Kishoregunj, *HKusbtia, Diamond Harbour and Xurigram,
Re. 720 Should be deducted from .the surplus annual nei
receipts for the comporing siaff merged iu the permanent
establishment before a iemporary clerk is entertained for the
purpose. In the Barrackpore subdivisional office Rs. 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 of the temporary compar-
ing clerks; and

(2) the reduction of permanent clerks should enly be
effected by absorption. ) -

“~¥f-there-is mo~budget-provision-for the entertainment of
any - temporary comiparing clerks, +the- Accountant-General;
Bengal;~ will-report-the probable-excess -to Government, a.m?
the necessary reappropriation will be made. The salary of
the temporary 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 dcale will-apply to Commissioners’ offices also.

-331A." ‘Every=copifitust bear the signature of the copy-
ist making 1t*3Hd the dateon which the copy was completed.
It must also’bear the signdturé of the clerk who examinéd the
€opy and the date on which such copy was examined.

3318. All.undistributed.work should be kept under lock
and key in the possegsion-of the Head  Coniparing-Clerk and
arranged.in.the serial order of applications relating thefeto.

273310, At the close of each day all original papers and all
copies made. during the day’if not/delivered to the-parties-as’
well as’all 'stamped. papers not ¥et used for topies shall be.
takén back from the Copyists ’a'iu{ typists*and secured: for-the
night under lock and key ju-the #luufah allotted to the Head
Comparing Clerk. Carg should oettaken to see that’nothing
Temains with the copyists and typists:



. YOTE.—T e oﬁieer-in—chax:ge should satisfy himself from
tme to time that this rule ja being strictly “followed every *

ay. -
Yo teZl - . ”~
, 331D, Durreptitlous sipply of information or Copies hy"
CODYIsts  und typists is strictly forbidden and any copyist gra

t}‘pls{furnishing such inforinution or copies shall be ‘dismiss.
ed. T it is proved fo theu isfaction of the officér-in-charag
that such practices are prevalent the Head Comparing Cler)
should he warned that failure to check such abuses will be
taken as an indication of inefficiency on his Pari and ke wil]

severely dealt with, and this procedure $hall be folewed
whether Yesponsibitits can be fixed on any parfchics person
or not. ’

. NoTE.—The Head Comparing™Clerk should from time 1o
ume go round the place where the copyists sit and sée that
outsiders .are not permirted there. o

Vl.—Miscellaneous rules,

" Copies'of pubuc_ - 332, Coples of public docwnents which “applicants. may
documents “havea right to inspéct are nevér to gej withheld from- them

< _when'to besiteven. though they may be used us evibence ne ingk~
withheid ernment ;- ies, whether.. cértified

'{j Ples of cortespon ence on the subject o
pending’ if. or .suspested to ba. likely it
courts of Justics are not {o be granied - withoy
.0f Government.. Cgllector miuy, 2 hoireter
of corresponidence -between the'se
on }he $ubject’ of:suits Telating ¥ est;
sanetion of the-Divisidnal Com mission

boidence which haspassed between thi

andthe € ommissinner - g1 (. 'oll_edgili-.;nay?ﬁ?e
SINAON Df "the Tisn] DDA (S 9

o gt T MUpY 10 A0 DE grAn(e
¢ are shown 'f_oxmhdt-.‘-t.é_kinfﬂt"frbni"f er
\2Pplying“to " the . office whore=the=om:
\optes of copiss ‘are granted,
o’ the copy that it has-be
original \.y Pty E

*Responsibilify

- T
cxe v - e

:‘&',;—0 a
- SF T
L .338. (1) As a rule, in the case of orders, other thian Gopies of srdar

e

- sudicial. concerning an officer personally, only the@—qusE:tnce to-be given E“
:i‘-lr-l—(.—:—’aecisiou should be communicated 1o him, with = such which conce:r.
s +J1elnts ui the grounds upon which it is bused as-may be him personally,
ot ~e~n~1rv for his infurmation and may be cousidered 'expe‘dl-- TN
:;neScT§:v§ﬁ" regard tu rhe circumsiances of the case. The
- t‘;_‘ae;s“of the officer who ve the decision or of his su"gcels}s’gr
'-ghould be taken in each cuse as to how nuch is to be supplied.
uid »

- o
; (2) Despa:rhes. fron¥ o to the Secre_ta_r; of ?Ltzrte,nntlﬁ(:
correspondence indlca'r‘m'g o difference of apinion bw‘_a}vtla(ein the
Loeal Gevernmen: and the Governmeu: o ;um_z; ‘simzz\ 0.:‘{
be communicated Wiih the express permis<ion of the Govern
-ment of Indiu. ) ..

. . -

: Subject the I 1 le wrhen clerical ﬁopia'of
£ 335, Subject to the last preceding rule n clerical
.officers are defvartmentally punished or*ordered to vetire, copies. orders of

*of such orders, if applied for by them, are to be given free puynishment,

of ¢6st. Such copies are to be made on plain.paper by the etc., to be .

:,9‘.‘_1,32?%@ establishunent, Dg;vg:s t1’;r_ee :
1] - <=

[ : ’ - - ndéd op- eaTChing g, o o 575
7338. No_fees are to be demandéd or-paid for SeATZINg Lopies required
for or copying or tvping papers_required - by _public Ofﬁeear?!’y'S’”b;"c';
for public purpéses. In sugh cases the copies are to-be _ljljferofﬁcer.

on plain, paper by the éa-:xrlmtﬂjlalment- oo '

B ;.SQ‘L‘B.%I;oc-aI bodies and Mayagers under the Cgurt e

Wards are Tt to be treated as public; otficers for. the purpos
of 1R rule” " . - :

.
¢

cn T T g

R
-

-337. “Nothing in thesé rules is’to-be held as -J"_ntex_‘fga_;m‘g ‘Inspection o
thithe- inspection by parties or their authorized agents - of regords;:
‘the:tecords -of pending “cuses which they may. bhave 'f‘..'-“r'.il,l-% Rl
spect:i- biit this- must -be done under such safeguards ; i
He-gazetted ‘officer Jon whosefile they are, or the Collector?
ay: think.nécessary against :the removal or alteration™~ofs
oeunients and, the publication Bf privileged comniunications. :
clirrent Tegisters should be ‘dccessible, under proper pres>
fis ind O pajyment 6% the-searching fee” prescnbei.lj.b{ "
9, to partigs” desirous” of consulting ‘them. JERR e

- lttax}_g;\?(‘)the repoﬁ—r&éﬁi should be absolitt

all "persons other:than-gazetted officers servifig-pa

and-the officers of. the Collector’s Courtexcep

Writt'egx".oi'de.r::;f& adrpi tta iwé'ﬁ'sig)ied_ bv.

oxTulesn this- section: apply. -als

), theBodrd: mutatisimutandrs= 52




