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Records )

(lassification, weeding end
destructlon of - instzuctlons
about

GOVERNMENT OF SOMBAY
Political end Services [epartment,
Circular ™. HGK, LOBG(C & 'M)-4d,
sachivalays, dombay, 25th hovemuer 195%.
‘ ~yrahaysena 4, 1881,

3

C.IRCULAR | ;

faC

Instructions have bDeen lssued under Covernment Circular;
Bolithcal and Services Lepgrtment, wo, Kelo l099-4, dated the

stth weptemoer L9859, to secretarlat lepartments regarding
In order to

classification, weeding and destruction of records.

~

gnsure that the work ls .nore on uniform lines in all the

Secretarist lepartments, & noie explaining in detall the act Lon

-t -ar s enclosed. «ll lepsrtments of the

MECIEL LI LT SlE LHywtzeom
accorasnce with these instructlons ag early as possibils,

F-o

».  ssare copies of this clrcular are also entloses Tor Use

in all dranches of secretarlat Leperimentis.

"

sy oroer and .n the nmame of the Governol ot owbay,

. Nnbo B‘UC}&,— )
y Lo the Government o4 Bombay ,
1 én

L@puty wecretar il
Politica d wervices Lepariment,

wovernment Cirtcular, Political and wervices Lepartment,
e nlrt, 10BO (U & )-8, dated 25th MNovember 1859/Agreheyaens 4, LBBL,

To

All Departments of Secretarist,

all-Branches of the Political and Services Lepariment.

Ney of 195%,

golon-and-guidante. o m

Pt oo L WA L . .
e s e e e e R : N
e e
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3
AT TO WOVERNEENT LnGULek, PULITIGAL ANU SENVILLS

LEPARTMENT, NU, K 1059 (G -8, LATED THs 204D November 1959

agranayana 4, lﬁBi.

e bt e o e

rament Ghreular, Political and Services Lepartment,

No.heG.1OB9-3, dated the 20th september 1959, instructions have
heen isswed directing all Lepartments of the Secretarist and all

partments to e

classify and weed out 'Ct and Lt Llass records;

bring up-to-date, ss on the lst (ctober l959, the
service Books{including leave accounts) of the staff;

and,

2. It is essential to ensure that the following action is

ding the thiee items i~

(4) Classification and weeding of hecords,

acsificatione Classification of records ls a cantinuous

ALl Notiny ~ssistants are required to give Correct classin

Unaer

while ilnstructing the s.U.Cs. that the papers
iled : :

ibd b :-’wv-dmml-v- .
To bé preserved for thirty years.

To be presexved for Tlve yeals.

75 be destroyed as soon as thelr purpose
and in any case not later than one year &
of the vear in which they were filed. ‘

ig fulfilled
fter the end

1§ classificatlon is undertaken as a simultanedus process, it

eliminates

taken in. hand.

It is,

instructions not to accept ca:
cYessification ig glearly indicated.

dr anch

L&)
(b)

(<)

report in the Inspection Heports w
{5 cone regularly befeore th

The following simple p
clessiiylng papers i- ‘ \ A
T i

the need of engaging large staff whila weeding work is

impexrative thst the G.0.Cs are given clear l

therefore, -
ses marked for filing Lnless the

Cf ficers inspecting the brenches may also verify and
hether classificatlon of records
papers are ordered te be filed.

rinciples should be- borne in mind in

Aé_far as possible cases should be kept distinct and
Singlgfﬁy;@;w% o E , |
Confusion between particuler and genersl questions
should‘be-avoided_aﬂd whegever'practicable sepalate
files should be prepared for gach categoly.

In interpreting admini strative needs, Oue. regard sheuld
he had to thelr exwent. Wiile there may be strong admi--
nistrative nece?$ity for %EQSEI stion for a short period,
that ts a very dlifferent thing trom pressiva 100 for

TT3,500-5-85)-2. :

(iii) complete urgently the work of pxinfing the.Annual.Digeét;-

=] “ig
B 4
[

s






e
A

(c¢} Even in respect ¢f fliles to be preserved, the weéaing‘of

papers in tnese files shoulo be
extent.

carrled out to tne full

{e) T™he ninimum period of preservation should be.long endugh
to provide for any revision or re-consideration of the -
order. Until the expiry of that period the essentd sl
papers on which the order is based should be preserved,
Aftexr that perdiod has.eliapsed the papers may Le destroyed,

 The following should on no acceunt be destroved ;-

Records connected with expenditure which is within the

Statute of limitation,

Records connected with expenditure on pzojééﬁs, schemes
or works not completed, although beyond the perdod of

limitation,

Fecords connected with claims to service and personal
matters affecting persons in service,

(rders and sanciions of s permanent character, until

“revised,

Tne guestion of classification sheuld be consigered in connec-
tion with each puper and clear orders taken at the final stage,

l.e. when draft oroers are put up for approval or proposals made ior
Ine clessification should be shows on

the cdraft and/or on the accket sheei and re-produced on the orinted

filing or recording papers.

or typewritten copy of Lhe crder when the draft is destrovyed.

Before actual destruction in accdrdance with the classification

s settled, the contents of €acn file should be examined by the
destruction clerk, so as to make sure thet nothing requiring pre-
-s8Ivation is destroyed, instructions of the Assistant Secretary/
Under Secretary concerned being taken in doubtful casés. Having
regard fto the dmportance of Secretariat records and the danger

atténding premature destruction, in deubtful cases papers should be

Ieserved rather than destroyed, The period of preservation will
e reckeoned by calendar years from the last day of the year during

“whilch the reccfds are filed,

Orders regarding the preservation of the foll@wiﬂg'kinds of
records are contalned in Covernment Hesolutien, Finance Depariment,

No.5320, dated the 24th November 1035 :_

Description of records.

Annual establishment retuxn

(Books of Establishment) ... .

Cash‘BOOkS .,
Register of contingent expen-
diture

Letalled budget estimates of
an Office .
Travglling allgwancehbi@ls and

¥inimum period of
preservation:

YeaIs,
Jh -
20 .

5

>
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Degcription of Records. ' Win dmum period of
preservetlon.
_ Years.
Service Books . o 5 ) | \

after death or retird.
. o ' ' merrt whdchever ls
' ' . garlier,

.. Leave acnounts of

3
non-gazetted Government~ after death or retixeu

seTVERTS.. L Lo L .-:ment
Penaian cases -“-' e 5_ I
: R AR oo '@fier'ﬁetimﬁménﬁ. o

. 2' .4. . o
A nelatlng to dlscrepancyT"
kn figures. e R o
Mortallty return of o ‘ B
- pensloners
Pay.bills of GoveThment. By

e conds, DUt before Tattual destruction the napexs shotld . bl &ho
thie Branch Superintendent or the Senior Ass&stant as the’ case may be

servants for whom no”
getablidhment returns are

submlitted and no service

books are ‘mailntalned.

Pay-bills of other classes 6
of Covernment servants and :
acquittance Tpli%(wih@r.

than trgvellinyg allowdnge)

when malntained 5eparatelw*

‘These orders should: pe- followed but 55 already stabed payu
bills ahd legve Teturn files should be preseived fo: a mlnimum .
per&od of 35 yearﬁ .;' : o . , L fi3"h:

Lon%mﬁential papErs should be dealt wlth on the 1lnes of ondinaty
L Lo

and to the Agsistant/Under Secretazy icon gerned,. _n s

(b} Weeding and destruction - ° (i) Fikes which are partly
classified and unicl assiiled files should. bhe clasgified immediately.
After the classifitation is madé, papezs die for*degtructgnnfshould
be'‘separated and destxdyed.” Papexs whid] reguire to be prescrved.
should be properly repalired -and -kept’ in the £ile.  The classificatisn
of files should also be glven clearly on ‘the file-cover and docket

‘L

sheet, _

o0 index of files showld be .

Before .destrovying the files, n lles shou
dex i ﬁh@ following proforma i-

A'5£épar8d The index should be Ln

T L B PR YT







i ke - . .
Date of Classifie - Helmark‘s

L oy rﬂile R
“eﬁgfl N . Subject weeding cation - (if the
' ' | file is
destroyed
please
state so). .
i 2 3 4 -5 b
e ” - . » ‘5
The dastructieon of records should he deng under the orders of ' 1
the &ranch Officers and care should B faken to ensure that the i
£ the file destroyed are propexly snierad in the index, '

. tetails ©

With e view to watching the speed of the weedin% wo:kJ Branches
may be asked 10 submit & fortrilghtly report in the tollowwng N

ngfqrma im '

fumber of TTles  Numper of . Balance of
requlired to be filas actually flles Ramarks Lf
wandad, .. wesded ln the remaining te anYy.

‘ " last forte © be wesded, :

P

e fm

L IRy

) .
A

#ith a view ic accelerating tne ﬁace of weeding it is suggested .
gt leagt half-an-nour

- that all the Dranches may be asked to davote .
dally £b-the weeding work. The BLranches may weed oly the files
which afe with them. ‘The volume of work with the J,A:(Wesding)may
be properly assegsed and 1f more staff Ls-te?uired, the same may
ples. ohtained in consultstion with the Elnance Leperiment as :
- per paFagraph aﬂéi) of Government Clrouler, Polificel anid Services |
Repartment, No,REC,1050-3, dated 30th June 1989, As far as possible, '
?tgtm ﬁgggld be made to bring the work up-tomgdate by the end of
el . . . -

brvice Books w It 15 of the utmost lmportance that all

ki vks(including leave accounts) are brought Upwto-daté,
ine " thie- Depariments will have to ensure that the annual
ver of Service books is carried out ‘and that the service-
bod enticated, We should also ensurg that the Service

ed by the staff member concernsd and duly authenticated.
2aVe account should-be.brought up=to=date and duly ..
ment has alse issued orders thet a duplicate
1d be prepared. Steps may please be taken to .
e are prepared, varified and are also got awthentl-
00Nsl concerned, as also Py the Officer.in chargé

'
t







|

(AR .

4. Annual Digeste Ib is &lso essential that energetlc sctdon
ig taken to bring the Bepartmental Amual Diggsﬁs gp—to»date. The
digests are now maintained accérding to the financigl year., As
per the standing oxders no digests are required to be prepared .
for WTop secret! and "Secret! Orders. A separate digest 'ls re-
quired to be prepaxed for confidential orders. There ls na
obijection'to prepare a comblned digest fox confidenti al orders
covering a perled of three years. The Digests for confidential

as well as non-confldential orxders should be Yor cfilcigl use

only and should not be a priced publication for sale te the public.

“W1 bépertments are requested kindly to ensure that the digests o
goz'the period ending 3lst March 1959, are printed; &f not, already.
one. . |

- - -

Clagsificatiofn of record
. Freparation of A8 G D lists,
: GOVERNMENT QF MAHARBASHTRA -
: General Administrastion Depantment,
" L Ciroular No., QFP=1064-~LKM,
Sachivalaya, Bombay-32 BR., "4th Jung. 1964,

Jvalstha l4, LlE86,
‘ CIRCULAR
The Model Manual of Office Procedure has been adopted by most

of the Heads of Departments for use in thelr offlces,- Paragraph 53
of -the Model Manual states that each office snould prepare A d LD

LA P A . | - !

Departments.

‘5. For the Offices of the Héé@éybffﬁapartments, therefore, the
Heads of Dmpartments should prescribe ABCD1ists. B

3. The Model Office Procedure is net yet extended fo subordi.
nate offices. These offices may not, therefore, take up the work
. of preparing the A 8 C D%ists and getting them approved by the
Heads of Lepariments. Selective preservation of record ds very :

important. The work of properly preserving the record does not,
therefore, deserve to be neglected.  For this purpose, the Heuds of
Departments should prescribe.the necessary 4.B L D lists for the
“sUbordinate offices also. L e

4, Vhile prescribing the A4 B C.D lists for the subordinete
offices, the Heads of Departments should ensure that the same
metter is not classified differently in diffﬁrent‘afficas.

By order and in the name of the Covernor of Maharashirs,

[ . .t
=

e (Sd.§
» the Government of Maharashizg
Administration Department.. L

= 3ROV 1952

Lépy

etardat Departments.’

= .5)3\,&4 L ,_v>
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