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Tt Bee heen comleted the -clerkein<charge
- Lo PR

/
2T -

v
B I, T oA

{ATINOT ot me. ——

_ 5= The index will show in detail exaetly what records are preseivea
nw-bh roam, giving the class, number and description of ecach. Sufficient
hlank space will be left in the index of each class of records to provide -

for the entries of many years

185, The Necoerd-keeper will hsve the indices in his personal custody

zng will be careful to kecp them up to date. On no account shall they
be aliowed to {all into arrears.

Destruction of timc-expired Records.

84 A< old records are removed for destruction, they will be struck
T the Index under the initizls of the Record-keeper, and as new reconls
sre receved, they will be entered under the u_u?.o.m_._...:m class helow the
lact eniry. The Superintendent of the Record Department will check
25 percent of the records removed for destruction, and initial those entries
in the Index which he has checked ; and the Officer-in-Charge uf the
Record Department will alss review some portion of the records removed
£or destruction before they are actuzlly destroyed.

165 It is the duty of the Superintendent, Record Department 1o see

E i red L : ced by rule
{hzt gll cld records zre destroved immediately the period fixed by
or grder for iheir relention hzs elapsed.

465, All records should be torn up befare removal from the Record
soam for gle or Gestruction.

“ - d4gT Records sre destroyed s follows ;—

(a) Eills, Chegues, Regnittance Transfer Reccipts and the

=i e wgill be burnt.
3 1] other records will be torn into at Jeast four

®) %mﬂﬁmmvunﬁ_w %mnh "eald ond the proceeds credited to Government.

e —Services mill-boards snd covers will be retained for further use.
..wﬁounmnn_unmm over uﬂnﬂﬁﬁﬁn&ﬂ will be sold,
LREESS . | |
R g e " are sold under the orders of the  Accountant
- 368 Waste  PPETE

like |

e — . s

v S i I g P B e L T e
. g e P L g st g PO SIS LD B e (T

" Superintendent.

et

87 »
the D. A. G. (Record) will

Pvae9: 1n September and March each year the B % B S5 g of the

=3n=uﬁa.u:.=nﬁn55cn a&_.
'eat Addit m.b% _:.mnvnaawnn and . A. D. In March and m:ﬁ.ﬂmwm wo@oﬂn
eroon to the A. G. on the Ist August and 1st February respechvedy-

(Vide C.CA's letter Ho. 1577 Admn/463-30, dated 16th October, 1930,

Dy. India 140/TM 152, also O, O. Ro. 1140, dated 12th Seplember, 1831).

File Boards.

" 170. File boards should be used, with pericdical repairs, till the boards
- o.m.mﬂnnu._ﬁmh;n may be %M.ﬂn.un out by the office duftry.

wn and tape for the should be obtained frem the Deputy

ﬂauﬂwm_.ﬁ:ouaﬂ ﬁm,ﬂuuuvn Publications) ; Government of Pakistan,

entral Stationery Office, Dacea and file bands with and withcut tape
from the same autbority.

| File Boards which are beyond repair should be sent to the Govern-
iment of Pakistan Press at Dacca.

m {Memeo. No. 100-10-52-P, dated the 23th September, 1932, from the Cenirelier
of Stationery, Printing. (undivided) India, Try. M S 4801-Rec-324.]1

Destruction of (B) and (C) Filc Letters and Bundles.

. 171. Letters filed D will be taken out after the close of the year to
which they appertain and ds ad in current record and the remainder
made over by the Recorders the Reference Clerks to the Record-
keeper at the end of the year following that to which they apperiain.
These will be passed through transit book {Inward and Oulward) pres-
eribed cbove and the Diary Books, in which the Recond-keeper will
wcknowledge receipt against each entry. Letters morked B and C will
be taken out by the Record-keeper after 10 and 5§ years respectively and
destroyed.
© 172 A dist of letiers which are not delivered or accounted for o b'm,
if any, will be prepared by the Record-keeper and submilted to the
e Recorder will be held responsible for them, if he
received them from the Reference Clerks, othorwise the latter. The
uperintendent will be respensible for effecting an early seltlement
173, In cannection with the making over of filed letters more than
e year old by the various sections of the oftice to the Old Record-Keeper
»s laid down In paragraphs 171 and 172, Recerd Manual, the reference
lerk of each section will in future weed oul the “D" flled lotters for
estruction and then make over the A, B and C filled lotiers io the Old
. Keeper at the end of the year following that to which they apper-
fain, arranging them properly in chronological order.

The reference clerk will go 1%43:.5:”.. to the Old Record-Keeper and
help him in comparing the filad letlers with the entries in the inward
_-Bb__ho:..épa diary registers through which the letters and drafls are

over,

(0. O. No. 382, dated 2nd August, 1834, No. 5¢ dated 15th January, 1635)
174. The Record-keeper will see that all volumes are properly Tabell

..v&.fv&.iﬁ_gm&ﬂ?ﬂgoﬂg
frolumes new label bo attached to the volume.
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