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T B1j602—=The detailed instructiond in regard to the preservation of old records have
~»an_notified under Item Nos, 885 and 2112 of “Weekly Gozetta Ne .. 20 and 27 of 15/5/1961
nd 3/7/1961. . However, in the context of the revision of the provision of limitation Act

! ﬁ923 (Act No. 36 of 1963) and recommendations contained in Public Accounts Commitieo In
' their report to the Lok Sabha as also the Summary of  observations and recommendations
[F U I Report of the 'One Man Expert Committee of Compensation Cluims' it has been decided

, Jto reiterate these instructions for the Information and guidance of the staffi—

[ {

{ / ) The periods for which station records etc, muse ba preserved ara shown in

I . the attached lists.  Tho period for preservation of records will count from
| the dato of completion of the record ar document. )

| &1 (if) Records must be kept very carefully at stations; each book, when finished, must -
| P be labelled on the back, or on the cover with the name of the record or docu-

T R ment and dates on which they were brought Into use and completed. * Each
record must bear serial number from the register (sce Clause IV below)

(iii)  On the expiry of the periods or which records are to be preserved, station
Masters will keep them ready for despatch and advise Olvisicinal - Railway
Man: . or, who will make necessary arrangement to collect them a: . ceptralised
place on his  Division, according to the jurisdiction of stations and send them
in.bulle, loaded In a wagon and secal them direct to Hajl Bandar Depot for
further disposal.  The respectiva IDRM will issue suitable instructions to
i “the stations under their control, tha mode of despatch and centralizad placa

S

issuad in this connection should be dockectted to CCs, BB, ‘

}

? ; \’ : (iv) - A reqister must bo kept in the following form:— 5

,f e ‘,\}-‘1 . © Register of records at............... ..., . v .station,

] 1

| § ) ; §

}‘ . ¢ [S\IO Name of Record Period Date sent to Haji, Bandar Depot
K b ey T From To : T )
sl

g f

-

\ N

[N {v) Records must be placed on shelves in almirahs on box in a dfy secure place,
LI where they will be safe from handing or removal by any unauthoriscd person
: ’ and from vermin. They must be periodically examined £y the Statlon Master
. and upon each charge of Station Master, the state of tl records should be
" noted and any serious disorder or disregard of rules brought to notlice,

&

2. Records which are the subject matter of correspondance und o which oblection

; has been raised,-as well as 2ll records in connecction with the freight.and “cror Sheets out-
% standing In Balance Sheets and these required for clearance of items lkept outstanding by the
' Accounts Office and Intimated through the Advica of Accounts should no* bi dest Hyed tiil

the objection s settled or the Item is deleted by the Accounts Office. ER o

ecords carefully and seo that it is properly vrpt. - The akova Instructions witl ret supersede
Inscigetions, IF any, issued by tho Divl. Officer [or the preservation of records for a particuiar

periad, 2, " _ ) Co T

of collection, for onward despatch to Haji Bandar., A copy of the Instructions™ ~

3. Tho District Commercial lnspector when inspectiong a station, 1 +s# 'examine tho -
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{ iﬁ ¢ 177 Requisition for passengers’ ticket counter feil _CoMI8B .
Bl 20 chuisiclon for4 supply of Scason tickets iccuntar (oil COMI9.B 5
. [ H A A RS i A o e “COM T-22 4
i 3 E o) NV |
) 5.3 “Fieles sboick bogk ; COM 208 jjii
i ¥ 4. -Season Ticket stock: chnsccr Lo ik COM, 2!8‘\’;
Register’ of Blank Card Ticket fssued. . .. COM 228

chustcr of Blank Card & Paper tickets thecked at
‘ mcmny—‘ﬁ—*fmwwm—«-»ww

T, Speual Ticket for
e foldl \ .
VB So’dlers ticket: counter foal
9‘ Raxlw Y Police. Frea Pass ;

‘\

(‘:orélgn)coumer foll ‘ COMI 2907,
chet (Local/rorclgn). B ¢ T COM.308B:
‘ o . COM 318,
» 7 COM 32B .
LUCOM 33B
0 COM=37B -

h(‘ & D clckcc (Local
.. Passengers ; Luggage.t
T Cloak: Koo ticket counter fojt 7
“Excess ' Fare ‘Receipts -counter, foll
2 chistsr of ‘collected tickats '
Daily Trains’ Cash Book
“Summary of tralns & Parcels C.\sh book
. Summary of trains & Parcels i ¢ 1 -
Return of " excess fare (L. ocal{fove gn)‘to(]nt-x foil:
.n'rpoS}Lh‘t\ of Troops’extra ltrain: :

el 2| chulsl'lon by Rly Pollca Ofﬁcer on duty P:sscs over COM 52B
- Ffline counter. foil . ; .

22 Parcel ‘& Luygage C.&s.) Book - T"‘ COM 538
23, Parccl Wny Bllls counter foll (full, hall & quztcr rates) COM 548

; T B PO COM 558
ESEE R ‘ ;o BT .. COM 56B
e [oe 24, PWB counter fSll. Trcasqm i R < COM 57B

"COM 58B

7.25.. PWB counter ol (lnward & dollvcry)
PWB "rcu Cduntor foil ;

' Fiaye el oy iy ’ W
; Overchargc Balance Sheet Bcok
Overchargc in Coachlng -la!’flc

A countcr foil
Regns:er R{ Warrnntq
p bk Storc
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37. Register of over

or undcr—.‘.hnrgcs {(Warehouse .C-'O\M E4R
% Delivery Book). . s

38. Goods Cash Book . COM 97
39, Goods outstanding Back T COM 588
40. Regisrer of current OfS (Boinbay Gaods Bepor) COM 953

41, Register of Irregular QS (Bomlay Goods Ecpot). . COM 1B
42, Wharfage & Demurrage Register

COM 10:3

43. Goods Balance Sheat Book COM 1228

44, Goods Lezding & Unloading Boo . . COM 19°c
45, Unloading Memo & Gate Pass Book: (Bombay ..

Goods Depot), COM-tcse

46, Transit Memo of Good: feturn note tent to Audit, COM 1654

™ 47. Description of Traffic Bool

COM.1108.
44.  Ledger Accounts Book

] R COM- 1148
49, “Register of excess & unclainyed consignments COM 1165
50, Register ~f Grain & seeds sweepings COM 117e
S Registe  f Goods admit

ted Audit Debics (Bomba, CoOM iigs
Goods Depoc.) :

52, Register of adjustment (Combay Goods Oepor) CCM 1193
33 Register of Gate Pass cotinter & counrter fojl - COM 12¢8
Sa00 Register of Gate Pass tegister

COo™M 1218
55, Goods C.ily Cash Summary COt 1228
56, Goods Leity Account booi: (Bombay Gands Degotj. COM 233
" 57, Register of Forwar(ifn;,’ Nors COM 2438p
58, Statemenr of Yagons Feogistration fo.. Deposits/
Refunds, | COM
59, Siding Pagisters COM 313

el

ALIDIT GENERAL

€0, Cusn Remicean.rn tlate COM j244

6l. Advicr Nate of Sendey Bocelygs counter foil CoOM s

620 Transit fiemo o, Vel CoM tajg
G ' 3 % .

63, Guard's certnrcite for cash (counzer fed) Bags
deposited Iy traveding safety Cooh fox,

Counicr fo

COM jera

64, Catering Voucher wurier fol COM 1525
(4

g s TRAFFIC

€S, Tranship Guods Ceapteh Beo (lunction statiens), TO 4 1435
€6. Tranship Guods Despatch Book (Non-ta. sfaticas). COM 1632
67, Guard's cesrificess (or collection of excess fare,

cornzer foif, - €O 1648

<68, Cash Receipt counter il . .
A9 Kegldter of un “<himed Tporeoy rranzlerrdd . ta
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Insacction of stations/Goaods Dupots/Shed cic. that cha ag, s

' Sr,
Mo

P .

70.

31.
82.

B83.
&4,
B85
85,

N ar.

88.
69,

- v%'
91,

- S

To93.
94,

v
'3
1-2-1982
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Descrip lon

B R ]
2

Pericd of

Mema slip of weight of passenger luggepe cour ir

il

Cortificate of service perferimed by releiving hands
counter foil.
“Seal Cards/Packet Labels

Sheets & Ropo A/C

~Feweighment of Guaods
" Crune charge receipt countir {oil

Delivary sheets (Bombay-Pune Depet) counter foil.
Ll

Passenger tickes for escort Guard-in-charge of

Lreasure.

.n. Tranship Fereman's Book
Transhipping Advice Nage ccunter oil

Delivery Foreman's Entry Books (Bombay Goods

Depor).

flegister of 1 zpape & parcels transferred to

Lost Propc--

Reaister Ronk

Goods Debit Book (Bombay Goods Depot)

Ciweck Pass

Charge sheet bouk
Junction Invoice Rogister Form
Inward Railveay Receipt colizcted (Goods, Lugzage

and Parcei).

VWeigh bridze register
Money Receipt book for YYRF

Refund of Partially used uckets .
Coupon books for 0,25 iike £7T to beused by

i ThEs.

Coupon books for Rs. 5.25 like EFT ¢ bs issued

by TTEs.

Blank Paper ticket local/foreign
Challan Books -

(4)

served,
(5)

cLurse.

.::r‘r: Preservation
Preseat Proposed
. Yexr: Yoo
- i 3 e
O™ 1728 6 f
.Mon:hs
COM 1822 6 |
Months ,
B} 2
COmM 988 6 )
Monzhs
COM j92B - | i
cCCM 1738 i J
COM 2088 4 . 4
CO™ 209B 6 ]
Months
COMr 2108 3 3
CcC™M 21iB 6 6
Months Months
CC 148 6 |
© Morirs
COM 2158 I 2
COM 2168 f z
COM 2178 | |
CcCOM 2188 | 2
COt " 148 I I
CC™ 1B 2 ~
T4 v
COI 1978 4 - 5
CcOrt 690 4 "5
RYY 1-4
gOH §308 - 3 3
COM 7838 33
COM 7968 3 3
Py e 4
COM 2408 s I 3

The record excluding the items shown in para 3 -above may be perminently jre-

Tha above limits shall genarally apply to the preservation of records in the ordinary

It should, however be ensured that proper care is taken o preserye records, when

Claims or ¢ =nutes relating to Court Cases or arbitration proceedings pertaining to any com-
mercial mascer arise, till zuch macter is &nally closed and prior permission from the requisice
© Gifice is obtained and on no account zutamatic destruction of re<ards resorted to merely

- because rtho ajore-raentioned prescribed period of normal presesation of those records
Cihas ewpired, " ' .
(6} The Lavisional Officers and other supervizory st:ff should ensure In cheir pericdical’
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