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State Excise Departnment
Government of Maharashtra

Key Result Area (KRA) 2024-25

[RYd o XUld HlcAAl

e,

No Objective Weight Activity Action Success Unit Target | Achievement
Number Indicator
Collection Of Revenue
1 | Ensuring 20 1 Collection of State | Collection  Of | INR in | 30500 17297.49
achievemen Excise Duty Excise Duty on | Cr. (Tentative up
tof 100% Spirits, to 31
Revenue Beer,Wine & December
Target in Country Liquor 2024)
the State
exchequer
Sub Total 20
Supply Chain Management
2 Developme 20 3 1. Development Implementation | numbers 9 Fully
nt of Digital and functiononing | of Renewal Functional -9
Supply of Renewal module -6 service
Chain Service thrugh Service Modules
Managemen SCM portal Implementation
t 2. Approval of of Brand
Brand (within Registration -3
State) Labels of modules
Manufactories
/breweries in the
state
3. Approval of
Brand Labels of
Imported Foreign
Liquor under L
form/ K form
Sub Total 20
Improved Service Delivery
3 Efficent 10 3 134 Service to be | Creating No of | 134 All 134
functioning notified under defiened Services services are
of the RTS timelines for notified under
dept/better the Service RTS vide
services to Dilivery notification
licensees dated 14t
and the Nov,2024
consumers
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1. Recruitment
of 6 sub-

Implementation Developingand | Online
10 of online service functioning of Module
through aaple Online Module for All 8 services
sarkar portal for 8 services service are online Now
(formCL/FL/TO
D3 Licence,
Form L
Registraction
certificate,
Shifting of CL-
III Licence,
Shifting of FL-
IILicence,
Transfer of
Licence CL-III,
Transfer of
Licence FL-II,
Addition and
Deletion of
partner/s form
CL-III/FL-11)
Sub Total 20
Training
Training 15 2 1. Traning | Effective Number | 54 Training of 54
Department of new | enforcement Staff persons
personnel recruit 10 | and an active will be
for better clerk and 1 | force completed by
results and Stenograph 31st march
revenue er (L.G) 2025.
enchancem 2. Refresher
ent training of
promoted
33
inspector, 6
0.S Total 5
N.A
Sub Total 15
Human Resource Development
Human 5 1 Restructuri | Sanction of the | Governm G.R for
resource ng of the rewised ent restructuring
developme Departnme | structure & | resolutio of the
nt policies nt Staffing pattern | n department is
of the issued on 18t
department june 2024
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Inspector,2
10 11 Recruitmen | Clerk & 575 733
tprocess & | Constables,73 1.
promotion Driver-cum- Recurutment
constable, 18 of 653 posts is
Steno-Typist, 5 completed
Stenographer, remaning
54 Peon recruitment of
80 posts will
be completed
before 31st
2. Promotion of march 2025.
the 1 Joint 2. Promotion
Commissioner, of 65 posts is
35 Inspector, completed .
15 Sub- | Numbers | 65
Inspector,1
Stenographer
(L.G) 6 O0S, 5
N.A,2 Clerk.
Sub Total 15
Computerisation
Computeris 5 Implementa | Fully E-office 1 Completed
ation tion of E- | operational module before march
office system 2025
systemat
commission
rate
5 Reciving Making Order 1 Completed
tapal compulsory before march
through E- | sending e-tapal 2025
office Portal
Sub Total 10
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% FATI ,PLL, CL-IL-I ,RS-IT ,RS-VIL,DS-V, DS- |famii 30 11er / 21¥e1eh AT s Tshat
VI (4 T TR Shieamdel ST ) T@ieT FReToT fhar i Aie=aTd WehaT ST
RN
? FHAT FL-1, FL-II, FL-II, FL-IV,CL-I1,CL-III,FL- | freIii 39 STreert Wifgeh 2o ST
W-1, FL-W-ILFL/BR/II , E,E-II
3TelteTeh WG Y ST
RS-II, DS-V(4 T e shieaTdell & )
30 3Tefteteh WITeh 34 ST
M-LRS-VI, RS-VI-A,DSP-I, MF-I,MF-II, TD-I
TRieTeh AT 3%
T2 ReTeh A wo%
3 FAT M-I, M-I, POPPY-II, POPPY-III, SMP-I, |31 3Tefterer/Rieteh /g2 FRietes a1 <1 o=
SMP-II ,SP-1 ,SP-II,DSP-I DS-III, DS-IV AT 200%
(3TTETER AT STe3H)
(F AE=aT 30%)

RS-II (Educational , Medicinal and Research
Purpose)

W, TEUETET S OR IEvEEET [TETHE AERT / SHERl S Rt U g,
Fram, fafram 3 altass .

foryrmrEEitya e, fam, fafram o aiasres faqmrea Gehaeies o] ATells shiudTd SATeiel 3T,
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faurTeRe ST TEUESt=AT Yere faawr

As per The Bombay Excise Manual Volume Il (Part IV) para 499 the preservation, sorting and destruction

of excise records should be done in accordance with the A, B, C, D lists.

Serial Remarks and Commis- Superin- Distiller-y Inspectors | Ware
Document . . . tendent . and Sub house
NO. instructions. sioner. . Officers .
of Excise Inspectors | Officers
Administration Books and Publications.
1 Inde.nts for books & c C c D D
publications
Memos, advising the
dispatch of Acts,
books, journals, etc.,
and all auxiliary
2 correspondence | ....... D D D D D
intimating number
of copies, required
complaints of non-
receipts, etc
Distribution memos
and receipts for
3 1, ... D D D D D
books and
publications.
. . Note fact of
Circulation memos, circulation on
4 covering printed D D D D D
apers and reports the document
pap P itself.
Library catalogue or | While in use C c c c
list of books and keep in library.
publications
c When old or
disfigured,
recopy and file
old catalogue
as....
6 Acts, departmental Enter in A A A A
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and other manuals,
Compilation of
Standing Orders
books, maps,
Gazetteers,
Selections, printed
Administration
Reports and the like

classified libr.

catalogue noting
date of receipt,

removal, etc.

ary

When obsolete

or supersede

by new editions
they are treated | D

as...

d

Dead Stock.

Register of Dead
articles

Keep till new

one is prepared C

and afterwar

ds.

Purchase of Dead
Stock, sanction,
allotments, bills, etc.

Enter in Register
with sufficient C

particulars.

Sale, loss or writing
off Dead Stock.

Do ....

10

Correspondence
regarding loss and
replacement of
Dead Stock articles.

11

Annual reports
regarding the state
of Dead stock
articles.

Forms and Stationery.

12

Model indents for
Stationery and
forms

Till modified
superseded.

and

13

Indents for
Stationery, forms
and envelopes.

14

Correspondence
regarding the supply
of Typewriters.
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15

Indents for rubber
stamps and
acknowledgments
of stamps, etc.

16

Correspondence
regarding grant for
Stationary supplied
by the Stationary
Department.

Cin the office to
which it relates.

17

Printing of forms as
standard or special
forms.

18

Letters to the
Government
Printing Press
regarding printing

and supply of forms.

19

Correspondence
regarding
modification in or
revision of license
forms.

20

Advices of dispatch
of Stationary and
forms.

21

Indent and memos
of requirements of
Stationary from

subordinate officers.

22

Insertion of
advertisements in
newspapers or
Gazette.

Weed out of
cases and
destroy after
insertion.

23

Accounts of
Stationary and
forms.

24

Register of
distribution of
Stationary to Office
members.
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Correspondence
regarding dispatch
of Stationary and

2 D
> forms and
complaints about
short supply, etc.
Laws, Rules and General Correspondenc
All Government
Resolutions
Government (except those of
26 . ephemeral A A
Resolutions .
nature which
may be), should
be kept as A.
Circulars and
Standing Orders
issued by
Government,
27 Commissioner, Enter mto' A A
Collectors, manuals, if any
Accountant General,
Chief Account
Officer or
Superintendents.
Buildings and
decisions of
28 Commissioner, B B
Collector or
Superintendents.
Powers and duties
59 of all Officers W|th .Untll a manual is A A
regard to the Excise | issued
Administration.
ADMINSTRATION
Discussions on
points of principle,
interpretation, If orders are
30 procedure or issued, the case B C

Administration
which do not result
in the issue of any
orders.

falls under 28 or
29
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31

Office copies of
reports on council
bills set for opinion.

Unless
reproduced in a
Government
Resolution.

32

Enquires from other
Provinces, Districts
or Ranges as to
practice or
procedure.

If the discussion
leads to any
orders, they will
be recorded in
due course.

33

Changes of limits of
Officers'
jurisdictions.

Weed out and
preserve chief
reasons.

34

Office copy of
Administration
Report.

34A

Appendices to
Administration
Report.

35

Subordinate
Officers' annual
reports with
appendices.

36

Notices calling for
applications for
appointments or
tenders, etc.

37

Rules and
Regulations under
the Abkari and
Opium Acts and
correspondence
relating thereto.

38

Correspondence
regarding the Excise
and Opium
Manuals.

Keep till the
manuals are
corrected or
reprinted.
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Government Gazettes.

The commissio-
ner keeps a
complete set.
Superintendents
keep their copy

Bombay as B and Not
39 Government thereafter can .
supplied
Gazette, Part-I preserve only
those pages
which contain
Notifications
relating to Excise
matters.
The supply to
Do. the
40 superintendents Do.
Part I-A has since been
discontinued.
The
superintendents
can preserve
permanently
Do. only those pages
of the old
41 | .partu Gazettes which Do.
. contain
(Miscellaneous .
Notices). |mp.o.rtar1t
Notifications
relating to Excise
matters, the rest
being treated as
C.
Do.
42 Part lll (Prices, Do.
Current Rainfall,
etc.).
Gazette of India,
Part IV Until the Acts
43 are printed in NOF
(India Acts). supplied

books.

21




44

Gazette of India,
PartV

(India Proceedings).

Do.

45

Bombay
Government
Gazette, Parts IV, IV-
A, B & C (Bombay
Acts, Notifications.
Etc.)

Until the Acts
are printed in
books.

Do.

46

Bombay
Government
Gazette, Parts V
(Bombay
Preceding.)

Do.

47

Bombay
Government
Gazette, Parts VIl
(Trade Returns.)

Do.

48

Bombay
Government
Gazette, Parts IX
(Supply and
Transport Notices,
etc.)

Do.

49

Bombay
Government
Gazette, Parts
X,XILXIl (Vernacular
Act.)

Do.

50

Bombay
Government
Gazette,
Supplements.

The Supply to
superintendents
has since been
discontinued.

Do.

51

Bombay
Government
Gazette,
Extraordinary.

Always reprinted
in the following
ordinary
Gazette.

Do.
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Bombay
Government

>2 Gazette, Annual A Do.
Index.
Excise Supplement
53 to the Police B
Gazette.
Records.
Indexes of records
54 and filed papers (A A
and B.)
Do not prepare
List or Pherists of B therTm in future,
2> apers destroyed but if any do D
pap yec. exist they should
be treated as...
Loss or damage to After
56 records or current settlement, note D
documents and in Index and
their replacement. then...
Applications for
copies or searches
57 including rgcelpts C
for comparing fees
and cost of papers
etc.
Keep for 30
years and then
Inward and Outward destroy after the
58 ) A and B papers B
Registers .
are entered in
the General
Index.
After the records
. are sorted and
59 Current Register General Index B
prepared.
Disposal Register
60 Do. do. B
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61

Registers of
Periodicals

62

General Index of A
and B papers and
Government
Resolutions.

63

Peons' Book for
hand delivery

64

Accounts or Service
Stamps and postal
despatch book.

65

Indent for and all
correspondence
about the supply of
postage stamps.

Enter order and
notes supplies
and issues to
Account Book.

66

Reports and Returns
as to the state of
work (unanswered
references, pending
cases, progress in
sorting records, etc.)

67

Desk Diaries and
Calendars

Calendars to be
treated as C.

68

Discrepancy memos,
on Inspection of
records in which no
general order are
issued.

After entry in
the register of
discrepancies
and disposal of
the same.

68 A

Inspection report
covering the
discrepancy memos.

69

Discrepancy memos
in which some
general orders are
issued.

Till entered in
manual...

70

Register of
discrepancies ...

71

Register of Copying
Fees ...
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Tours

72

Tour Program of
Commissioner,
Collector or other
Officers.

73

Instructions about
posts, telegrams
and general
arrangement about
window delivery,
special bags, etc.

74

Correspondence
regarding supply of
provisions, carts
collies, wagons, etc.,
and the rates.

75

Complaints about
supply of provision,
carts, coolies, etc.,

If no important
principle is
involved

Otherwise ...

76

Telephone and
Postal bag bills.

77

Diaries of
subordinate
officers- Office
copies in
dispatching office
and fair copies in
receiving office.

78

Travelling Allowance
Bills with
acquittances

Travelling
allowance bills
and memos,
received from
sub-offices for
incorporation In
the general bill
should be
treated as D.

79

Enquiries about
distances for
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Travelling allowance
purpose.

80

Register of
Travelling Allowance
and Diaries, dairy
books and
inspection books or
the diary of Excise
Officers.

81

Purchase of tents
for Government
use.

82

Diaries of
superintendents

BUILDINGS (BId.)

Public Works Department

List of Major works
submitted to
Commissioner.

The works if
approved are
entered in the
Public Works
Budget.

Proposals for Major
works, i.e.,
correspondence in
connection with the
calling of rough
plans and estimates,
information for rent
statement,
correspondence
regarding
accommodation
required, selection
of sites, acquisition,
of land for the
works, etc.

The Government
Resolutions
sanctioning the
plans will be
kept
permanently.

Proposals regarding
transfer of buildings
to departmental list.

These will be
entered in the
list of buildings.
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Correspondence
regarding transfer of
buildings from one
Department to
another.

Do...

List of minor works,
correspondence
regarding additions
and alterations
required, regarding
calling for plans and
estimates, allotment
of funds and
particulars for rent
statement, etc.

Correspondence
regarding
completion
certificates.

Correspondence
with the Public
Works Department
with regard to petty
repairs or special
repairs and weather
fencing.

Register of Buildings

Keep till new
one is received;
correction slips
to be destroyed
after correcting
the list.

=)

epartmental

Proposals for
construction of new
buildings and
additions and
buildings and
additions and
alterations
(approved or
negatived ) and
correspondence

Note in the
Register of
Buildings the
Government
Notification
regarding
acquisition of
land or District
Collector's No.
regarding
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regarding selection
of sites, acquisition
of land and plants
and estimates.

transfer of waste
fund.

10

Contracts for the
construction of
Departmental
Buildings.

11

Correspondence in
connection with
petty repairs,
weather fences and
tile truning.

12

Agreements with

Building contractors.

13

Correspondence
regarding breach of
contracts.

14

Proposals for the
grant of house-rent
allowance.

15

Hire and less of
buildings for
Establishment and
office
accommodation.

These may be
destroyed as
soon as the
arrangement
ceases to have
effect.

16

Dismantling of
Departmental
buildings or strike
off the list.

Correct the list
of buildings
quoting
authority.

17

Register of
Departmental
buildings and lend
acquired for the.

Keep till
renewed.
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Rent, Rates and
18 Taxes Bill and C
correspondence
relating thereto.
Statement showing
the Government
buildings, occupied
18 A C C
8 by Excise Officers
for residential
purposes.
ESTABLISHMENT (ESTT.)
Discussions and
orders abou'F Weed well,
strength of fixed .
. usually final
Establishment scales
1 . Government B
of pay, fixed .
. Resolution
travelling .
suffices.
allowances, status,
etc.
Entertainment of
2 temporary clerks C
and peons.
Applications for These are
executive and entered in the
clerical Register of
appointments. approved
3 candidates and D
filed with the
list. The rest can
be destroyed
after disposal.
Applications for
4 menial Do... D
appointments.
Intimations of
5 appointments and Do not keep D
postings of Gazetted | after disposal
officers.
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Appointments and
transfers of non-
gazetted officers

6 and clerks and
applications for
transfer and
promotions.
Appointment and
transfers of menials
7 and applications for
transfers and
promotions.
Are current
records so long
3 Service Books and as officers serve;
Sheets.. then return to
pensioners or
heirs.
Correspondence
regarding
transmission of
9 service papers and
verification of
thumb impressions
and marks of
identification.
Attach to first
10 Physical fitness pay bills;
certificates. correspondence
to be treated as.
Printed Dl.rectorles (After receipt of
11 of the Excise
fresh ones).
Department.
Particulars required
12 for corrections in
Directories.
Gradation as well as Keep till
13 distribution list of
renewed

menials.
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14

Application for leave
of all kinds
sanctioned or
refused by the
Commissioner or
the Superintendent.

(After return
from leave and
entry in the
service papers.)

15

Applications for
acting and
sub,prortem.
Allowances.

16

All papers about
casual leave

After note in
Register

17

Charge reports and
correspondence
regarding relief and
joining of men
appointed of
transferred.

After note in the
Directory.

18

Annual qualification
reports and returns.

19

Alleged defalcation,
misconduct fines
and reductions.

Copies of orders
should be
attached to
service book and
the papers may
be retained int
Superintendent's
office. In the
case of fine
inflicted on
menials papers
may be closed as
D.No. Order
need be
attached to
Service sheets.

20

Dismissals,
invalidings,discharge
on reduction, etc.

Weed out
useless papers
which are to be
treated as D.

21

Charge sheets..

All fines and
particulars to be

31




noted in service
sheets.

22

Fine and
Punishment
Returns.

23

Returns of landed
property of
Gazetted and
ministerial officers
and correspondence
relating thereto.

Note abstracts in
Service Books.

24

Correspondence
regarding sureties
(including enquiries
regarding solvency
grant and
cancellation of
certificates, etc.).

25

Register of names of
nearest relatives,
etc of Europeans.

Omit the names
of officers
transferred,
retired ,etc and
enter new
names. Destroy
when a new
Register is made.

26

Indebtedness of
Government
Servants.

27

Acceptance of
presents by
Government
employees.

28

Permission granted
to leave Head-
quarters on
holidays.

29

Resignations,
desertions and
deaths.
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30

Prosecution of
Government
servants by
Government or
privates parties and
grant of legal
assistance to them.

31

Registers of
approved
candidates for
executive and
clerical line.

Keep till
renewed

32

Register of
approved
candidates for
peon's posts.

Keep till
renewed

33

Casual leave
Register

34

Acquaintance or
Master Roll

35

Correspondence
regarding men sent
to Pasteur Institute
for Anti-rabbis
Treatment.

36

Correspondence
regarding
Vaccination

37

List of title-holders
and correspondence
relating thereto.

List to be kept as
C

38

Income-tax
declarations,
statements and
correspondence
regarding refund of
income tax etc.

Important
correspondence
to be kept as C.

38A

Register of Income-
tax
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39

Application Register

40

Register of Warning

Keep till
renewed

41

Grant of medals and
badges and
correspondence
regarding thereto.

42

Indents for peon's
uniforms belts
battens etc.

43

Supply and
distribution of
uniforms, etc., and
complaints about
short supply.

44

Correspondence
repayment of bills
for uniforms, belts,
etc.

Bills to be kept
as Cand the
Correspondence
as D.

45

Loss of damage to
uniform by theft or
fire and supply of
new one.

46

Scale of uniform

47

Dress Register

Keep till
renewed

48

Register of deaths
among European
officers.

Do.

49

Annual
Establishment
return with
accompaniment.

49A

Drilling of excise
menials.

Except standing
orders which
should be kept
as A.
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Departmental Examination.

50

Permission to
appear for Lower
and Higher Standard
Examinations.

51

Correspondence
with the Secretary
to the Permanent
Committee for
departmental
Examination re:
question papers,
etc.

52

Intimation to the
Civil and Military
Examination
Committee re:
Examination of
officers in
Vernacular.

53

Appointment of
Committee for
Departmental
Examination of
candidates for clerks
posts.

54

Question papers set
at the Examination.

55

Answer papers ...

56

Intimation about
persons intending to
appear for the
Departmental
Examination.

57

Report regarding
the result of the
Department
Examination and
transmission of
certificates.
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Pay and Allowances.

58

Sanction to
advances for tent
age house building
motors horses,
cycles, conveyances,
etc., and advance on
transfer.

59

Eligibility and
condition of
subscription to
General Provident
Fund.

60

Sanction to advance
from General
Provident Fund.

61

Grain compensation
certificates,
correspondence and
office copies.

Attach
certificates to
bills which are to
be treated as C.

62

Plague allowance
for hutting with all
papers except
standing orders.

Bills to be
treated as
contingent bills.

63

Salary bills of
Gazetted officers

64

Salary bills of non-
gazetted officers
and clerks.

65

Salary bills of
menials

66

Correspondence re:
withheld salaries
and Last Pay
Certificates.

No office copies
of the Last Pay
Certificates need
be kept.

67

Notices of
attachment of salary
by civil court.

Keep currentin
Superintendent's
office till
satisfied.
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Service of Return
68 summonses on summonses to D
employees. court.
Recovery from court
69 of Bhatta to After credit into D
Government treasury
servants.
Distribution Bills to be
statement of Extra treated as
70 . . D
Work Fees, recovery | contingent bills
of fees, etc. and kept as C.
71 Admission to Postal D
Insurance Fund.
Admission to
Bombay
72 Uncovenanted D
Service Family
pension fund.
General orders
Correspondence re: .
. to be retained as
73 recovery of Pension D
, A papers and the
Fund from menials.
rest as -
Payment of
74 allowance for work Only retain the A
done on behalf of final order.
Municipalities.
Bad climate and
compensatory
allowances-

74 A | Standing Orders A
Bills C
Correspondence D

Pensions.
Annual
. When fresh
Superannuation
statements are
75 statements and C

orders passed
thereon.

received, the old
onesare useless.

37




Individual
correspondence and
76 applications for C
extension or for
permission to retire.
Correspondence re:
grant or refusal of
pension and
gratuities and
ificati f
77 veri .|ca iono C
services and all
other preliminary
papers including
Pension Payment
orders.
Correspondence re:
78 commutation of C
pensions.
EXCISE (Ex)
Abkari Leases
Agreements with Agreements and
Native States re: important
1 Abkari leases and correspondence C
correspondences to be kept as A,
relating there to. the rest as -
. . Government
Compensation bills .
Resolutions to
2 and correspondence . . C
. be kept in their
relating thereto. :
file.
Advisory
Committees.
Government
Resolutions to
. be filed
Proceedings of the
separately.
over country and .
L Papers regarding
3 foreign liquor and . C
these meetings
the orders passed
of these
thereon. .
committees may
be classed as "E"
only the minutes
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to be kept as B".

Confiscations.

Correspondence re:
Seizure, disposal,

4 sale, etc., of . C C C C C
confiscated
excisable articles.

Registers of

> confiscated articles. ¢ ¢ ¢
Council Questions.
If the questions
and the
information
supplied are of
6 Correspondence re: any future use, C C C
the papers
should be
treated as B,
otherwise as-
Excise Arrangements
Correspondence re: Important
7 in BI’ItI.Sh Tenfltory correspondence c c c C C
and with Native to be kept as A,
States. the rest as -

Papers likely to

Correspondence re: be of future use
8 . . D D D
and finger prints. to be kept as A,
the rest as-
Register showing
8A partlFuIars. of Excise Keep till A A
convicts (finger renewed

Prints Register.)

List of Excise
3B convicts maintained ) ) ) ) B
by Inspectors,

Assistant Inspectors,
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and Sub Inspectors.

8C

Excise supplement -
Correspondence
regarding
publication and
supply of -

8D

Excise supplement -
Manuscript copies
of -

To be destroyed
at the end of the
year.

8E

Excise Supplement -
list of officers to
whom - is supplied.

When revised
list is prepared
old one to be
destroyed.

8F

Reports of Excise
cases received for
publication.

8G

Correspondence
regarding photos of
Excise convicts and
suspects.

8H

Excise Supplements
of other Provinces.

8l

List of Excise
Smugglers,....

When revised
copy is received
old one to be
destroyed.

8J

Excise exhibits-
Correspondence re:

8K

Correspondence
regarding
information about
Excise smugglers.

8L

Establishment of
Excise Intelligence
Bureau and Finger
Print Bureau :

important
papers to be
kept as A and
the rest as:-
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Correspondence re:-

8M

Finger Print Index
Register of Convicts.

8N

Finger Print Slips
and R.C. Reports of
Excise convicts.

80

Court conviction
slips from
Magistrates or
Judges.

To be destroyed
after two years
of the date of
the death
reports or the
ex-convince
attaining age of
70 years

8P

Register of Finger
Print Slips received
for report.

8Q

Register of R.C.
Reports received for
record.

8R

Traced Case Register

8S

list of eliminated F.
P. Slips

8T

Register of Finger
Print Slips received
for trace.

8U

Monthly statement
of Finger Print Slips
received for trace.

8V

Correspondence re:

i) Finger Print Slips
and R.C. Reports
received for records.

ii)F.Print Slips
receive for trace.

iii) Expert opinion or
evidence.

8W

Notifications
regarding closing of
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Courts on holidays

Death Reports of

9 convicts or ex- C
convicts.
Monthly reports to Orders or
the commissioner remarks likely to
10 on the work done in | be of future use D
the Finger Print to be kept as A,
Branch. the rest as-
Hours of Sale.
Government
Correspondence re: Resolutions and
11 C
hours of sales. orders to be
filled separately.
League of Nations
Government
orders and
Correspondence re:
uestion in respect correspondence
11A 9 . to be of any C
of opium and other
drugs dealt with by- future use to be
g y kept as A, the
rest as-
Nokarnamas
Correspondence re:
grant, cancellation, Important
12 etc., of - including correspondence D
cancelled to be kept B.
Nokanamas.
13 Nokarnama Register
13A Nokarnar'.na Fees
and Receipt Books.
Offences.
Case reports of -
under the Abkari
14 and opium acts and C

the correspondence
relating thereto.
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15

Correspondence re:
compounded under
section 55-A of the

Bombay Abkari Act.

16

Monthly statements
furnished by the
Presidency
Magistrates in
Bombay showing
cases disposed of
and the excisable
articles seized
therein.

17

Confidential file of
suspected person.

18

Correspondence re:
blacklisting of
licenses and other
persons.

When the
disqualification
is temporary the
papers are to be

kept as C after
the period of
disqualification.

19

Black list Register

Until renewed

20

Prosecutions in
Abkari cases,
charge-sheets,
Magistrate's
findings, etc.

Magistrate's
findings are to
be kept as Bin

Revenue Offices.

21

Crime Register

22

Register showing
cases compounded
under section 55-A
of the Abkari Act.

23

Law suits and
important papers in
connection
therewith.

Records.

24

Monthly statement
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25

and correspondence
re: grant of

Correspondence
refund and
drawback of excise
duty.

26

Compensation,
remission and
refund bills in
respect of license
fees, etc., and
correspondence
relating thereto.

27

Correspondence re:
recoveries of
Government dues,
sales of property of
licenses, writing of
arrears,etc.

Temperance Movements.

28

Correspondence re:

C

C

Weights and Measures

29

Correspondence re:
purchase and
supply, sealing and
standardization of
Abkari measures,
instruments and
weights.

Country Liquor.

30

Important
correspondence re:
import, export,
transport, sale,
possession and still
head duty of-

Government
Resolutions and
orders are to be
filed under their

proper heads.

31

Routine
correspondence re:
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Correspondence re:
32 increase or decrease .. C
in consumption of-

Applications for
33 removing -under .. D
section 12.

Improvements in

34 the strength of-

Correspondence re:
recovery of

35 differential duty D
when the rates are
increased

Import, export and

transport permits Counterfoils to
36 and counterfoils D

there of Including be kept as C
special permits.
Correspondence re: Government
levy and increase or Resolutions and
37 decrease in the orders are to be C
rates of still head filed under their
duty. proper heads.
Country Liquor Shops.
Correspondence re: Important
38 disposal opening correspondence C
and closing of- to be kept as B,
g the rest as -
39 Statements showing c

disposal of -

Correspondence re:
minimum stock in

40 shops, storage vats, . C
gauge, rods, etc., at

Country liquor shop-

40A Dead Stock list.
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41

Petitions and
appeals and
Correspondence
there on, in respect
of grant of licenses
location and closure
of shops, rations,
refunds and
reduction in license
and Vend fees.

Important
correspondence
to be kept as B,

the rest as -

Excise

42

Correspondence re:
maintenance
preservation,
standardization,
supply, etc., of
testing instruments,
Hydrometers and
Thermometers.

43

Register of
standardization of
tastings instruments
of licensees.

44

Register of shop war
sales

45

Register of country
liquor licenses.

46

Register of
privileged shops

47

Register of
classification of
liquor fees, etc.

48

Register of country
liquor installments.

49

Counterpart
agreements and
expired licenses.
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Foreign Liquor.

Important
correspondence

C :
orrespondence re should be kept

import, transport,
P .p as A, therest as -
sale, possession,
Government

50 manufacture, . C

. . Resolutions and
bottling, blending, .

. . circular orders to
coloring, size of

be filed under
bottles, etc., of .
their proper

heads.

Correspondence re:

51 increase or decrgase ) c
in the consumption
of-
Correspondence re: Important
the method of correspondence
disposal, closing and should be kept
opening of shops as A, the rest as-
and statements Government

52 ) . C
showing shops Resolutions and
disposed of - and circular orders to
other routine be filed under
correspondence re their proper
thereto. heads.

Application for the
grant cancellation,
53 etc., of whole sale, . C
off, on, Hotel, and
other license.

Import, export and

transport, permits Counterfoils as
53A . D
and counterfoils C.
there of.
Government
Correspondence re: Resolutions and
54 P ) orders to be D

the rates of duty on- filed under their

proper heads.
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55

Petitions and
appeals and
correspondence
there onin
connection with
shops, etc.

56

Register of duty
received on Indian -
made spirit
imported.

57

Register of Foreign
liquor license.

58

Register of current
Deposit Accounts of
several impoters of
Indian made Foreign
liquor.

59

Counterpart
agreements and
expired licenses.

59A

Registers prescribed
for Foreign Liquor
Warehouses of
import and export.

60

Register prescribed
for bottling and
compounding
operations.

Medicinal and Toilet Preparations

(Perfumed spirits)-

61

Correspondence re:
manufacture duty,
possession, sale
import and
transport of-

Important
correspondence
to be kept as A,

the rest as -
Government C C
Resolutions and
circulars to be
filed under their
proper heads.
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Correspondence re:
analysis of -

62

Permits for
transport, import,
export, etc. of-

63

Monthly statements
of issue and use of
plain spirits at the
laboratory for the
manufacture of-

64

Registers prescribed
for laboratories.

Methylated Spir

its.

65

Correspondence re:
import, transport,
sale, possession,
manufacture,
bottiling,etc.

Important
correspondence
to be kept as A,

the rest as -
Government
Resolutions and
circulars to be
filed under their
proper heads.

65A

Import, export and
transport permits of
methylated and
denatured spirits
any counterfoils
there of.

Counterfoils C

66

Applications for
denatured spirits

67

Register prescribed
for methylated
spirits.
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(Ganja, Bhang, Charas, Cocaine and other allied drugs)

Hemp or Intoxicating Drugs.

68

Important
correspondence re:
cultivation,
manufacture,
storage, import,
export, transport
sale, possession
duty, etc.

Government
Resolutions and
Circular orders
are to be filed

under their
proper heads.

69

Routine
correspondence re

70

Correspondence re:
increase or decrease
in the consumption
of -

71

Application for
cultivation,
manufacture and
removal of-

72

Import, export and
special transport
permits and
counterfoils there of
and applications
relating thereto.

Counterfoils to
be kept as C.

73

Register of Ganja
installments.

74

Registers prescribed
under the Hemp
Drugs warehouse
rules.

75

Monthly statements
of issues, receipts
and balances

Important
orders to be
treated as B, the
rest as-
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Hemp Drugs Shops and Licenses

76

Correspondence re:
disposal, opening,
closure and
location- of-

Important
orders to be
treated as B, the
rest as-

77

Statements showing
the shops disposed
of and routine
correspondence on
the same.

78

Application for
permits and shop
licenses.

79

Correspondence re:
location,
cancellation of
shops, refunds,
reduction in fees,
etc.

Important
orders to be
treated as B, the
rest as-

80

Petitions and
appeals from
licenses and
correspondence
thereon.

81

Register showing
cocaine fit for use
and reported to
Government.

82

Register showing
cocaine kept in
deposit by Medical
Practioners and
chemists.

83

Counterpart
agreements and
expired licenses.

83A

Drugs permits
surrendered by
addicts.
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(Opium including Morphia)

Correspondence
relating to the Government
amendment of the Resolutions and
84 Act, the ' B orglers are to B B
interpretation be filed under
thereunder and the their proper
grant of powers heads.
under the
Correspondence re
supply, sale Government
osses’sion 'im ort Resolution and
85 zx ort tra;s srt ! order are to be C C
pOoTL, transpors, filled under their
duty and issue rate
proper heads.
of-
36 Routine D D
correspondence
Indents for-and
87 correspondence re C C
thereto-
Opium Ledger
Accounts including
37A Stqck registers of
opium kept by
treasury and Sub
treasury Officers.
Government
Correspondence re Resolution and
88 opium smoking and order are to be C C
chandulkhanas. filled under their
proper heads.
Correspondence re
89 !ncrease or c!ecrease c c
in consumption of
opium.
Monthly statements
90 re the sale of Opium When n'o longer D D
. required....
and Balagoli
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Import, export and
transport permits

and counterfoils Counterfoils to
91 D D D D
thereof and be kept as C.
applications in

respect there of.

Application for the

2
d grant of license.

Opium Shops :

Government

Resolutions and
Correspondence re:
B orders are to

93 disposal, closure C C C C

and Opening of - be fl!ed under
their proper

heads.

Statements showing
94 the shops disposed C C C C
of -

Petitions and
appeals and
correspondence re: Important
location and orders to be
9> cancellation of kept as B, the ¢ ¢ ¢ ¢
shops, refund and rest as-
reduction in license

fees.

Counterpart
96 agreements and . . D D
expired license.

96A Perml‘ts surrer.1dered ) ) ) D D
by opium addicts

Morphia.

Papers likely to
be of any future
use to be kept as D D D D
C and the rest as

Correspondence re:
sale, possession,
import, export and
transport of -

97
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98

Register of Opium
and Cocaine license
granted to Doctors
and Chemists.

99

Register of Opium
installments
received from the
opium shopkeepers.

Toddy .

100

Correspondence re:
sale, purchase,
import, export,
transport and
possession of toddy.

Important
orders to be
kept as A, the

rest as-

101

Correspondence re:
the method of
disposal of toddy
shops, tree-foot
booths, etc.

Do. do.

102

Correspondence re:
grant, cancellation,
management,
supervision, etc., of
toddy shops, tree-
foot booths
domestic
consumption
hawking and
tapping licenses.

103

Correspondence re:
numbering and
marking of trees.

104

Bhandari Returns
and correspondence
relating thereto.

105

Correspondence re:
the levy and
increase or decrease
in the rate of tree-
tax on tree tapped.

Important
orders to be
kept as A, the

rest as -
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106

Correspondence re:
the disposal of the
right of tapping of
trees standing on
Government and
Maki lands and in
the compound of
Government
buildings.

Important
orders to be,
kept as A, the

rest as.

107

Correspondence
regarding gul
manufacture
including grant of
licenses.

Do.

107A

Import, export and
transport permits
and counterfoils
there of.

Special
counterfoils to
be kept as C.

108

Register of tree-tax
and trees tapped.

109

Register of shopwar
sales at toddy
shops.

110

Register of toddy
shop license.

111

Register of tree-foot
booths, hawking
domestic
consumption and
other miscellaneous
licenses.

Tobacco.

112

Application for
country and Foreign
Tobacco Licenses
refused.

Deleted

113

Application for
Country and Foreign
Tobacco Licenses
refused.

Deleted
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114

Application for
removal of Tobacco
shops granted or
refused.

Deleted

115

Correspondence re:
cancelled and
lapsed licenses.

Deleted

116

Correspondence re:
sub-letting of
licenses.

Deleted

117

Correspondence on
the subject of issue
of Tobacco licenses.

Deleted

118

Correspondence re:
concessions granted
to transfer Bidis,
Jarda, Gudakhu and
snuff from one to
another shops.

Deleted

119

Correspondence re:
temporary closing
and opening of
shops.

Deleted

120

Correspondence re:
grant of transport
permit book.

Deleted

121

Annual statements

Deleted

122

Application for
duplicate copies of
Licenses.

Deleted

Tobacco Wareho

use

123

Corresondence re:
granting of ware-
house.

Deleted

124

Correspondence re:
granting of Hoist.

Deleted
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125

Applications for
Warehouses
refused.

Deleted

126

Tobacco Cash
Account Book..

Deleted

127

Register of Tobacco
weighed at the
scale.

Deleted

128

Country and Foreign
Tobacco Import
Registers.

Deleted

129

Country and Foreign
tobacco Export
Registers.

Deleted

130

Country and Foreign
Tobacco License
Registers.

Deleted

131

Warehouse Rent
Book

Deleted

132

Country and Foreign
Tobacco License Fee
Books.

Deleted

133

Miscellaneous Fee
Book

Deleted

134

Extra Work Fee
Register

Deleted

135

Monthly statement
to tobacco cash
accounts.

Deleted

136

Monthly statement
of tobacco exported
and passed into
town.

Deleted

137

Tobacco Transport
Permit Book.

Deleted

138

Import Order Book

Deleted
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139

Special Duty Receipt
Book...

Deleted

140

Country and Foreign
Tobacco...

Deleted

141

Miscellaneous
Receipt Books..

Deleted

142

Duty Bills

Deleted

143

Transfer of tobacco
from one
warehouse to
another.

Deleted

144

Export shipping bills
(Country and
Foreign tobacco.)

Deleted

145

Delivery orders ...

Deleted

146

Country tobacco
shop returns...

Deleted

147

Import entries
(Country and
Foreign Tobacco).

Deleted

148

Application for
Transport Permits
and Import orders.

Deleted

149

Application for extra
hours fees and
statements.

Deleted

150

Memos. Of Country
and Foreign
Tobacco Licenses
granted and
removal of the
same.

Deleted

151

Application for
Transport Permit
Books.

Deleted
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Memos. Of

152 | cancellation of
licenses. Deleted
Application for the
renewal of country
153 .
and foreign tobacco
licenses. Deleted
Distilleries and Warehouses.
Correspondence re: | Important
154 | Permits (under orders to be
Bond). treated as B.
155 Correspc?ndence re:
Declarations Do.
Correspondence re:
156 | Material stock
Receipts. Do.
Important
157 | Correspondence re: | orders to be
Notics treated as B.
158 Correspondence re:
quota Do..
Liquor contracts and
correspondence
159 | relating to supply After the
and transport of expiration of the
liquor, etc. contract
Important
160 | Correspondencere: | ordersto be
Co-opering articles. | treated as B.
Weekly and monthly
161 | stock account
reports.
Analysis reports and | Important
162 | correspondence re: | orders to be
thereto treated as B
163 Bills for payments

and correspondence
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re: recoveries of
dues.

164

Correspondence re:
Bonded
Warehouses.

Important
orders to be
treated as B.

165

Correspondence re:
gas and coal.

166

Cost account and
monthly report
thereon.

167

Correspondence
relating to Diffusion
Battery.

168

Correspondence re:
Distillery effluent.

169

Correspondence
relating to Security
Press.

170

Correspondence
relating to Java
Molasses.

171

Correspondence
relating to schooling
of children of
Distillery workmen.

172

Correspondence
relating to spirit.

173

Correspondence
relating to Mowhra
Flowers.

Standing orders
to be treated as
A. C

174

Commercial Journal
Vouchers

Distilleries and Warehou

ses- concld.

175

Correspondence re:
additions
alternations and
valuation of plant.

Important
orders to be
treated as A.

60




Excess and loss Important
statement and correspondence
176 correspondence resulting in
relating thereto. punishment of
officers should
be kept as B.
Miscellaneous
periodicals and
returns connected
177 with the
Departmental
management of
Distilleries and
Ware-houses.
178 | Correspondence re:
estate and land.
Important
179 | Miscellaneous orders to be
correspondence treated as B.
180 Correspondence re:
quarters
Correspondence re: | Important
181 | material demand orders to be
notes. treated as B.
Correspondence re: | To be destroyed
182 pay tickets of daily as soon as the
laborers. accounts are
audited.
Railway receipts
183 | (Inward and
Outward books).
184 | Birth and Death
Registers
Postal
acknowledgments To be destroyed
185 | of money-orders, as soon as the

registers and
parcels.

accounts are
audited.
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Entertainment,
promotions and

1
86 discharge forms of
daily laborers. Do
187 | Gate passes
188 | overtime slips
Sheets of daily To be destroyed
attendance of as soon as the
189
laborers. accounts are
audited.
Registers.
190 | sales Day Book
191 | Purchase Leger
192 | Sales Ledger
Purchase Day
193 Book...
194 | General Ledger
195 | Journal
196 Reglste.r of capital
expenditure
197 Consignment Day
Book
198 | Stores Ledger ...
199 A" Material Stock
Account
200 | "B" survey Book
"C" Fermentation
201 | and Distillation
Register.
202 | "D" Vat Register
203 | "E" Spirit Stock
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Account

"F" Register of

204

0 Issues in Bond.
"G" Register of

205 | spirits issued to
shops. .
"H" Register of
Dimensions and

206 | capacities of wash
backs, Receivers and
vats.

207 I Re.glister of
capacities of casks.

208 J" Register of Duty
Area Accounts.

209 K Qeneral
Register..
"L" Inspection

21

0 Register (Visit Book).

211 M .Reg|s?ter of
Spirit Weighment.
"N" Register of

212 | receipts under
Bonds.
Cash Book (showing
transactions of

213 | departmental
management of
warehouses).

214 Regls.,termg of co-
opering charges.

215 | Pahara Book
Coopering charges

21

6 Receipt Book.
217 | Label Book
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218

Plant List..

Until renewed

219

Lock-up chit book

220

First Information
book

221

Monthly quarterly
and six monthly
accounts of country
liquor, toddy,
opium, ganja,
bhang, foreign
liquor, cocaine, etc.

222

Annual statements
in respect of country
liquor, toddy,
opium, ganja,
bhang, foreign
liquor, cocaine, etc.,
required in
connection with
Administration
Reports.

223

Security bond and
Solvency certificates
taken from Excise
licenses and expired
licenses with
counterpart
agreements except
short term licenses
which should be
classed as "D".

To be treated as
"C" after the
termination of
the license
period.

224

Security bond
register ..

225

Register of Excise
Permits including
special permits.

226

Shopkeeper's
monthly accounts

227

Survey Register ...
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Register of warnings | Keep till

228 .
to Excise licensees. renewed

All progress reports
and Wasulbaki
Statements filled in
the Revenue Offices.

229

Confidential Note-

230 Book

Correspondence
regarding ration
fixed for each shop,
including ration
registers and
statements. . C C

231

MISCELLLANEOUS (MIS).

Arms and Ammunitions.

Applications for
license to possess
1 arms and
correspondence re:
thereto. D

2 Supply of arms B

Correspondence re:
repairs to arms. D

Indents for
ammunition and
correspondence re:
thereto. . D

Register of arms and | Keep till
ammunitions. renewed. This
need not be
renewed every
year. Additions
5 and omissions
can be madeina
permanent
Register.
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Boats.

Purchasse of boats
and toneys

Tonies and boats
given to
Inspectors are
entered in their
lists of dead-
stocks.

repairs to bots and
toneys.

Correapondence re:

Purchase of stores
for boats..

D

Damage to boats

D

Census.

10

Appointments of
census officers,
supply of
information and
ordinary
correspondence

with census officers.

Keep till new
census is made.
(10 years).

11

Figures of
population
communicated by
authorities.

B

Council Elections.

12

Correspondence
relating to the
legislative council
elections.

Medicines.

13

Correspondence re:
supply and renewal
of medicine chest,
etc., and indents for
quinine, etc.
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14

Correspondence re:
medical aid to
Establishment.

Stores

15

Annual statements
of expenditure on
European stores and
indents for stores
required from
England.

16

Correspondence re:
purchase and supply
of stores to officers
on requisitions.

17

Invoice packing
accounts and
returns relating to
stores sent by the
Accountant General
for Commissioner's
information.

Water Supply.

18

Schemes for the
supply of water
including laying of
pipe lines, etc.

Correspondence
of a permanent
nature to be kept
asA.

19

General
correspondence
regarding water
supply to the
Establishement.

Water supply bills
to be treated as
C.

20

Correspondence
regarding inspection
of poison Shops.

Except standing
orders which
should be
treated.
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TREASURY (TRY).

Budget

Budget estimates of
receipts and
expenditure and
correspondence
relating thereto.

Report re: unusual
item of
expenditures.

Explanation
furnished to the
Accountant General
or Government re:
budgetted
estimated figures of
receipt and
expenditure.

Re-appropriation
correspondence,
surrender of grants
as also reports for
additional grants
and orders thereon.

Transfer of grants
from one office to
another.

Memos, or
statements
communicating

grants to sub-offices.

Printed Budget

C

Payments and Recoveries.

Authorities for
payments including
powers for attorney,
life certificate, etc,

To go in original
with Voucher.
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Applications and
intimations re:
letters of credits.

10

Issue of cheque
books

11

Correspondence re:
Bhatta to prisoners
and feeding of
cattle.

Coins.

12

Correspondence in
connection with
defaced and
counterfeit coins
and currency notes.

General Accounts and Audits

13

Register of
payments

14

Cash Book including
Abkari and opium
"Kirds" kept by
Mamlatdars and
Mahalkaries.

15

Objection
statements from the
Accountant General
and Chief Account
Officer and replies
thereto.

16

Register of withheld
salaries

17

Register of
contingent charges

This is maintained
to watch the state
of grants.
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18

Register of
Permanent Advance.

19

Chalans and cash
recoveries under
Excise remittances.

20

Specimen signatures
Treasury officers.

21

General Receipt
Book

22

Office copies of
detailed or abstract
contingent bills.

23

Vouchers (if not sent
with the bill).

Must be marked
"cancelled".

24

Office copies and
fair copies of
memos. Or bills
submitted to
superior office for
consolidation.

25

Memos, sending bills
for
countersignature.

26

Annual
acknowledgment of
Permanent Advance
Register.

27

Correspondence re:
delay in payment of
bills.

If it results in
punishment

28

Memos, of bids,
deposits and refunds
thereof.

or warning
otherwise.
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29

Letters forwarding
bills for Accountant
General's or
Commissioner's
sanction.

28

Memos, of bids,
deposits and refunds
thereof.

30

Intimation re:
closing of account
months.

31

Order Book showing
all appointments,
transfers, etc.

28

Memos, of bids,
deposits and refunds
thereof.

To be destroyed
after 40 years.

General Accounts and Audits

32

Correspondence re:
Treasury holidays.

33

Intimations
regarding cash
orders.

After the cash
book is checked
by Inspecting
officers.

34

Register of Deposits

Keep till renewed
and afterwards.

Miscellaneous General. (Mis. Gen.)

Miscellaneous
Correspondence not
mentioned in the
above headings.

To be treated as
A,B,CorD
according to their
degree of
importance.
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