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Sr. Name & No of Issue/ Indexing | Location of | Minimum | Retentio | Method of
No. Record Revision storage & Access n Period Disposal
No.& Date Type of file Up To
1 Work Sheet-3 01/01/2025 | Annual Asst. 5 Years | Description
Asst. Revenue 1janto Table No.1 | Revenue by tearing
Officer 31%'Dec | Taple No2 Officer in four
Jear | TableNo3 pieces
2 Special Register | 01/01/2025 9 Table No.1 Asst. 5 Years | Description
(Await Register)-3 Revenue by tearing
AAO-1 Table No.2 Officer in four
Asst. Revenue Table No.3 pieces
Officer
3 Register of Writ 01/01/2025 10 Rack No.1 Asst. 5 Years Description
Petition-1 Shelf No.1 Revenue by tearing
(Top) Officer il’l] four
pieces
4 Important 01/01/2025 Annual Rack No.1 Asst. 5 Years Description
Correspondence 1janto Shelf No.1 Revenue by tearing
Register No.1 31%t Dec Officer in four
(PM/MP/MLA/CM/ every pleces
Minister)Ref year
5 Important 01/01/2025 | Annual Rack No.1 Asst. 5 Years Description
Correspondence 4 1jan to Shelf No.1 Revenue by tearing
Register No.2 (Lok 31st Dec Officer in four
Ayukta/D.O.Letter/ every pieces
Human Rights year
Commission/RTI
Ref
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