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el BT ARBR ARFTIH, 2005 ATl HEAT—6
RIS FQuTe, SaREvs,
@

SISl Sl ald WReRI gRT aiika a1 S9a =i 8 ya
@ AR faaRor |
(A Statement of categories of documents, those are held

by it or under its control.)
feeera # g a1 soft & srfierg w9 oI €

1— a7 gfafes varT A 89 9rel el (BIgdl Uoll, Fge IR ST 3ffeRd,
TS BIgd, B fdavor =)

2—  JAfei@dR H RIET s1fie |

TH U B Sfferdl @ fARaRdr

gorH Ao} & ARG B FAR=IRAT 99 Id g1 X8l &, o9 db I YANT H I8
g, UR=g ol 3ifWerdl &1 fafr=T FEl 3 fhas 99y b GRIE @1 SR $9T
faaror fear ar 2| gdue FEl § errend R 9 Ifierg IR Y O © | 3T
a1 a1 AR 2
1— RN s
2—  Wfd e & arfierw

LIST OF REGISTERS TO BE MAINTAINED IN AN OFFICE:

1- At level of head of office

2- Attendance of Registers.

3- Casual Leave Registers.

4- Register of dak received and despatched.
5- Local Dak Bahi Registers.

6- Registers of Files.

7- Registers of Weeding records
8- File Index Registers
9- Store Index Registers

10-  Establishment order book.

11-  Deadstock Register (Separately for perishable consumable atticle of perishable
articles).

12-  Live stock/Consumable Register

13-  Stationary Register

14-  Cycle Register

15-  Register of type-writers/Duplicators/ Computer etc.

16-  Telephone Registers (separately for residence / Office.)

17-  Log book of Government Vehicles.

18-  Register of Disciplinary proceedings.
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19-
20-
21-
22-
23-
24-
25-
26-
27-
28-

At the level of Drawing and Disbursing Officer
Pay Bill register

T.A. Check register

Register of payees Stamped Receipts.

Register of Contingent Charges.

Expenditure Register.

Budget Register.

Budget Control Register.

Movement Register.

Pensions Check Register.

Sanction Drawl register of Provisional pension and retirement of Death Gratuity.

BITST BT IUAT ST BIel BT § 3 WR et & W ifrdds
afey 35 99 fHUiRd ® | MAATCY AT 244 / XXI (2) /2005 fE0 25 31kt 2005
gRT 3ifyer@l &1 ey (RP1fS) o’ Ud S T o)1 & G H
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RG] B RI—IWTT TG fAT<EIHRoT B gfhar
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