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It 15 coservzd thar Instructions Lajd in DRAMCING s office order No.
CLM5-Genl 88 dr.0G7.12.90) regarding disposal of old records of slaltuns are pot being
complied with. However the sarpe 8 reiterated and ‘}quoduwd below for vour srrict
comprance.

. Records which are required (g ~onneci with court case, PE Vigiian.e ¢ases and
reizvant (o clear station Outanding should not be destrovad without apprroval from ihie
olfize

> Allother ule recerds which are 1, 4R speciticd wr the encloecy Anncxure A
Mic e v oUmMt and dostroyed iovally at the station within : S davs trom date o1 recgipi of
hae crealir under persenal supervision of See. UM T or SS,SSMs. Records which ard not

snbensC m the enciosed Anneyure A shoddd he destroved et ihe ume period
munlicned i e Manual Of Stagon Accounts,

3. After surung out the records at jiem (l)and (2) above. the vecord 16 be bt
 should be noted in the REGISTER OF OI D RECC RIS, CNILSS.SSk s 3UPCrVIsmy
 destruction of records sbould sign (he Register ol old rewards with date anyg ing ay a
twasti ol witncssimng destruction of o]y records mentioned therein /
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, Afler burrung of the oid 12w ords UM Space will be available The [eMaining

f?,‘f“}‘- should be amanzed chronoiogicaily for cach VPR Of records gnd bundled

PlEScly G he bundizs should be Wrapped with paper Mealy md pliced m shelves rakes.

B2 relord should be bept far from dust and spider web S0 that 1t may give 5 pleasant
ﬁ-r;kl.;mou!d also be watched thar the records are not displaced or hapupazardl} placed
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M Attendance Repister | "
2 Rate Circulwms - 10 Years
- (‘I(‘Cllf!f‘ of pol]q matter ; 210 Yemy
(:‘ CR. Notz Look - ¥ permanemt orasr - Permancntdy
'7‘<'\ Chrard’s signsture of ('asp bap. -10 \:z'n
61 Gatg, Pasz book -2 cars
(y Momtiy podown mecniory Sy
8) Repister of DDM issued : llt) Y;:x
9 RSZISl'T of MGR_ Office copy (M \ . ) ,
l rctovant papers GR of MGR with 10 Y cars
‘ (10) List of old records disposed of - Permane
(B) COACHING RECORDS
B
) Coaclune Balancs Shect - ! o Weas
= Ourstanding List 4 Vears
(3) Coflected RRs of Parecls (Foragn) ) .10 Yeurs
(4) -Do-  (Local) € Vem
(%) Parcel Delivery Book (Forsizn) 10 Years
{6) D e} - 8§ Y s
(") Curward Pearcel wan Biil Book (Locai) BV e
(8; -Do- (Faraign) - 10 Years
(9 Luerare & Parcel Cash poohs .6 .z
:10) Seldier’s Tickst Boek . ' - SV aars
§ (1) Used BPT & EFT Beeks -~ Ycars
3 (i) TC Reports - 1years
\
\
\  (C) GOODS RECORDS
() Imvoice Boek (Foraen: - 10 YewEs

i) -Die- (LOCZ“ -SYzas
3} Goods Cash Book

=
€y Goods Balanc: Shct - 12‘1 aars
‘ i) Goods Talty Book ) = s
A {6) Maccmem® Remsia : ,; car
g (7 Geods Gespatch beak 3d packart £ swmdance. -9 v
B il FYzas
7% 8) Trmstnm Registar . B ears
B (9) Wagon Aliouncnt Register 6 Veare
(10) Ertor sheet Register 4 - 51 ‘;r‘
(1) Eror shest (where owstanding cleared) 10 veur:
(12)  Maclone popaed AbsTact Will surmmn ' S‘(:cvart
(13)  Wuapgon KReeiste ‘ 10 Years
(14)  Register of uncommzcied wageos 0
(18 f zrd 1 ghzi of warons
is) 1 peoanecicd W s onr oy . 10 - =
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