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Sr.| Department Name | Description of Papers Period for which to| Classification
No be Preserved
1 Chief Account | Raising of Loan PermanentRecord | A
2 Chief Account | Register of Loans PermanentRecord | A
3 Chief Account | Provident Fund Rules PermanentRecord | A
4 Chief Account | File of Budget PermanentRecord | A
5 Chief Account Audit Procedure File PermanentRecord | A
6 Chief Account Special Fund File PermanentRecord | A
7 Chief Account | Pension Payment order register PermanentRecord | A
8 Chief Account | Register of Guarantee fee PermanentRecord | A
9 Chief Account | Store Advance register PermanentRecord | A
10| Chief Account | Daily Collection Books PermanentRecord | A
11| Chief Account Cheque Payment Book PermanentRecord | A
12| Chief Account | Register showing statement PermanentRecord | A

of book balalce
13| Chief Account | Deposit Day book PermanentRecord | A
14| Chief Account | Day Book PermanentRecord | A
15| Chief Account | Register of investments Permanent Record | A
16| Chief Account | Provident Fund Ledger PermanentRecord | A
17| Chief Account Voucher Files PermanentRecord | A
18| Chief Account | Sinking fund/and special PermanentRecord | A

fund register
19| Chief Account | Annual Account Book Permanent Record | A
20| Chief Account | Provident fund Day book PermanentRecord | A
21| Chief Account | Auditobjection file 30 years A
22| Chief Account | Pension files (individuals 30 years A
23| Chief Account | Advance Register 30 years A
24| Chief Account | Grant Aid Register 30 years A
25| Chief Account | Watch register for the 30 years A

recovering from the contractors
26| Chief Account | Register of loan taken by the 30 years A

Corporation

3
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27| Chief Account | Pen cases with service book 30 years A
28| Chief Account | Bank pass book 30 years A
29| Chief Account | File of froms of Account 10 years B
30| Chief Account Cheque register (Receving) 10 years B
31| Chief Account Outstanding Bills unpaid register | 10 years B
32| Chief Account Fixed and all Deposit Register 10 years B
33| ChiefAccount | Register of Receipt Books 10 years B
34| Chief Account | Register of return chaeques 10 years B
35| ChiefAccount | Register of Audit moemoes 10 years B
from M.C.A.
36| Chief Account Register of pay bills 10 years B
37| Chief Account Register of adjestment from 5 years C
pay bills
38| ChiefAccount | Bank balance register 5 years C
39| Chief Account | Register of fines 5 years C
40| Chief Account Register of deduction made 5 years C
from the salaries of staff
41| Chief Account Budget estimate file 5 years C
42| ChiefAccount | State file regarding 5 years C
reappropriation of budget
43| ChiefAccount | Recupment register (Tasalmat) 5 years C
44| Chief Account Stamp receipt files 5 years C
45| Chief Account Stamp register 5 years C
46| Chief Account Counter file or Cheques 5 years C
after Audit
47| ChiefAccount | Income tax certificate 5 years C
48| ChiefAccount | Bharana Challan 5 years C
49| Chief Account Bank slip / cheque slips 5 years C
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