and District magistrate/Additional District Magistrate. The pro-
gramme of inspectien by the District Magistrate/ Additional dis-
trict Magistrate and the Sub-Divisional Magistrate shouid be
checked out in the behinning of the year and no other Magistrate
should be required to inspect a police Station unless specially ordered
by the District Magistrate. An inspection: book with blank pages
(Separately for the magistrates & Police officers) will kept at every
Police Station to be used by the Inspecting Officers.

19. District Magistrates should ensure that controversial mat-
ters are not recorded in inspection notes and that they are taken up
on the personal level of the District magistrate and the Superin-
tendent of Police.

20. It is not the Magistrates duty to examine the internal ad-
ministration of a police station. His primary duty is to analyse the
crime and the action taken by the Police during the past year, and
to suggest what turther action is required, but it is also useful for
him to record matters of personal observation at the police station.

21. The most important points to be noted at most police sta-
tions are given below, This list, however, is not exhaustive While,
on the one hand, it is not intended that a Sub-Divisional Magistrate
and other various Magistrates should examine all these points when-
ever they inspect a police station, a thorough examination of some
of the points is much more valuable than a cursory ecamination of
all.

Analysis of crime
22. This does not mean copying out all statistics supplied by

the station officer. Inportant figures should be emphasized, their
sugnificance explained and their cause examined.

Detection.

23. The criterion of detective work is not merely the number
of convictions. The conviction of a burglar arrested on the spot
reffects little credit on the police. Real detective's ability can be
assessed and valuable information obtained in investigation a bur-
glary or a dacoity even if no one is prosecuted for a substantive
cffence. Morever, it does not follow because a man is acquitted
that the police were wrong in prosecuting him.
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/’ru\'un'{i\'v action.

24 The value of action taken under Sec. 109 and 110 Cr. P.C.
can be tested by seecing whether the man's arrest had lead to dimi-
nution of professional crime near his home or near the area where
he was suspected to be operating. It is essential that a Magistrate
should stimulate the Station Officer to take any action under Sec-
tion 110 Cr. P.C. that may be necessary, but it is undesirable that a
Magistrate should order the institution of proceedings against any
particular person as this commits the Magistrate before hand to an
expression of opinion about a man whose case he will have to decide
in court. A Magistrate best course, therefore, is to indicate the lines
on which the Station Officer should proceed but leave it to the
police to institute proceedings. By examining the Crime map a Mag-
istrate also discovers the areas with regard to which preventive
action is required ; and by examining the history sheets and village
registers etc. he can often select the persons to whose conduct the
Station Officer should pay special attention. It must be borne in
mind, however :-

(a) That while most professional burglars do not go for a field,
some make it a point of opening outside their own circle in
order to ailay suspicions, and

(o) That history sheets and a village register may not be prop-
erly maintaind and that there may be active criminal not
mentioned in the police records.

Surveillance

25. Detailed rules about surveillance will be found in paras 339
to 348 of the Rajasthan Police Regulation, but it is unnecessary for
a magistrate to examine the procedure in detail. It should be ascer-
tained whether the Station House Offier knows the man "under
Surveillance"

Cattle theft.

26. Are the offences the work of local criminals or wandering
gangs? This can be tested by noting whether the losses of cattle
increased as a wandering tribe passed through the circle.

Arms Act.

27. Does the Police station have a propef record of all
persons having firearms in their possession which require to be
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cither licensed to be registered ? It should be seen whether
Verification has been made from: time to time

Habitual offenders & History sheets.

- 28. The Rajsthan Habitual Offenders's Act will gevern the sur-
veillance of persons classified as habitual offenders.

Excisess

29. Do the Excise Police cooperate with the Police Deptt. if
so, whetheer the police receive adequate rewards from Magistrates.

Rewards :

30. Are the rewards announced for proclaimed ofenders ad-
equate ? Have they been able to attract information from non official
sources ? Has the distribution been prompt ?

Buildings and Government Property :

31. Itis not the duty of the Magistrate to inspect these in detial,
but special points such as insecurity of the Hawalat or Malkhana
or the Necessity of urgent repair of rusty weaons or inadequacy of
blanksets for prisoners may be conveniently recorded.

Co-operation :

32. Do the neighbouring Circles cooperate with each other ?
Is any strain noticeable between the revenue and police department
? Is the Thana staff pulling together as a team ? -

Appreciation of Station House Oficer's work :

;&3. Ordinarily this should be recorded in the Inspection book
but if the Magistrate has adverse remarks to make he should send
them to the District Magistrate confidentialy.

34. Copies of Inspection Notes should be sent to the Thana
concerned as well as to the Superintendent of Police. The Sub-
divisional Magistrate should also send one copy to District
Magistrate. Compliance reports will be sent to the D.M.within three
months.

(vi) Jails
35. A-Under trials & Prisoners -Wherever there is a

Magistrate of the first class, be he District Magistrate S.D.O. City
Magistrate, Extra Magistrate or Munsif-Magistrate, there is
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cither a Central Jail or a District Jail of one class or the other or a
Lock-up, under trials can be kept in any of these prisens.

36. In places where there are only Lock-ups and arrangements
have not been made yet for a Jail of any kind. it will be necessary to
arrange to send to Jail a prisoner as soon as he ceases to be an
under trial and is convicted and sentenced.

27. It will be the duty of the local police to make arrangments
for the escort of prisoncr to be transferred from a Lock-up to ajail.

38. After a convicted priscner has been received in a Jail he
will be kept there or moved elsewhere in accordance with the Jail
Rules. Arrangements for transfers of convicted prisoners from one
Jail to another in Rajasthan and their escorts will be made by the
1.G. Prisjons in accordance with the Jail Rules.

39. B - Statements of under trials : District Jails and Lock
ups and also Central jails should send Court-wise monthly statements
in duplicate to the District Magistrate concerned giving informantion
of under-trials, their names, Sections with which charged and courts
of trials and the dates when detained in prison. These statements
should be separate for magisterial under trials and under trials in
Session Courts. Each monthly statement should be divided into group
of under trials as follows :-

(i) Detained for over three months but less than six months.
(ii) Detained for over six months but less than a year.
(iii) Detained for over a year.

40. As for under trials detained for less than three months only
total numbers may be included.

41. One copy of these statements will be sent by the District
Magistrate to the magistrate concerned for remarks.

42. C- supervisioh and management of district Jails in ab-
sence of Jailor or officer.in charge -Considerable difficulty is
experienced in the supervision and mangement of Jails and lock
ups during the absence of the only Jailor or officer in charge. All
Distritct Magistrates should, in the event of a jailor or officer
incharge of a district jail proceeding on leave, appoint the senior
most magistrate at district headquarters to the executive charge of
the jail and intimate this to the Inspector General of Prisons
immdiately. : '
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43. D : Inspection of Jails & Lock ups : The district Magis-
trate is required to inspect the jails every quarter. Addl. District
magistrate, Sub-Divisional Magistrate and Magistrates should in-
spect each Lock-up within their Jurisdiction once in a Year. Dur-
ing the course of inspections the magistrates should particularly
lay stress on :-

(a) Physical condition of prisoners. (b) Sanitary arrangements;
(¢) Food (d) Statistics of undertrials with reference to duration
¢.g. over three months, over six months and over a year etc. (€)
any other matters.

(vii) Public Prosecutors.

44. Appointment : All appointment of Public Prosecutors shall
be made by Govt. Govenment may call for recommendations for
these posts from the District Magistrate at the headquarters of the
sessions division or other area concerned. The District Magistrate
shall than consult the District and Sessions Judge demi-officiallyand
submit the latter's opinion along with his own and also a list of
pleaders practising in his district direct to Government.

45. Participation in politics and freedom from pecuniary
embarrassments :No person shall be appointed as Public
Prosecutor unless he agrees in writing to take no part in politics
during the tenure of his appointment and gives a declaration in
writing that he is free from pecuniary embarrassments.

46. Probation and confirmation :- (1) Every Public Pros-
ecutor shall be considered to be probation for a period of six months
from the date of his taking charge. At the end of that period the
Distict Magistrate shall submit a report through the District and
Sessions Judge to Government upon his conduct and ability. Should
his work prove to have been unsatisfactory, his services may be
dispensed with without notice. Should the report be satisfactory,
he shall be confirmed. For any sufficint reason Government may
extend the period of probation. ,

(2)The District Magistrate shall, by the 15th January each year,
submit a report to Government through the District and Sessions
Judge upon the conduct and ability of the Public Prosecutor who
has been confirmed under sub-rule (1). The report shall be marked
confidential.

47. Term of Office -A public Prosecutor shall be appointed
for a period of three years, including the period of his probation
and may be re-appointed for further periods not exceeding three
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vears at a time, Ordinarily no person will be appointed a Public
Prosecutor after he attains the age of 60 years or continued in the
office after he attains that age. Notwithstanding the expiry of the
period. of his term of appointment, a public prosecutor shall con-
tinue as such, until he is reappointed or his successcr is appointed.

48. Termination of term- (1) Government may, at any time
and without assigning any reason, dispense with the services of a
Public Prosecutor after giving him one months notice.

(2) A Public Prosecutor may resign his appointment after giving
one month's Notice.

49. Status and powers : (1) The Public prosecutor is the per-
son to whom under sub-section (1) of section 218 of the Code of
Criminal Procedure, 1898 (V of 1898), orders notigying commit-
ments are issued by Magistrates wiihin the area for which he is
appointed.

) A public Prosecutor is also the Govt. Pleader appointed
by the Central Government under clause (a) of rule 8-B or order
XXVII of the first schedule to the Code of Civil procedure, 1908,
(V of 1908), in relation to any suit by or against the Central
Government, or against a public officer in the Service of-that
Government in any court in Rajasthan. '

50. Withdrawal from prosecution - A public Prosecutor shall
not withdraw from a prosecution under Section 494, Code of
Criminal Procedure, 1898), (V of 1898), without first consulting
the District Magistrate who wili obtain Orders of the Governement
in the Home Department before authorising such withdrawal where
Police cases are concerned.

S1. Duties in Criminal Courts. : (1) The Public Prosecutor
shall perform the following duties in criminal courts, namely :-

(a) he shall conduct the prosecution in all cases committed to
the Court of Session in the area for which he is appointed:

(b) he shall appear, when instructed by the District Magistrate
in appeals, references, revision and other miscellaneous
criminal proceedings before such Court of Session; and
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(¢) he shall appear, when instructed by the District magistrate
in any criminal proceedings in any Court. at the headquarters
of the District in which he resides.

(2) The Public Prosecutor may be instructed by the District
Magistrate to appear in any criminal proceedings in any
other court in the area for which he 1s apponted :
Provided that he shall not be so instructed unless he is will-
ing to act and can do so without deteriment to the dis-
charge of his other duites under this rule.

52. Duties in civil Courts : The public Prosecutor shall be
enganged to conduct civil cases on behalf of Government or the
Court of Wards tried in any Court, other than the High Court, situ-
ated at the headquarters of the district in which he resides :

Provided that -

(i) he shall not be so engaged unless he is willing to act and
can do so without deteriment to the dischargeof his duties
in the criminal court; and

(ii) the Collector may, by special order, appoint another legal
practitioner instead of the Public Prosecutor in Court of
Wards cases.

53. Allotment of cases to Public Prosecutor :- The Public
Prosecutor shall conduct such cases, criminal or civil, as the District
Magistrate or Collector may entrust to him in accordance with the
instructions issued in this behalf by the State Government from

time to time.

S4. Duties in cases under the Local Fund Audit Act :- The
Public Prosecutor residing at the headquarters of a District Judge
shall, whenever required to do so, appear before the District Judge
and represent the Collector in proceeding under clause (a) of sec-
tion 14 (1) of the Rajasthan Local Fund Audit Act, 1954, (28 of
1954), as provided inrule 114.

S5. Advisory and other duties :- (1) The Public Prosecutor
shall advise the District Magistrate on any legal question arising out
of any criminal proceeding which has becn instituted or is proposed
to be instituted within the Public Prosecutor’s jurisdiction.
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'(2). He shall also advisc the Collector and departmental offic-
ers incivil matter of an urgent nature whenever there is no tinie to
make a reference to the Legal Remembrancer and shall further
render them such assistance as is required under these rules in
matters connected with suits and appeals filed or proposed to be
filed by or against Govt. within the public Prosecutor's Jurisdiction

56. Disabilities :- (1) A public Prosecutor shall not appear for
thc_ defence in any inquiry under Chapter X VIII of the Code of
Criminal Procedure, 1898), (V of 1898), (Inquiry in to cases triable
by Court of Session or High Court). '

_ (2) He shall not take up any criminal case on behalf of any
private person, whether a complainant or an accused in which he
has reason to believe that his services have been or are likelv to be
requisitioned by Government. -

. (3.) He sl'lall not give legal advice to private persons in matters
in which the interests of these persons are adverse to Government.

' (4') 'He sha.ll not give advice in any cae to private persons if, in
his opinion, he is likely to be called upon to assist Government in the
same case.

§7. Relations with District Magistrates and Police - (1) The
pubhc_: Prosecutor should apply for any instructions he may need to
th.e District Magistrate, and shall keep in close touch with hin: in the
discharge of his duties in the Criminal courts.

(2) He shall also keep in close touch with the District Superin-
tgndent of Police, and other responsible Police officers in the
dlsc?hage of his duties in the Criminal courts, and shall furnish such
police officers with any information or reports relating to such cases
as may reasonably be demanded from him.

S8. .Governmenl power to engage private pleaders instead
of pszhc prosecutors : Nothing contained in these Rules which
provides for the engagement of a Public Prosecutor in anv case
proclude Government from engaging in his place a Private Legal
Practitioner for conducting that case. ®

59. Consultation with the Advocate-General or Legal
Re.membrancer - If, in any case, a Public Prosecutor
thinks that an interview, with the Advocate-General or
Legal Reme-mbrancer IS necessary in connection with an
legal. question arising out ofsuch case, he may, with thz
previous consent of the District Magistrate:
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interview the Advocate General or Legal Remembrancer as the
case may be. this interview shall be deemed to be an interview
within the meaning of rule 70 for purposes of his fees and travel-
ling allowances and daily allowance.

60. Use of District Judge's Library -District Judges will offer
cvery facility to each Government Pleader or Public Prosecutor
for consulting at any time during office hours any of theLaw Books
in their Office Libraries, but no such book will be removable from
the Library for such consulation.

(viil) Control of Case work in Criminal Courts.
A-Procedure in cases before magistretes

€1. Powers of Police Prosecuting Staff:- (1) Under Sec-
tiond492 of the Code of Criminal Procedure, 1898 (Vof 1898) all
Prosecuting Inspectors and Sub-Inspectors of police are appointed
to be public prosecutors in the districts to which they are posted,
for cases tried or enquired into by Magistrates after investigation
by the police and for appeals hcard by Magistrates arising from
such cases.

(2) Enganement of Public Prosecutors in Magistrate's
Court: The Prosecuting staff maintained by the Police Department
should suffice for the great majority of criminal trials in Magistrate's
Courts In cases of special difficulty of importance, however, the
District Magistrate may, subject to the provisions of rule 19, in-
struct the Public Prosecutor or Additional Public Prosecutor or
Assistant Public Prosecutor to appear. The power should be spar-
ingly used only when the District Magistrate considers that the
Pclice Prosecuting staff is inadequate.

62. Notice of appeal in Magistrate's Courts :The
Prosecuting Inspectors and Prosecuting sub-inspector of police are
the officers appointed under Sec. 422 of the Code of Criminal
Procedure, 1898 (V 1898), for the districts to which thay are posted
to whom notices are to be given of the hearing of appeals filed in
the Court of the District Magistrate or in a Court subordinate to the
Court of the District Magistrate.

63. Responsibility of Prosecuting Inspector :-The respon-
sibility of deciding whether an appeal is important enough to re-
quire the representation of Government rests primarily with the
Prosecuting Inspector or Prosecuting Sub-Inspector who will be
subject to the Control of his superior officers. His responsibility
extends to appeais in all cases, whether originally challaned by the
Police or not.
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64. Represenation of Government in appeals before Mag-
istrates - In these appeals representation of Government will, as a
rule, be unnecessary, and wkere it is deemed necessary. the Police
prosecuting staft should be sufficient. In rare cases involving intrictae
of law, the District Magistrate may engage the Public Prosecutor.

B-In Court of Session

65. Public prosecutor to appear in all Sessions trials (1)
On receipt of an order notifying the commitment of an accused to
the Court of Session as provided in rule 17 (1) the Public Prosecutor
shall conduct the prosecution on behalf of Government in that court.

(2) A section 270 of the Code of Criminal Procedure 1898 (V
of 1898) requires that in every trial before a Court of Session the
Prosecution shall be conducted by a Public Prosecutor, the District
Magistrate shall arrange for the appointment of a substitute under
rule 29 whenever the Public Prosecutor is not available.

66. Notice of appeal in Court of Sessions :- The Public Pros-
ecutor is the officer appointed under Section 422 of the Ccde of
Criminal Procedure, (V of 1898), for receiving notices of appeals
filed in the Sessions Court within the District for which he is
appointed.

67. Appearance of Public Prosecutors in appeals etc :-Un-
less otherwise provided for by or under the rules, the Public Pros-
ecutor shall appear for the Government in the Court of Session in
all appeals, references or revisions under section 133 of the Code
of Criminal Procedure, 1898 (V of 1898), including cases instituted
on Private complaint in which the appellant or the applicant or the
person directed to furnish security as the case may be, is represented
by a counsel or in which he receives notice from the Sessions-Judge
under Section 422 of the Code of Criminal Procedure, 1898 (Vof
1898) In other appeals, references of applications in the Court of
Sessions, the Public Prosecutor shall appear only when required to
do so by the District Magistrate.

C- Supply of documents and other facilities to
Public Prosecutors

68. Supply of copies in Sessions cases :- In Sessions cases, a
copy of the charge, the reason, for commitment and the depositions
of witnesses, as well as of the statement of the accused in
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the committing Magistrates court, should be supplied by the ()mc.c
of the Sessions Judge to the Puglic Prosccutor concerned ilnrjlgdl—
ately after commitment. Where typerwritten copies ofdcpqsnmns
of witness recorded in sessions cases in the court of Sc:s‘st_on are
supplied to an accused person on payment, copies thereof will also
be supplied to the Pubkic Prosecutor concerned.

69. Copies of original case diaries in sessions cases . (1‘)
A copy of the original case diary may be Supplicc_i to'thc.[’ubhc
Prosecutor by the Sessions Judge, on sepcial apphcatlfm in such
case. These copies need be granted only when the Sessions Ju_d.ge
has been unable to allow the Public Prosecutor reasonable facility
for persuing the diary before the trial.

(2) Case diaries are confidential documents and Public Pros-
ecutor share the responsibility of the Court that the contents are
not divulged save in accorance with law.

70. Facility for inspection of records in sessions cases : If
the Public Prosecutor is to appear in a Sessions case before a Ses-
sions Judge or Additional Sessions Judge at whose head-quarters
he does not reside the Judge concerned should arrange to send t?le
record and the case diary, as early ans may be, under conﬁdentlz_al
cover to the District magistrate of the District in which theiPubhc
Prosecutor resided to enable the Public Prosecutor to take inspec-
tion thereof at his headquarters. If a case is committed too late top
permit of this arrangement, it should be set dovyn for hearing by tl}e
Sessions Judge towards the end of the SCSS!On'S, and the Public
prosecutor allowed access to it during the earlier trials. The In-

spection by the Public Prosecutor under this rule must be governed °

strictly by the rules regulating the inspection of criminal records.

71. Supply of copies to Public Prosecutors in case before
a court of Sessions :- In appeal, revision or Teference before
sessions court in which the services of the Public Prose_cutor are
considered necessary he should invariably be supplied with a copy
of the Judgment or order concerned but not of the other recorc?s
except where typed copies are supplied to accuse(.i. The Publlc
Prosecutor shall have access to the original records in the Session
Court.

Responsibiiity of Public Prosecutors in Criminal Cases

72. Public Prosecutor's duty to reportkresult .-It shall be
the duty of the public Prosecutor to report immediately to the
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District Magistrate the result of every criminal case coducted by

him. A copy of the report shall be forwarded simultaneously to the
District Superintendent of Police.

73 Further report when dicision is adverse - Where in
any ciminal case the decision is adverse to the prosecution, the
Public Prosecutor in charge of the case shall, not later than 7 days
from the date of the order or judgment, submit to the District
Mgsitrate a detailed report on the case, together with his opinion
as to the advisibility of filing a revision appcal and a draft of the
grounds therefor if a revision or appeal is advised. A copy of the

report shall be forwarded simultaneously to the District Superin-
tendent of Police.

[ Procedure in case before the High Court and other
Authcrities].

A-Appeals by Government against Acauiitals. -

74. Responsibility of District Magistrates - Sepecial attention
should be paid to the Provision of Sec. 417 of Code of Criminal
Procedure 1898 (V of 1898) enabling Government to appeal agaist
order of acquittal. District Magistrates should bear in mind the
responsibility which rests upon them of bringing to notice instances
of perverse or careless acquittals in which the importance of the
case and the probability of securing a conviction j ustify a resort to
this exceptional procedure.

75. Procedure ;Ordinarily the District Magistrate will pro-
pose the appeal. With this proposal he should send the records and
a note of his own giving the facts of the case and stating where he
thinks the court was wrong. If he took the opinion of the Public
Prosecutor or the District Superintendent of Police he should state
or attach it separately.

76. Special reference by Inspector General of Police-In
any case in which the Inspector General of Police considers that
an appeal against an acquittal should be filed he may move the
District magistrate. If the District Magistrate refuses to move in
the matter and the Inspector General disagrees with the decision
or should the circumstances of any case be such that a reference
to the District Magistrate would involve such delay as te prevent
the appeal being filed within the prescribed time the inspector
General may refer the case direct for the orders of Government.
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7. Reference to be prompr All cases to be referred tot erders of
Government should reach the Law and Judicial Department within
amonth of the receipt of the copy of the Judgment form the date of
the order of acquittal.

78. Applications to district magistrate from private
persons:- In any case in which a private person makes an
application to the District Magistrate requesting him to move
Government under Sec. 417 of the Code of Cirminal Procedure
1898 (V of 1898) to present an appeal against acquittal, he may
decline to do so, if he sees no adequate reason to move Govern-
ment. If however, he is of opinion that an appeal should be pre-
sented he should foliow the procedure laid down in rules 65, 66 and
67.

B-Revision Cases

79. procedure in cases of revision (1) If the District magis-
trate considers that a case relating to a procesding before the Court
of Session should be reported to the High Court, he may apply to
Government to move for revision. Such application should show
grounds for revision.

(2) If Government Supports the application, the Law Officer
concerned will be instructed to apply for revision.

(3) Under the rules of the High Court an application for revi-
sion in a criminal case before the High Court is ordinarily to be filed
within sixty days. Every case of revision to be referred fot the
orders of Government should therefore reach the Law and Judicial
Department within four weeks from the date of the order against
which a revision application is to be made.

C-Miscellaneous provisions regarding criminal cases

80. Assistance to Advocate General (1) It may occassionally
happen in a criminal a case of exceptional difficulty before the
" High Court that the Advocate General would be materially assisted
by an interview. with, or the help of the Public Prosecutor, or private
Legal Practitioner engaged in the case or the prosecuting Inspector,
or the Investigation Officer who may have dealt with the case.
The District magistrate should arrange for this when the necessity
arises, but Governinents sanction should be obtained in advance
before the services of the prosecutor or private Legal practitioner
are requisitioned under this rule.

(2) When appliying for Governments sanetion under subrfﬂe
(1) the District Magistrate should explain the reasons for which
such assistance is considered necessary and, if such application is
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made at the instance of the Advocate that tact should also be stated,
it should not be assumed that Government saction will be given as
a matter routine.

(3) A Public Prosecutor or a private Legai Practitioner en-
gaged under this rule shall be entitled to a fee or Rs. 30/- for every
day on which he is engaged in assisting the Advocate General and
if he comes from outside the place of hearing to travelling allow-
ance and Daily allowance admissible under rules.

(ix) Trial of Riot cases

81. Riot cases require very careful handling . A large number
of persons is generally involved and the evidences is often entirely
of a partison character. There is a great danger of innocent persons
being implicated along with the guilty since each party in riot cases
tries to implicate falsely as many of its enemies as it can.

82. Each party has widely divergent version and it is for the
Court to ascertain in such which of the two versions is correct.

83. The question as to which of the party was the aggressor
and which was acting in self defence is of vital importance and the
Court must do its best to arrive at a finding thereon for the party
acting in self defence cannot be held to be guilty of any offence
unless the right of private defence is exceeded.

84. When both parties to a riot are prosecuted, the two cases
must be tried separately and evidence in one case cannot be treated
as evidence in other even with the consent of the parties. Similarly
Judgments in such cases should be written separately and care
should be taken to see that the evidence in one case is not imported
into the Judgment in the order.

85. In recording evidence in riot cases care should be taken to
bring out as distinctly and as for as possible the connection of each
of the accused with the crime and actual part played by him. In the
judgment the evidence against each of the accused would be dis-
cussed separately along with the evidence produced by him in
defence and should be scrutinized with care. The mention and
omission of the name of the accused person in the first information
report when such rreport is made promptly by an eyewitness and
the presence and absence of injuries on his person are worthy of
consideraticn in this respect, though they are of course by no means
conclusive.
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86. A charge of riot presuppposes an existence of unlawful
assembly with the cornmon object. No charge or rioting can be
sustianed against any persons unless it is proved that he was a
member of such unlawful assembly.

87. Section 149 of the Indian Penal Code, which makes every
member of an unlawful Assembly constructively liable for offences
committed by other members in prosecution of common obect of
¥he Assembly deserves care ful study. If the number of offenders
is ultimately found to be less than five this section will not be
applicable : but joint liability may still arise by virtue of Section 34
of the Indian Penal Code, if it is found that the act constituting the
offence committed in "furtherance" of the common intention of all"

88. When a number of offences are committed by member of
unlawful assembly in the course of riot in prosecution of their
common object, each member is guilty not only of rioting but also
of every unlawful assembly, and is liable to be punished separately
for each of the offences.

{(x) Confessions and staiements of Accused person
Instuctions for the Record of Confession by Magistrate.

1?9. The following instructions are issued for the guidance of
Magistrates in regard to the recording of confessions.

90. Confessions are accorded under the provisions of Section
164 of the Code of Criminal Procedure, 1898, the requisites of
which are as below :-

(1) The Magistrate should explain to the accused :-

(a) that he is not bound to make a confession.

(b) that if he makes a confession, it will be used as evidence
against him.

(2) The Magistrate should question the accused with a view
to ascertaining whether the accused is making the confes-
sion voluntatily and on such questioning should have rea-
son to believe that the confession is being made voluntar-
ily.

(3) He must append the prescribed certificate.

9:1 . The essence of requirement of (2) above is that before the

Maglstrate records the coufession he inust have reason to
believe that the confession to be made is voluntary. The belief
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in this behalf must be based upon his questioning the accused. In
entertaining this belief itself must be based vpon the material
indicated in the section. The mere staisfaction of the recording
Magistrate that the confession was made voluntarily is not enough
- both from his evidencc as will as from what he has recorded in
the form of questions to the accused and the answers given by the
latter it should appear explicity to the Judge who is to consider the
admissibility of the statemert, that the confession was made
voluntarly. Thus Magistrate shouid consider it expedient that the
satisfaction of his conscience as to the voluntary character of the
confession is not the only act to be achieved by him. He should
leave such material on record in proof of compliance with the
imperative requirements of the section as would satisfy the court
that signs on Judgment of the case that the confession was made
voluntarily.

92. The accused person, who is produced before a Magistrate
for making a confession can either be in police custody or jail,
custody or on bail. the first thing that a Magistrate should do is to
take over the accused in court custody and ask the police guards
and police officer or constable accompanying the accused to go
out of the court room, so far as that is compatible with the safety of
the Magistrate and his staff and the safe custody of the prisoner.
The accused should, not be allowed to make contacts with any
body, at that time as long as he is in the court cutody after five or
ten minutes, the Magistrate should enquire the name and other par-
ticulars of the accused and ask him if he has been brougnt from the
jail or from the police lockup. After recording answers to these
queries, the accused should be asked if he wants to make a state-
ment implicating himself in the offence for which he is to be charged.
If the reply of the accused to this question if in the afirmative, the
Magistrete should inform the accused that he was Magistrate of
the First Class (or a magistrate of Second Class specially empow-
ered to record a confession) and that any confession which the
latter made before him, might be used as evidence agairist him.
The accused should be clearly told that he was not bound to make
confessional statement. If the accused still insists upon making
a confession, he should be sent to the Judicial lookup. the
accused should be informed by the magistrate that he would
record the confession the follewing day and that he was
giving him further time to think over. Simultaneously, the jailor
should be instructed in writing to keep the accused separate
from other prisoner till further order from the Magistrate. The
Magistrate should keep a memorandom of all these proceedings
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;{lmlg\\nlh the questions and answers. The toliow ing day the con

tession should be recorded in the Jail. or if that is n;l pr—uc;ic;t()ll;
the acc;:uscd shguld be summoned to the court and all the P(‘\Iic:
53?;;::;:2:{.:%(;26 accufsed x'jrom_j:fil should _he asked to remain
o Magistra{c ,and hir: :%:r as‘th‘m IS compat‘lble with satety of
PN o ;}sﬂaM an‘d. safe custody of the prisoner. After
oo o e (1}}; aglstialc should staxT questioning the
e b 5 € answers Fo L‘fiCh auestion should be re-

mmediately after the question is recorded :-

(1) Were you produced before me in the court the preceding

day ? ;
£)

(2) Do you know that I am a Magistrate ? o

(3) Dis you ygsterqay inform me that you wanted to make a
statement implicating youself in the crime for which you
have been charged ? ‘

(4) Did1then inform You that | was a magistrate and that you
we:(e nbo: bound to make a contession, and confession you
make before me may be used as evidence against you ?

) (I;{avi: you been 'brought direct from the Jail to my court to-

ay 7 (to be omitted, if the confession is recorded in jail)

(6) Hz?ve.you been kept separate from other persons in the
Jail since yesterday ?

(@) Slnf:e when you have been out of the custody of the police
which brought you from the Thana ?

(8) When were you admitted to the Jail ?

(9) Why are you desirous of making a confession ?

(10) I?ld the police beat you or threaten you to make a confes-
sion.

(1n l?id the police or-anybody else, who can prosecute you,
give you any promise of prardon if you make a confession?

(12) Are you under the influence of any intoxicant now ?
(13) Are you in complete possession of all your senses ?

] coggésgg:;lt}s)teste question, if the. accused is still prepared to give
e A atement, the Magistrate should proceed to record
ame i he is satisfied that the confession is voluntary. While
zecordmg the.confession, the Magistrate should not try to elicit
facts by putting leading questions to the accused. He should
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not cross-examine him on any point. The Magistrate can. however,
put questions to him for clarifying ambiguties. When any such
questions are put by the Magistrate, these should be recorded in
the body of the confession. The confession should be recorded
word by word. It should be read out to the accused and when
admitted by him to be correct, the accused should be made to sign
or thumb-mark every page through which his statemtnt runs. The
Magistrate should also initial every page of the statement.

94. After the confession has been recorded, the Magistrate
should make a memorandum at the foot of the statement in the
form given in sub-section (3) of section 164 of the Code which is

as follows :-

“ have explained to (name and particulars of the accused) that
be is not bound to make a confession and that if he
does so any confession that he may make may be used
as evidence against him and I blieved that his
confession was voluntarily made. It has been recorded
by me and was read over to the accused (so and so)
who made it and who admits it to be correct and it
contains a full and true account of the statement made
by him.

SIGNED (A.B.)

First class Magistrate/

Second class Magis-
trate

Specially empowered to record confession.

Note :- While putting his signature at the bottom of the record of
the confession, every Magistrate should invariably
mention his Magisterial powers in that respect as "First
Class Magistrate" or Second Class Magistrate specially
empowered to record confession" as the case may be,
Magistrate of the Second Class should specially note
this.

95. Confession should, whenever practical, be recorded in the
jail. When this is not possible, then, unless there are exceptional
reasons to the contrary, confessions should be recorded in open
court and during court hours.

96. There may be a tendency among some of the
Magisirates to burden the accused with complicated questions ina

form which can be suggestive of a positive discouragemert to the
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accused from making a voluntary contession. 1he Magistrate bas
1o keep the balance even and should not use words or phirases in
his questions which may be indicative of such discouragement.
97. Proceedings involving recording of a confession are very
mportant proceedings. Any tendency on the part of a Magistrate to
treat them lightly can lead to very unfortunate consequence to the
adminitration of justice and maintenance ot laner order.

98. The Magistrate who records a confession should not hand
over the document after completion to the Police Officer in charge
of the accused. The original confession should be forwarded to the
Magistrate by whom the case is to be inquired into or tried. as
required by sub-section (2) of Section 164 C.P.C. It should be sent
in a sealed or superscribed envelope which should bear on its outside
fuil particulars or the case, e.g. name etc. of the accused, offence
and section case number in the police station etc. Proper care has
to be taken that the document is not lost during transit. Therefore
then postal agency has to be used, it should be by registered post
acknowledgment due. No other papers should be placed in the
same packet.

99. The Police should alway, be permitted to take copy before
the original is despacched as above, The copy should be made in
the presence of the Magistrate who recorded the confession.

100. The form for recording confession taken under section
164 by the High Court is prescribed vide Gerneral Rules
(Criminal)Appendix D. Form 13.

(xi) Identification by witness of Under-trial Prisoners.

101. Magistrates are sometimes required to conduct
indentification proceedings. The conduct of such proceedings is
neccessitited when any reasonable belief exists that the arrested
persons are actually connected with the commision of crime for
which they have been arrested, It is, therefore, absolutely neces-
sary that witnesses allege that they can identify persons who took
part in the identification proceedings should be above suspicion.
When an occurrence, the Investigating Officer should record their
description in detial.

102. At places where there are more than one Magistrate,
indetification proceedings should be conducted by a Magistrate
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other than the one who is to try the case. In case no Magistrate is
available at the place the Police should take the party, to the nearest
Magistrate other than the one who will try the case even if such
nearest Magistrate is in the adjoining jurisdication so that the trying
Magistrate may be able to take the case on his file.

103. The follewing points should be kept in view in con-
ducting such proceedings :-

(a) The person selected for mixing up with the suspects at the

parade should be unknown to the witnesses.

(b) They should as far as possible be of the same religion and
status as the suspects.

(c) The suspects should be carefully kept out of the view of
the witnesses.

(d) The witnesses should be called one by one and independ-
ently to point out any person whom they can recognise.

(e) Every one and specially the Police should be removed from
the identification parade.

(f) The faces in the line of the persons to be identified should
be changed before the arrival of each witness.

(g) The man deputed to call each witness should be kept away
from the view of the proceedings.

(h) Any well grounded objection raised by any suspect to any
point in the proceedings should be recorded.

(i) Precaution should be taken to cover up all distinguishing
marks in the case of persons and sinmilar action taken
regarding dummies, e.g. if accused is blind in one eye, the
dummies should also have one eye blind but since this will
not be possible, the eye of the accused and the correspond-
ing eyes of the dummies shouid be covered up with paper.

(j) There should be at least five dummies per accused when
more than one accused is put up for identification.

(k) All entries in the memo should be made by the Magistrate
in his own hand.

() The Magistrate should satisfy himself before holding
parade that the accused person produced for
identification is the same person who had been sent to Jail
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(n) fThc:: appearance of the accused should be made to con-
(()j@ tqthe onerecorded in the Jail Register on the date of
a mission 1.e. the growth of beard, the clothes he was
wearing etc.

l04.ingsf:;::;:igi;ego’r;i;nir?ote ofidem_iﬁcation proceed-
o y the High Court vide General Rules
(xii) Recording of Dying Declaration

- ;gjl.amtii(r)]rr:;tlmes Magistratf: are reql'{ired to record the dy-
Wienorar it ! a person who is inimminent danger of death.
in the carma s.rlct Magnstmte or §ome senior Magistrate present
e elves notice th{it dying declaration is necessary he
i rankprtcﬂ)f:ree:d -to take it or c'icpute some other Magistrate
. Po ehsilldar, to take it. He should also at the same
i the e e ;osizutmg Inspector to attend with the police papers
e e“ci.ted ! ou bc': recqr(%ed ca.refully Where dying declara-
iy y ques_tlons, 1t is advisable to set out the questions
anda beeenrsr.ea(f;e Magistrate should appeand to it a certificate that
T c()i\./e'r to the deponent and declared to be correct.
o ndition and the manner of making his statement
also be noted. Where necessary exact words of the deponent

may be recorded in his own language.

Magli;)tf;:: then:) I possibility of an injured person's dying before a
b can be called, the Investigating Officer may record his

ying declaration before two respectable witnesses and record his
sxgnatur.es or mark of thumb of deponent at the fact of the
declaration. The Police Officer or some other person must, how-
ever, be examined to prove the statement made. ’

e éO?(.jA dying declaration is admissible under Section 32 (i) of
o -t:lde-nce Act. The principle on which dying declarations
mitted is based on the maxim that man will not meet his maker
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with a lie in his month. A dying deciaration made by signs in responce

to questions is admissible in evidence but in that case the record

should stiow the question put and nature of the signs made in reply.
(xiii) Verification of Surety & Bail Bonds.

108.  Surtey and bail bonds are required to be verified be-
fore their acceptance by the courts. The verification of the bond is
usually done by sending it to the Tehsil. This process entails time
and it can be accelerated if pending such verification the courts
accept the bond provisionally and an affidavit filed and the status of
the surety is got certified by counsel or some other responsible
person. In simple and unimportant cases the surety bonds need not
be sent to Tehsils for verification and the Court may as far as pos-
sible accept in its discretion the bond if certified by a councel.

(xiv) Procedure regarding service of Summons and Warrants
on Government Officer in Criminal cases and their compliance

109. According to Section 72 of the Code cf Criminal Proce-
dure the Court issuing the summons shall ordinarily send it in
duplicate to the head of the office in which such person is emploved
and such head shall thereupon cause the summons to be served in
the manner provided by Section 89. and shall return it to the Court

under his singnature with the endorsement required by that Section -

and such signature will be evidence of the service.

110. Warrants of arrest are ordinary directed to Police Offic-
ers and not to the heads of the Departments according to Section
77 of the said Code which runs as follows :-

(1) A warrant of arrest shall ordinary be directed to one or
more police officers. and when issued by a presidency
Magistrate shall always be so directed ; but any other court
issuing such a warrant may it its immediate execution is
necessary and no police officer is immediately available,
dire<t it to any other person or persons; and such persons
shall ececute the same.

(2) When a warrant is directed to more officers or persons
than one, it may be executed by all, or by any one or more

of them.
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' I H:A summon accepted by an officer directly has to be com-
p?led with and cannot be ignored by the ofticer merely be cause it
did nct coime threugh “proper channel".

(xv)  Proredure for registration, realisation and deposit

of fines.

_ 12.The General Rules (Criminal) 1952, contain detailed
Insturctions in regard to the procedure for the registration, realisa-
tion and deposit of fines.

1 l.3. The responsibility for expeditious recoveries of the fines,
!)enaltles and other amounts recoverable as fines is of the presid-
ing Officer of the court ordering imposition of fines etc. Under
Rules.SS of the General Rules (Criminal), in all cases when an
Qrder imposing fine etc. is passed, the Presiding Officer is required
lmmed}atcly to enter the amount of fine in his own handwriting in
the register, Rules 56 and 60 (ibid) lay down that when the amount
of any fine etc. is paid into the court, the Presiding Officer shall
ensure that the moneys deposited, (on a challan signed by himself),
in the Treasury,on the day of receipt or if the Treasury was closed,
on the next following working day at the latest. Article 32 of the
General Financial Rules further lays down that it is the duty of
every court to see that the money so realised reaches the Treas-
ury.

. 114. Under Rules 61 of the General rules, every court is re-
quired to keep two court receipt books. These books are to be
used one in each alternate month; and at the end of each month,
the book in use during that month is to be transmitted to the Treas-
ury Of_ﬁcer/Sub-Trcasury Officer concerned for examination and
attestaion.

.115. Rule 63 lays down that, at the close of each month the
presieding Officer shall note or cause to be noted, on the flyleaf of
the court receipt book in use in that month, the sum for which
receipts have been issued during the month. The book shall then
l?e sent to the Treasury Offcer/sub-Treasury officer for attesta-
tion. The Discrepancy, if any, found is to be reconsiled by the court.

116. Article 35 of the General Financial Accounts Rules lays
down that the duty of realisation of fine and of taking the receipts
of refunds, rests with the court. On the last working day of each
Calendar month, the court is required to send a statement
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in the prescribed form showing the demand, collection and balance
of fine levied and written off by it, as well as of the refund the from
in that month. The District Magistrate is required to consolidate
these returns into a monthly fines statement for all the courts in his
district and forward it to the Treasury Officer. Instructions for prepa-
ration of these returns and statements are given in the Financial
accounts Rules.

117. Under Rule 67 of the General Rules, the Presiding
Officer of each court is required to endorse a certificate on the
register of fines to the effect that he has examined all outstanding
items that seemed capable of realisation and has taken proper steps
in each case.

118. The subordinate Magistrate will enorse the following cer-
tificates on the monthly statements submitted by them under Article
33 of the General Financial Rules.

"Certified that the baiance at the close of the month of
......................... (preceding month) was Rs .................. and
that the amount of Rs. ...........ccooiiniiiiie. , was imposed as fine
etc. during the month bringing the total ofr Rs ................ out of
this aount, sumof Rs ................... was recovered during the month
and asumof Rs ........... was/written off/refunded. The balance at
the close of the month is Rs ......................

"Certified further that the amount recovered during the month
was sent to the Treasury/Sub-Treasury and has been duly accounted
for.

"Certified further that the fine receipt book for the preceding
month has been sent to the Treasury/Sub-Treasury and that no
discrepancies were found/ the following discrepancies were found,
which have been reconciled."

(xiv)  Classification of summaries issued by Magistrate
on Police final reports and after trial of cases in Courts of
Law

119. The following classes of summaries will be issued by the
Magistrate concerned when final reoprts are received by them from
Police Station under Sec. 173 of the Code of Criminal Procedure,

1898.

(a) "A" Summary. This should be issued when the case is

true but the accused cannot be found out by the
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Police or »\hcn. the accused is found, the evidence is not
SO strong as to justify the sending up of a charge sheet to
the court.

(b) "B" Summary. This should be issued when the complaint
appears to be maliciously faise. After the issue of this sum-
mary,.l‘t will be for the Magistrate to consider whether
there is enough evidence to proceed under Section 211
IPC and if there is, to file a complaint accodingly.

(c) "C" Summary. Thi§ should be issued when the complaint
appears to be of a civil nature or when no criminal offence
has occurred at all.

(d) "Nqn-c.ognizgt_)le." Summary. This should be issued when
Police investigation clearly shows that the complaiat is of
anon-cognizable nature.

(e) j'Refu.sed." S'ummary. This should be issued when
investigation is refused by the Police u/s 157 (B) Cr. P.C.

Tpe ff)llowing summaries should be issued after a case is
tried in a court of law.

120.

(a) "Conviction" Summary. This should be issued when all the
accused or some of them are convicted and punished by
the Court of law. ;

(b) "A" Summaw. When the offence is ture but the accused
are acquitted beacuse of insufficiency of evidence.

(c) "B" Summary. When the complaint is found to be mali-

ciously false after and the accused are acquitted.

(d) "C Summaxy..When the offence is found to be of a civil
nature or no criminal offence at all.

(e) "Compc‘nfnded" Summary. When the offence ends in
composition in the court of law.

(f) "Withdrawn" Summary. When the case is withdrawn u/s
494 Cr. PC.

1'2 It Ir} cases tried by the Court of sessoins, the committing
Magistrate will issue the required summary after the disposal of
that case by that court or by the High Court. When the result of a
case is changéd on appeal or revision, the Magistrate who sent the
original summary will send a summary of the amendement.
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122. The proposed system is not at all difficult to work pro-
vided a proper study is made of each case that comes before the

Magistrate or Court. :

123. All summaries issued in accordance with the above
instructins will be sent by the magistrate concerned to the Police
Station from which the final report or the charge sheet had come.

(xvii) Withdrawal of cases

124.  Section 494 of the Code of Criminal Procedure em-
powers Public Prosecutor with the consent of the court, to with-
draw from the prosecution a case against any person. this decision
to withdraw should be taken with any person. This decision to
withdraw should be taken with the approval of the Government.
The Superintendent of Police should put up a report to the District
Magistrate, if he agrees that it is a fit case for approaching
government, should prepare a narrative giving the stage of the
case. chances of conviction//acqutiual,copy of committing magis-
trate's order (If the case is pending in the Sessions court) He
should record his opinion and forward it to the Secretary to Gov-
ernment, Home Department.

(xviii) Adjournments in Sessions cases

125.  The trial of sessions cases must be completed on one
continuous session. The police officers must be made to feel their
reponsibility for ensuring that all witnesses required in a sessions
case are present when such a case starts. The Supdts, of Police
are ultimately responsible for ensuring this. They must impress upon
the Station House Officers that under no circumstances should
witnesses in a sessions case remain unserved with summons. The
Distrcit Magistrate should discuss with the Supdt. of Police and
desirability of instructing the Station House Officer to be present
at the court premises during continuance of the sessions trial.

126. At the end of every quater, the District Magistrate
should prepare a statement showing the adjournmetns in sessions
cases during the preceding quarter due to non-service of summons
on witnesses. Each such adjournment should be counted as minus
mark against the Superintendent of Police. This information could
be obtained from the Government Pleader attached to the court of
Session Judges. These statements must reach the Govt. by the
20th of the month following the end of the quarter.

(xix)  Daily return of the decided criminal Cases.

127. In view of the fact that the District Magistrate is
the head of the crimiiial Admintistiation within his jurisdiction
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mspecter @ Lristrict headquarters, ang Prosecet sy Sub-fnspoe-
‘ors attached to Sub-1ivisicnal Courts headararter shoutd prepare
1 daily return of decided cases and submit it to the District Magis-
irate concerned through the Superintendent ¢i Police. An advance
SOy should examiae the return and bring to the notice of the Dis-
trict Magistrate any particular case which in his opinion requires to
be taken up in revision or appeal. On being satisfied that action is
necessary the District Magistrate should proceed as laid down is
i.aw Department, Circular No. F. 11(27) LR/50, dated 4th
Demember, 1950.

128 The Superintendent of Police and the District-magistrate
should act in the closest co-operation in such matters bv meeting
:rcquently and discussing such matters. In most cases of obvious
mascarrriage ol justice. the Supdt. of Poiice will move the District
Magistrate for filling revision for enhancement of sentence or for
the State Government to file an appeal against an acquittal as the
case may be but the Ditstirct Magistrate should take action on his
own motion also whenever he considers it nesessary to be so.

129. A p‘rot"orma according to which thiz returns of the decided
cases are to pe pregared is given below :-

Daily return of Criminal cases decided by the Court of ...............

Day of .. ... 196

RESULT OF
THEICASE

S. No.ofcase Nameof  Officecharged Nameof Nameof
No.anc! date the accused with the law the accu- the accu-
o_f institu-  person applicable sed disch- sed acqui-
tion arged tted
1 2 3 4 5 6
Name of the Date of final ~ Whether appeal or REMARKS
accused order and its revision recommended
convicted particulars (grounds of appeals or
revision to be attached)
7 8 9
Dated Public Prosecutor,

Prosecuting Inspector,
Prosecuting Sub-Inspector.
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(xx) criminal case work statements.

7130. The D Ms. should obtain monthly returns of pending
cases form all the magisterial courts.

131. it is the primary duty of the District Magistrate to scru-
tinise these statements carefully and to transfer the case to the
files of the various First Class magistrates in accordance with the
provisions of the Cr. Z.C.in order to effect even volunm of work
and thus expendite the disposal of the case. In addition to this, the
District Magistrates should also examine whether purely from the
volume of thework the continuance of the court of a First Class
Magistrate is justified and make proposals to the Government for
abolition of he court if the case work does not justify its retention It
is likely that in all cases the volume of work may not be the sole
factor in determining the the location of a court, but in veiw of the.
parmount need to. effect economy and retrenchment wherever
noazibie. tne District Magistrates should make their proposals in
this regard if they are satisfied that the contiunance of a Magistrate
Courts is not warranted. They may at the same time bring to the
notice of the Govt. other considerations which should weigh in taking
a final decision.

(xxi)  Reports of Special Incidents.

i32.  As Executive officer, District Magistrates, S.D.Os and
Tehsildars are expected to keep themselves informed of all impor-
tan: incidents in their jurisdiction which may be important as affecting
the public peace, communal relations and political or agrarian
rroubles, Any special incidents coming to their notice should be
intimanted by the earliest means of communication to the next higher
authority by means of a D.O. letter.

133.  If any aerial mishap of forced landing occurs within
the jurisdiction of any officer. he should give all necessary aid and
immediately infrom the Chief Secretary to Government by telegram
of the incident. .

(xxii) Periodical checking of motor vehicles.

134.  With a view to exercise proper control over collection
of revenue by way of taxes and fees under the Motor Vehicles
Taxation Act and Rules in force in Rajasthan and to enforce com-
pliance of other laws, the District Magistrate who is the District
Transport Authority in his district, should organise quarterly check
of the motor vehicles in consultation with his Supdt. of Police, who
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:;:I\C/:;::clrei ::;(:jzmzrcemcr.".aumomy in the district. Taxes on mo-
Act are payable irrlfc provisions of the Motor Vehicles Taxations
January/April/Jul 1/00ur quarterly instalments before the 15th of
Siech i uai’t ctgbe.r. The chcck‘s should be held after these
taxes and regis?rat' er. Besides the various particulars relating to
Check othor o 'Ofll C@lﬁcates ete., the Police authorities should
condition ob e atmg.[o condition of vehicles, their hygienic

o servance of time table, table of fares etc, which are
necessary for the convenience of general public. ’
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FROM NO. 1
(Under para 12 of Chapter VII)
Form for Inspection of Magisterial Courts.

A. Name of Court.
B. Date of Inspection.
1. Officers during this period.
2. Staff against sanctioned strength.
3. (a) Balance at the begining of quarter.

(b) Institutions. '

(c) Disposal In default Otherwise
and by Summons Warrants
transfer including

committal

(d) Balance-Less than 3 months old.
Over 3 months and less than 6 months.
Between 6 months and one year.
Over one year. ‘
4. Reasons of delay of all csses pending over a year. Are the
reasons justified ?

S. If there are less than 10 cases over a year, the reason for
delay of at least 10 oldest cases. :

6. (a) Under-trials over three months. ;
(b) Ifdelay in disposal of their cases justified.
7. Are there entries in case diary in the hand of the Magis-

8. Have various periodical returns been submitted in time .
9. Has the court requisite quantity of prescribed forms ?
10. Has is started all registers as laid down in criminal rule ?

11. Is issue of summons prompt ? (May be checked with entry
in Dak book compared with date of order in order sheet.)

12. Is proper Talbana being recovered ?
13. Has cashier furnished requisite security ?
14. Where is cash being kept ?

(a) Is it safe ?

(b) Is it correct as per book balance ?

(c) Do the cash registers bear initials of the Magistrate
against various entries ?
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15, () s i alie S e e
(a) Is the diet money register properly maintained ?

(b) Is disbursement by the Magistrate ?

';6. (a) Is diet money of witnesses, summoned by private
parties, entered in a separate register ?

(b) Isaction being taken by Magistrate to dispose of money

in respect of decided cases ?

. 1'7. Is fine register being properly maintained as laid down in
criminal rules ?

18. Does every entry bear initials of Magistrate ?

19. (a) Is fine money deposited in treasury on the date of

20.

22:
23

24.
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re;eipt orat the most, on next day ?
(b) Are challan Nos. quoted against deposit entry
Is there any balance in the fine register ?

(a) Arc separete receipt books being kept for receipt of
fines ?

(b) Is the book in use sent to T.O. for verification at the
end of the month ?

. (a) Are the files properly arranged in Nathies ?

(b) Are the papers entered on the index ?

(c) Are the index of exhibits with every file duly com-
pleted.

(d) Are all court fee stamps punched ?

Are the decided files being regularly consigned to records?
(a) Are the registers for copies properly maintained ?
(b) Are copies prepared without undue delay ?

gc) Are copying fees being recovered only through Copy-
ing stamp and not through court fee stamp or in cash ?

Afre the Malkhana articles properly arranged and not rot-
ting due to white ants or rats ?

Are any Malkhana items still pending which have been
ordered to be auctioned or returned after decision of a
case;

No. F. 21(1) O&M/Gr.-1/76.

Government of Rajasthan
(O & M-Gr.-1) DEPARTMENT
Jaipur, dated the 23 April, 1976.
Sub :- Amendments in District manual Part-1
I am directed to say that the follwing amendments are made in
the District Manual Part [ :-
CHAPTER VI
para 9 Exiting para 9 may be substituted as under :-
Sanction for recovery of such demand will be accorded
by the Collector provided the amount is not less than
the average amount of the last three years. In case
the demand is less than the average of the last three
year, the same will also be sanctioned by the Collector
provided the reduction in the demand is only up to
twenty five percent. In all other cases where the
reduction in the demand is more than twenty five

precent of the average of last three years, the sanction
will be accorded by the Board of Revenue.

Sd/-
(H.P. AGARWAL),
Deputy Secretary to Government.
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No. F. 21 (1) O&M/Gr. 1/76.
O & M (Gr.-1) DEPARTMENT
Jaipur, April 23 1976.
Sub-Amendments in District Manual Part I.

i am directed to s
. . 0 say that the fi i - X
in the District Manua! i);art l‘: ez dendmentfaionice

Para 10 Existing p ;
g para 10 will b ; r
new sub-paras will be added asirrs::dr ?_S 10 (a) and the following

10 i i
by - (b) Sanction for recovery of such demand will be accorded
(1) Board of Revenue upto Rs. 25000/- per annuam per case.

(i1) Collectors "190,000/- "

(iii) sub Divisional "5,000/- !
Officers.

(iv) Tehsildars. "2000/-

Provnaccli the amount is not less than the average amount of
t§8t 3 years. In case the amount of the bid is less than
e average of last 3 years, the Board of Revenue may
sarrxl_ctlon the revenue yielding contract in the cases for
wh_lch the collectors are competent, Similarly for cases
which are to be sanctioned by the Sub-Divisional officer
and Tehsildar, a reduction in the demand as against the
average of the last 3 years shall be sanction by the
j:ﬁlllector and the Sub-Divisional Officers respectively.
other cases beyond these powers shall be refered
to th; Goverpment in the Revenue Department for
sanction. While recommending the case, the officer
mcha_rge will have to furnish detailed reasons as to why
;}:]3 t:/gs t;;avehbeen less than these of at last 3 years
ether there i ibili i 1
bids if it is reactionesdz.my S AL

10 (¢) -

(a) Inthe Tehsi;ls, the_ﬁles relating to miscellaneous demand
gs mentioned in para 10 (a) shall be maintained by the
ffice Kanugo, as provided in Rule 226 of the
Rajasthan Land Revenue (Land Record) Rules, 1957
on the basis of reports received from the patw;n'is in
the pegmmqg of October every year. For the purpose
a village-wise register shall also be maintaind by the
Officer Kanungo to ensure proper control over the in-

come derived from sale/ auction of natural produce.
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-s16q ni fwob bisl 25 gnimod SRV~ OESRBITY o Siprayea-
21namnsqo(l 1o 91wbsoord 9o P AR (A3 (AL M/ Cir. TGl

soin2id 11 xslqﬁDVEmwnmm.ksiﬂma 2soitio brs
‘avods 26 batusitzdnzeIbasy] wceMBR(1-ns9) lsunsM
Abé jaipur, September 15, 1976.

JAWAAIDIOA Y.H CIRCULAR

\noehubo®fseattendeno—Q Late coming.
In supersession of this Department Circular of even No.
dated 25-2-76 para 20 of the Sccretariat Mauual laying down the
procedure to dea! with late coming to office, with and without
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permission, is modified as below :-

para - 20 (a) every Government servant is expected o apply for
leave if he is not in a position to attend office at the
prescribed hour. No post facts permission for coming
late should normaly be granted. An employee who is
unable to attend owing to unforeseen circumstances
shoxfld try his utmost to convey this fact to his superi-
Ors, 1n writting or oralty,
(b) those who attend office after prescribed hours will be
marked late and full day's leave shall be debited to
C.L. account.

(9) In respct of gazetted staff who are found late eviic on
fu’st occasion, they should be served a recorded wamn-
ing. Such waming shall be placed with the ACR file.

(d) on second default during the same calender or finan-
f;ial year, depending upon on what basis C.L. account
is kept in case of gazetted as well as non-gazetted, a
person shuld be treated as on leave without pay but
this will not be reckoned as break in service for pur-
poses of pension, increment ' seniority etc.,

(e) third and subsequent lapses during the same year in
case of gazetted as well as non-gazetted employees
will be deemed to be persistent late coming and action
may be taken as per provisions of GAD Circular No.
F. 2(2) GA/A 65, dated 2-7-65 reiterated vide O&M
Department Order No. F 3 (33) O&M/Gr. 1I/74, dated
25-2-76.

The existing provisions for late coming as laid down in para-
graph 5 of the Hand Book of Office Procedure of Departments
and offices suboriante thereto and para 6-9 of Chapter IIl District
Manual (Part-I) will also stand modified and substituted as above.

Sd/-
H.P. AGGARWAL
Dy. Secretary to the Government.
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Copy of order No. 2 (2) G.A /A/65, dated 2nd July 1965 of GAD
A)
Sub -Punctuality in Government offices.

Over the last few years the Government from time tc time
issued instructions regarding observations of punctuality in the
Govermment offices and have on various occasions awarded pun-
ishments also to the late comers. The Government have however,
observed with concern that the position in this respect has not
improved substantially. It is primarily the responsibility of the
immedeiate superior officers to ensure punctuality in their respec-
tive offices and it is obvious that they have failed to discharge their
responsibility stisfactorily. It is necessary that greater strictness at
all levels is observed in this respect and that suitable punishments
are awarded to the persistent late comers. The Government have
therefor decided that wherever there is persistent default inthis
respect, the following action shall invariably be taken :-

When a defautt of this nature is pointed out for the first time, a
verbal waming should be given. when the default is pointed out a
second time 2 recorded warning should be awarded to the delin-
quent. [fthe Govt_Servant concemed still persists in his unpunctuality

" and it is necessary to taken necessary action against him and a

third time his one grage increment without cumulative effect should
be stopped. If inspite of all this he persistently default then three
grade increments without cumulative effect should be stopped,
stoppage of grade increments should however, take place after
ovserving the necessary formalities under the Rajasthan Govt. serv-
ants (Classification, control and Appeal) Ruies.

There should be a periodical check up and surprise visits by the
superior officers to ascertain that punctuality was being observed
by all Government employees.

A lunch break has been provided during the office hours, It is
necessary that punctuality is observed while arriving in the office in
the moming and immediately after the lunch break as well.

In order to tighten up the procedures in this respect further it is
enjoined that the attendance registeres in respect of the ministerial
staff (and also other subodianate staff where feasible) should be
put up before the Assistant Secv. nominated by each Secretary 15
minutes after the office is sheduled to start functioning each day in
case of Secretariat and before a gazetted
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GOVERNMENT OF RAJASTHAN

DEPARTMENT OF PERSONNEL AND
ADMINSISTRATIVE REFORMS

(ADMINISTRATIVE REFORMS, GROUP-I)
ORDER
Jaipur February 7 1981.

No. F. 2% (2) DOP/AR/I/79 -The Governor has been pleased
to order that para 276’ of the District Manual Part I may be substi-
tuted as follows :-

"276" The Following number of days and cases have been
fixed for the Collectors, and the Asistant Collectors :-

Name of the Offices No. of No. of Misc
days in Cases/ Appli-
a months. Appeals/ cations.
Revision.
1. Collector where 6 20 40
no Additional
Collector is
provided. 1
2. Collector where 3 10 20
Additional
Collector is
provided.
3. Additional 20 80
collector. _
4. Assistant : 20 20 Suits or 60 application
Collector and 30 Criminal cases per
month.

According to the above modification in Appendix XIII of
District Manual Part I under heading C-Case Work Revenue
against item number 1, 2, 3 & 5 the following may be

365



substituted :-
Name of the Offices

1. Collector where
no Additional
Collector is
provided.

2. Collector where
Additional
Collectoris
provided.

3. Additional
collector.

4. Assistant

Collector

No. of
days in

a months.

20

20

No. of Suits. Misc.
Cases/ Appl:-
Appeals/ cations.
Revision.

20 40

10 20

80

20 Suits or 60 application
and 30 Criminal cases per

month.

By Order,
Sd/-

(SUDHIR VERMA)

Special Secretary to the Government.
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DEPARTMENT OF PERSONNEL AND
ADMINSTRATIVE REFORMS
(ADMINSTRATIVE REFORMS,Group-I)
AMENDMENT
Jaipur, June 2, 1981.

No. F. 16(6) AR/Gr.-I/81- The exising provisions for late com-
ing as laid down in Para 5 of the Hand Book of Office Procedurc

for Departments and Offices Subordinate thereto.
and
Paras 6-9 of Chapter Il of the District Manual (part-I) stating

as under :
(b) "those who attend office after prescribed hours shall be
marked late and full days leave shall be debited to C.L.. account”

are hereby amended as below :-

(b) "those who attend office after prescribed hours will be
marked late and half day's C.L. shall be debited to their C.L. ac-

count".
By Grder

Sd/-
(SUDHIR VERMA)

Special Secretary to Government.
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DEPARTMENT OF PERSONNEL AND
ADMINSTRATIVE REFORMS

(ADMINSTRATIVE REFORMS, Group-I)
NOTIFICATION
Jaipur, january 24, 1984.

No. F. 13 (26) AR/Gr.-1/61, Pt. 1I - The governor has been
pleased to make the following amendments in Part'A’ "Inspections
of Appendix-XIII, under para 232 of Chapter 5 of District Manual
part, I namely :-

’ AMENDMENTS.
1. At S.No. 1. -Collector and District Magistrate -

(a) For the exisitng entry in column No. 3 against item No. 3
"Tehsils of column Z, the following shall be substituted, namely :-

" 1/3 of the total number of Tehsils in the Districts or 4 Tehsils
whichever is more will be inspected by the Collector in a
year and rest by Additional Collector in rotation in such a
manner that every Tehsil is inspected either by the Collec-
tor or Additional Collector every year"

(b) For the existing entry in colunm No. 3 against Items No.
5-'Jails' and 6- 'sub-jails' of column 2, the following shall be
substituted, namely :- "Once in a year."

(c) For the existing evtry in colunm No. 3, against items No.
9- 'Panchayat Samitis' of column No. 2, the following shal
Ibe substituted namely :- (

"1/4 the total number cf Panchayat Samitis or 3 panychayat
Samitis whichever is more, shall be inspected by the
Collecor in a year and rest of the Panchayat Samitis shall
be inspected by Additional Collector (Development) in a
year in rotation, in such a manner that every Panchayat
Samitis is inspected either by the Collector, Additional
Collector every year"
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Additional Colleictor and Additional District Magistrate :-

(a) In the end of the existing entry in column No. 3 against
item No. | office of the Collectcr of column No. 2, the
following shall be added, namely :-

"About 6 months after the inspection by the Collector :

(b) In the end of the existing entry in column No. 3, against
item No. 2'Jails/sub-jails' of column 2, the following shall

be added, namely :-
" About 6 months after the inspection by the Collector"
By Order
Sd/ SUDHIR VERMA

Deputy Secretary to the Government.




DEPARTMENT OF PERSONNEL AND
ADMINISTRATIVE REFORM
(ADMINISTRATIVE REFORMS, GROUP -I)
AMENDMENT
Jaipur February 1, 1984.

No. F. 22 (2) AR/Gr.-1/83 -In pursuance of this department
Circular of even number da}cd 16-7-83 para 6,7,8 adn 9 of Chapter

- Il of District Manual may be substituted as below

Para-6 If and official is found to come late for more than twice a
week one day's casual leave should he srdered to be
deducted from his casual leave account A cony of the
order so issued wiil be placed ou tive pers 1. G o1 che
vificiar ana snould mvariably ne referre L vooe v
his annual performance appraisal report

Para-7 Only casuai leave has to be deducted in the manner afore-

salG ind if before the expiry of a year, casuai ieave of an

Mfizia star: s exhzusted, Fe 0 & e arg. e
WAL T T AN GOCSSIon 10, L sanie arerr s sail
UL over, net CeNnst.tuis A Do sl o NI LU
peiicioli. idment 1.

Parn-8 Lgaran oFieial whoisa habitual lats comer dbiscichian
action shouid be initiated under ruie 17 of the C.C 4. Ruies

Para-9 An ofiicer who is authorised to keep the attendance regis-
ter i51 his custody should check it at 10-00 A.M. sharp and
initial it nothing the time also.

Para 9A The next Supervisory Officer should call for the attend-
ance register once a week and check the punctuality of
the staff and propose initiate disciplinary action, if any,
warranted.

Para9B Collector concerned will send monthly report regarding
attendance to the Special secretary, Adminstrative
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Rt s by the 7th cach months in the iobowing, £rotonng

leport of ihe deptt tor the cwonth EORS

S No. No. of the Action taker

official who No. ofthe  No of the No. of the

No. of the

come late.  officials in  officials in  ofticial in cases in
whose case whose case wiose case whose case
casual leave leave with action was  final orders
has been pay was  taken under have been
deducted.  sanctioned. rule 17 of issued under

CCA Rules. Items.No.5

i 2 3 4 3 74 =
No. of the officials in whose cases Remarks
Disciplinary action is pending
7 R
By Order,

Sd/-
C.L. KHANNA,

Deputy Secretary to the Government.
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FOREWORD

This second volume of the District Manual contains detaiied
instructions about classification, weeding and maintenance of records
and allied matters. The condition of records in the different districts is
at present very unsatisfactory. I hope that officers will follow these
detailed instructions and put their record rooms on a satisfactory basis.

RAJASTHAN SECRETARIAT, B. G. RAO,
JATIPUR Chief Secretary to the
December 11, 1954 Goverment of Rajasthan.
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DISTRICT MANUAL (RECORDS)
CHAPTER L.
Definition. - The Manual shall be called Rajasthan District Manual
(Records) and shall come into force with immediate effect.

“.

relating to the matters, which ate procvide for in these rules, are hereby
repealed. The rules to govern the procedure on these matters have been
laid down in General Rules (Criminal) 1952 for the guidance of the sub-
ordinatnate criminal Courts and shall be followed.

2 Repealing old Rules or Hidayats - All previous rules or Hidyats

3.  Class of files adimtted - The District Record Room shall con-
tain the following records :-
(1) Criminal Case work files.
(2) Revenue case work records.
(3) Revenue Records.
(4) Revenue Acounts.
(5) Establishment and Office Accounts.
(6) Reccrds of miscellanerus proceedings.
(7) General tiles and records.

The records of Civil Courts do not, however, as rule come into the
District Record Room.

4. Establishemnt-The duty of the etablishment is to receive, check
issue, restore, weed and destroy weeded records. All the records will be
arranged on the steel recs vertocall u i.e. side by side on edge and not
horizontally i.e. piled up on top of one another.

5. Supervision of the records - Subject to Goverment orders fixing
the scale of estblishment, the charge of the establishment and General
Supervision of tyhe records will rest with the Collector of the District. It is
essential that that the Superintendent or official incharge of the records
and his assistants be kept strictly to their proper duties. The Superintend-
ent or the Officeal incharge should himself be required actively to direct
and supervise all the current business of receiving and issuing records, and
he should himself take a considerable share in this work. Heshould not be
allowed to spend an undue proportionof his time on writrig reprots: and
officers should not call upon him for reports about particulars of the previous
cases, but should require the parties to a case to file necessary copies. If
any officer wishes that any file should be examined or any particulars of its
contents be furnished he should depute some member of his ministerial
establishment for the purpose and the official, so deputed, shouid be al-
lowed to examine the files in the record room under the supervision of the
Superintendent or official incharge. In the District record room transfer
should not be too frequent. Experienced hands should be
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posted as far as possible. The Collector should insist that no undue requistion
for files is made on the records Office. Any court or officer continually
infringing this rule should be brought to the notice of the Coilector.

6. Control and inspection of record room - Thecontrol of the
District record room and the ultimate responsibility for its good working
rest with the Collector. The duty of exercising ccnstant supervision over
the record room should, where practicable be made over ineach district to
Assistant Collector, who will then be specially responsible for the proper
performace of the work. The officer incharge of the records should make
a complete inseption of all the records registers and examine the work of
the establishment both permanent and temporary every quarterly.For the
guidance of the inspecting officer a questionnaire has been drawn up and
added as Appendix 'A' .The inspecting officer is at liberty to direct his
attention to such question only as he may desire or to go beyond the ques-
tionnaire of he wishes. He should send his inspection report to the collector
for information. On return from the Collector the inspection note should be
kept in a file by the Superintendent or officiai incharge records.

(a) The doors of the record-room and its ante-room shall be sup-
plied with proper locks.

The officer Incharge Recors shall be responsible for the opening and
losing of the record room, the keys of which shall after office hours, be
placed by bim in the box provided for the purpose. The key of the box shall
remain with the officer commanding the treasury police guards.

(b) Theentry to the record-room shall be by one door only. The only
persons who shall be allowed to enter the record-room are those who have
duties to perform inthe record-room viz, the revenue authorities, the record-
room officials and any other official under direction or order of a revenue
offficer.

(c) Theentry to the ante-room shall also have one door only, and no
one shall be allowed to enter this room unless he has some official business
or unlell he is inspecting a record under Chapter iii. No one shall be allowed
to inspect records under that chapter except in the ante-room.

Note -If there is any record room to which no ante-room is attached, the
Collector will, no doubt be able to arrange that a protion of an adjoining
room be railed off for the purpose, It is quite necessary at all events that
the copying should be sone in a separate room or in a portion of the room
railed off for the purpose, Commissioners are requested to see that some
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suitable arrangment is made.

(d) The Officer in charge shali visit the record-room at rrregular in-
tervals, and on each vccasion shall examine some part of the record-room
work, nothing the same and the result briefly in the prescribed inspection
diary which ha shall submit for the infomation of the collector at such
intervals as the Collector may prescribe.

(¢) The Ofticer-in-charge shall open out and examine the contents ot
some of the Bastas. In doing this he shal! compare sveral of the files inthe
Basta with the Basta list and also with the general register. A Certain
number of Bastas should be examined from each other or the parganas
within 12 months, so that the examination of Bastas shall extend over
portions of the whole of record-room during the yesr. In examiningthe
recerds in Bastas the Ofticer-in -charge should devote particular attention
to the cases relating to Miscellaneous Revenue demands in order to see
that Government dues have been collected and credited into the Treasury.

() Should it be found that the records of any record-room are likely
to be injured by the dampness of the room or owing to want of proper
protection against the needless exposure to weather, the Collector should
make proposals for removing this defact.

(g) For the preservation of bound books and other records which are
only required on rare occasions, the Collector should instruct the Officer-
in-charge of the record-room to make periodical inspection of such book
and records and to take out at once for repairs any which shows signs of
damage. All records of the kind, even though they show no signs of dam-
age, should be periodically exposed to the air. The Collector should make
the charge and custody of such books and records, both English and Ver-
nacular, the particular duty of one of the subordinate hands in the record
room.

7. Monthly report of work done -The Superintendent or the Of-
ficial incharge of the records should submit a statement in the following
proforma to the offecer incharge of the records in the first week of the
following month under report. The maintenance of Diaries of the work
performed by each clerk in the record room may be ordered, if necessary,
by the Colicctors. -

Statement showing the work done in the records during the month 195
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Total Motabe: o Number of files Total of Number of recorded
tileshre il received during Columns files issued during
during the year the month 1 and 2 the month on requi
up to the end or sition.
the last month.
! 2 3 4
Number of files Nuinber of tiles  Total of col- Remarks
wecded during the  weeded during  umns 5 & 6
year upto the month
end of the previous
month
: 3 7 8
8. drrongement of files before they are sent to records . - In the

arrange ment of the records there ate two operation, viz (i) the compilation
of the files ar:d (ii) the placing of files in their preper places in the record
room. The compilation of files is done by the clerk dealing with the cases
bfore it comes into the record rcom. A stateme: _ “:e common omission
and errors as per proforma appended as Appen-iiz ‘B must be used. In the
recors files are received both :"om English an.: ! ii.c: sectiens.

9. Compiiation of files - Feilowiog procedure i aiate to ihwe complution
of ftiles :- :

English Files

correspondence portion and note portion of the file should be kept
separately. The Note portion should be kept after the correspondence por-
tion. The correspondence portion of each file should be numbered no pag-
ing number is to be given on blank sheets. Similarly the note protion should
bear consecutive paragraphs and page numbers. the number of pages of
the note portion and correrspondencce should be indicated on the title page
at the space provided for them .

11. Relevant files should be carefully counter marked i.e. perevious
and later file numbers, if any, should be given on the title page for burther
references.

iz While closing the file, care should be taken to see that all the
communications dealt with on the files are available on the fils. If any
communication has been returned in originai or sent to some other secticn
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a note to that effect may be made in the proper place.

13. All the diary numbers of therecorded files should be properly
marked in the columns of backward and forward chain. Against the last
diary number the word ‘Recorded’ should be entered in the columi of move-
ment with date of recording. file number may be given against the last
diary number.

14. The Superintendent or Officer in charge should see that no sec-
tion ordcred or suggested has been over-lookde ; that the papers inthe re-
corded file are complete and they include no irrelevant paper or papers
belonging to other files. Following paters should be removed before con-
signing the fiies to the record :-

(a) Reminders if they have not been dealt with inthe nothing and
do not contain explanation of delay.

(b) Rough copies of fair draft.

(c) Proof of dinally printed papers.

(d) Unnecessary brown covers.

(e) Office slipe, tage and pins.

15. Before the files are actually ent for consignment torecords an en-
dorsement to the effect "No action remains case may be recorded" may be
given at the end the notes under the sigrature of the office superintendent.

Hindi Files.

16. Papers which form part of the same case or proceedings (Misal)
should first be brought together. The leaves which compose it should be
numbered according to the date on the other cornerof each leaf, and should
be tied with thread and have an index on a separate sheet aattached to
them. English notes and judgments or decisions should be placed sepa-
rately in envelopes of strong papers and the envelopes attached to the file
in their proper places.

17. The index should show prominently the name and number of the
viliage, the nature of the case and the date of the final order. It should also
give the designation and date of the paper composing the file, each entry
being marked with a number corresponding with that borne on the outer
corner of the leaves of the paper. The list should be totalled closed and
shigned, wheare closed, do as to prevent future additions, any addition
neccessary to be made by the record department being made in Red Ink.
The Preparation of the Index and the arrangement of the file should be
very carefully attended to by the clerk conecermed, as mistakes inthem
throw condiderable work on the record room establishment.
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I8. The file of every case belonging to the vernacular office, even if
the case consists only of single application must have an index, on which
shall be cntered a list of all papers belonging to the file. this wili not be
;gcessar_v in the case and files excluded from the record Room ride Rule

19.(a) The listinust be drawn up as belonging to A, or B files where
there are two parts, in the proper column of the Index.

(b) In Revenue cases there shall be two files viz. A & B and
shall, as far as is permitted by ihe nature of the case contain-

(1) Index of papers.

(2) The order shect or chronological abstract of orders.

(3) The plaint, petition, application, appeal, or other paper origi-
nating the case with any annexures thereto.

(4) The written statements and pleadings of the parties.

(5) Applications of third parties with orders therecn.

(6) Record of points at issue with ammended or additional issues,

if any.
' (7) Alldocuments received, as evidence, with list thereof, includ-
Ing maps, pedigree-tables and any documents prepared under standing
orders or by o rder of any officer dealing with the case. Copies of Judg-
ments, decrees or orders of lower Courts and Offices.

(8) Record of oral evidence.

(%) Reports from office, record, department, subordinate officers
or other persons with the proceccdings, depositions and documents
submitted therewith. "

(10) Application to refer to arbitration, the award or other final
return of the arbitrators with the proceedings, depositions and documents
submitted therwith, and any application to set aside the award with order
theron. Application for issue of commissions, proceedings held thereun-
der, and reports of Commissioners with annexures thereto.

4 (11) Instrument of partition, with drawl, copromise, or confession
of judgment.

(12) All notes or papers in the handwriting of the officer dealing
with the case.

(13) - Application for and orders of arrest or attachment before judg-
ment, with all documents relating thereto.

(14) The Judgment or other final order.

(15) The decrees and all documents relating to the preparation or
amendment thereof.

(16) List of connected files.

(17) Application for review of judgment or order or for a new

hearing with orders thereon.
(18) Judgments, decrees and orders of appellate court, if any-
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{(19) Reccipts and dakhilas for moneycredited or disbursed and for
dicuments returned.

(20) Reports of execution and acknowledgment that the final order
has been carried out.

(21)  Notices issued against defendants, with rep<rt and statement
of process-server in cases in which an ex-parte decrec has been passed.

(22) Notices of ejectment.

(23)  Diary of process fees.

(24)  Warrant of attachment or of possession or arrest. List of prop-
erty attached, notices and warants of sale (togather with proceedings re-
sulting therefrom)

(25)  All orders passed in execution proceedings with all applica-
tions, objections, writs of which service has been effected notices, reports
and retumns relating therto, and all receipts and acknowledgment filed insuch

proceedings.

Notz - Notices issued in objection proceedings against other parties and
witnesses, with applications, giving list of witnesses need not be brought on
file 'A’

(26) Special powers of attorney with perrnission to institute execu-
tion proceedings or recover decree money.
Free B shall contain all papers not included in file A.
19. (a) Similarly in criminal cases (A) file shall contain the folowing pa-
pers :-
(1) Record of statement of confession (section 164), plea (Section271),
and examination (Sections 342 and 364) of the Code of Criminal Proce-
dure, 1898 of the accused.
(2) Priceeding on which cognizance was first taken, police report, etc.
(section 190)
(3) Charge and altered charge.
(4) Order consenting to the withdrawal or stay of charge ( Section
340 and 494) .
(5) Sentence.
(6) Record in summary trial.
(7) Heads of charge to jury.
(8) Verdict and amended verdict.
(9) Record of opinions of assessors.
(10) Record of proceedings under section 310.
(11) Record of composition of an offence (Section 345).
(12) Record of evidence.
(13) Judgment.
(14) Copy of High Court’s order regarding a sentence of death (seciion

379) '




(15) Warrant or other paper returned on execution of sentence.
( 16~) Copy of order convicting a sentence or suspending the execution
therof, o remaninig punishment. ) ‘

(17) petition of appeal or applicatin for revision

(18) Copy of Judgment or orier in appeal or rc?ision.

(19) Certificate or judgment or order in appeal or revision

(20) Commission with return therto and deposition ‘

(21) Deposition of medical witness. .

22) Report of Chemical Examiner.

(23) Proofof previous conviction.

(24) Order for disposal of property (chapter XLIII)

(25y Order of transfer. '

{26} Order Sheets.

(27) General index.

(28) Treasury receipis.

;';"3) ;:i(e of Exhibits ircluding indexes of exhibits.

20 T i 5

o] ;)?;isel;rldr: section 106. 107, 108. 109. 110 and 562 of the code of
. \e_ali()m}/’;é)reer.s reiating to the identification of the accused person in the jail

(32) Papers realating to the identification of stolen property
(33) Map of the locality placed on the file of a case. .

tl::;t,;}t;dstl;]all mclyde every oth:r paper in the record unless, for reasons to
t ereon in writing the court orders any sucl
o e 1y such papers to be placed
Ln lany .casc; mehich a proceeding belonging o Part A and a proceeding
elonging to Part B, are recorded on one and th
: > d ; e same
shali belong to Part A. Gt
| .20. (a) Papers .which need not go into the Records room -All files
w.1;ch ate to come into the rev-ird room must be arranged in accordarce
with the above rules. There is howerver, a large number of general papers
which are excluded from the record room. In these cases it is not ncces-
(sie.lry to prepare an lndex. and the paper should be arranged detewise ard
lsp0§ed ofb)f the clerk in charge in the section or department in the man-
Eer Iald‘ down in column 2 of the list referred below. The destruction should
e carried out inthe presence of the Offecer under whose orders he works.

(b) ‘lt is not possible to give an exhaustive list of files or cases which
are pot to come to the record room. However, a tentative list of such items
is given at Appendix 'C'

WHZL Separation of A files from B files and disposal of the latter. -
hen the firal crder of the original authority has been passed inany case

::e_A papers with their index wiil be separated from the rest and placed in
eir

proper Basta, or yearly bundle. The file B papers will then be placed in a
separate set of racks set apart for the storing of B papers only. In the index
of A files such reference should be given as will enable the Superintendent
or incharge record to get out both series of papers and put them together.
When the file is again received in their record room after the final order in
the appeal has been passed, the file B papers will be again separated and
dealt with as before, and the same procedure will be followed in case of
further appeal. In racks provided for B papers 12 partitions should be
prepared and marked according to the months of year. The papers of each
case should be placed in the partition marked with the name of the month
in which the final order (of the original authority in case in which there has
been no appeal, or of the final apellate authority in case in which there
have been one or more appeals) has been passed The whole of the papers
in any partition will be ready for destruction inthe followning year on the
first day of the month following the month with the name of which it is

marked. and they may be removed en masee, and destoyed without the

trouble of sorting.

22. Classification of files for purpose of retention- (a) Recorded
revenue files and registers shall be preserved in record for the period
mentionde in the statement at Appendix D.

(b) Record ralating to criminal cases shall be retained according to the
instructions given in the General Rules (Criminal) 1952 Appendix B.

(c) Recorded files and registers relating to accounts records of offices
rendering accounts to A.G. shall be preserved according to the instruc-
tions contained in G.F.A. ( Appendix XII) and as at Appendix F.

(d) Other recorded files should ordinarily be classed for the purpose of
retention under the following four classes :-

Class [ to be retained for five years.
Class 11 to be retained for ten years.
Class III to be retained for twenty years.
Class IV to be retained permanently.

@) All important files or notes containing orders for future
guidance or estabiishment precedents will be retained permanently.
() Cases in which ihe conduct of officer has been noticed

and entries made in the character rolls be retained so long as the officer
affected ramains in the service of Government. '
(iid) Subject to the instructions containde in Clauses (i) and (ii)
above, Superintendent or incharge of office will exercse his discretion as
to the period of retention of files in one or the other of classes given above
according to the importance of the subject dealt with inthe files. It is hardly
possible to compile an exhuastive list for this purpose but the following
examples are given for guidance.
(a) Class I  Should include cases such as suits by or against Govern-
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-ment, entertainment of Temporary establishment. audit and
inspection reports finally settled, retention or retirement

of Oftecers, answer to questions asked in the Legislature,
results of departmental exmination, leave, posting, resig
nations, and transfers of the officers, other than which form
part of its personal fils of the officers maintained by the
appointing authority.

(b) Class Il Should include cases such as appeals against disciplinary
action, corrections, and amendinents in manuals service
rules, census reports; sale of movable preperty or immov-
able property probate returns, compassionate gratuity, ap-
pointment of permanent establishment imposition of addi-
tional poiice and report on annual religious fairs.

(c) Class Il Should include cases such as revision of the settlement of
district other than rant reports. alteration in the date of birth
of gazetted Officers and acquisitions of land.

(d) Class IV Should include all cases of importance such as construc
tion of Government buiidings, delegation of power, change
inthe names of distt., sub-divisions, Tehsils, or village, grant
of land or assignment of land revenue and boundary dis
puted and other files and documents of historical impor
tance.

The class under which z file has been classified should invariably Pe s-hc.ywn
on left hand top corner of file covers to indicate the period for which itis to
oe retained. :

23. Maintenance of Condidential files - condidential files should be
separately recorded and kept in the departmental cofidential almirah. Such
cases may later be transferred to the record room if the departments or
section concerned consider that they are no more confidential.

24. Index Cards -(a) Before the filc is consigned to records cards or
slip/index containing subjects and file numbers of records and index heads
selected out of the subjects are to be prepared. These index cards are to
be arranged in alphabetical order and kept in a cabinet or binder to facilitate
the tracing of files with mimimum time and labour.

(b) Indexing is of the upper most importamce. It is difficult to prepare
an exhaustive list of index heads. However, A tentative list is furnished at
Appendix 'G' )

(c) The subject cn the index cards will correspond with heading of
the final draft and it should tally with the entry inthe file register.

(d) The index cards/slips put in the cabinet or binders will be checked

by the Clerk i charge once a month and ty the Superintendent once a
quarter with & view to see that the card/slips are propely arranged in al-
phabetical order and according to index subjects.

25. Classification of files into Mauzawar and Kuliat -Files are
arranged either by villages (mauzawar) or by (Kuliyat) The following files
are arranged Mauzewar.

All Judicial files (Criminal and Revenue) except those detailed below.
1. Collection of land revenue.
2. Registeration.
3. Land acquisition

Flollowing files should be dealt with as Kuliyat :-

Criminal

1. Cases dismissed under section 209 C.-P.C.

2. Cases under section 349 Police Act, Hackney carriage Act, Cat-
tle tress pass Act, Workmen's contract Act, Municipal Act, Cruelty to
animals Act, Vaccination Act.

3. Fine files.

4. Pounds.

5. Unclaimed property

6. Miscellaneous cases

Executive.

Chaukidar.
Taccavi.
Nazool and other Government Land.
Forest.
Establishment.
Revenue Accounts.
Revenue Files.
Court of Wards.
Stamps.
10. Supplies.
11. Treasury.
12. Contingencise.

(OT0S EREh i AL SO —

Mauzewar.

26. When files are arranged Manuzewar thic cases ralating to #ach
village are brought in one bundle (basta) The Goshwara shall be in the
form R.L. and RII in the Appendix H.

27. Specification of basta - The following consideration should de-
termine ihe basta in which, in the cast of files kept Mauzewat the file
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sheuld go :-

(a) Criminal files (the residence of the complainant)

(b) Police files { the scene of Offence)

(¢) Revenue files (the locality of the property)

28. Arrangement of village bundles :-The files of ecach village should
be tied together and kept between boards, as for as possible. The basta
should be of manageable size so that there may not be any difficulty in
handling of tiles. The basta should be arranged by tehsils, each tehsil hav-
ing a different coloured cloth, if possible. Separate bundles should be made
of executive crimimal, and revenue cases. The goshwara may remain with
their proper bastas until they can conveniently be bound up in volume and
kept separately for references.

29. Arrangement of Kuhiat files- (a) Files treated as Kuliat should
be arranged yearwise and be entered in goshwara in form RI and RII in
appendix H.

(b) The basta shall be conspicuously lettered and show :-

. Name of the Mauza and Tehdil.

2. Description of the cases contained in the basta.

3. Calendar year.

() When a file is complete in every respect it is ready for trans-
mission to the record-room, the reader of the Court shall sign the certifi-
cate on the fly-leaf that the file is complete and in order, and the columns of
the fly-leaf shall be totalled.

(i1) In order to avoid confusion, a set day in the week should be
assigned as that onwhich each departmental clerk will ordinarily make over
his completed files to the offecer incharge record.

(#if) In the case unclaimed rent and revenue depodits, the files
should be sent to the record room one month after notice has been given to
the payee of the depodit having been made.

(iv) The officer in charge's signature should be entered in the
proper column of the file register.

(v) The Officer in charge will be held responsible that no incom-
plete file is received in the record room. ,

(vi) Ifafile ia incomplete or incorrectly arrange the officer inchage
records shall return it to the Court concerned by means of a report. No
files shall be returned to the departmental clerks privately or dimi-officially.

(vii) When a file is received in the record room, the year in which
each nathi has to be destroyed shall be stamped in large letters at the
space assigned for the purpose of the fly-leaf.

30. Recording of il files in the record room- (a) In criminal cases
each bundle of completed records shall be accompainied by a list in dupli-
cate of the records it contains in the following form :-

List of record of cases sent to the Record Room

Ol from the court of.................... s
Serial numberin  Kind of casc as Number with  Date of Name of
the list per number or  Register of disposal complai-
iginal applica cases disposed ant
tion of
1 2 3 4 5
Name of Police Sectionand  Class of Number of case in
accused Station law under wh Rule the register of
ich charged Record Institution
6 7 8 9 10
Date of Number  of Daie destruction
Institution ~ pages in part A Part B
partA PartB Remarks
11 12 13 14 15 16

List of Police report and Miscellaneous proceedings not filed
with the record of a regular case.

Register Name of Namo of Number of Date of
Number  Complainant accused papers Destruction Remarks
1 2 3 4 5 6

Reader's signature
Entries in the list shall be made in the order of the date of decision.
But if the dates of decision of two or more cases to which the'list relates
are the same, they shall be entered in the order in which they stand in the
courts registers. The list shall be checked and initialled by the Reader.
The reader shall make out an invoice of all the records and other
papers forming each consignment to the record room in the following

proforma :-

TNVOICE OF RECORDS CONSIGEND TO THE RECORD ROOM™
invoice Invoice of Records  consigned to the
Record room.
Serial number. S. No. Date 19
Date of despatch
No. of files

(With Tist of Police Reports — Number of files
and Miscellaneous Proceedings Entered in the list of Entered the list of
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e llucu psancieecendiors police report and regularand miscell
regular case (F.N 1 v
egular case (F.No.) Miscellancous Pro  aneous cases clc
ceedings. (F.No.) (F. No.)

Class Class Class
- ~ I I LI
(2) With list of regular and Reader's Signature

Miscellanecus case (F.No.)

Class T i

i:ms lll I, Oﬁeccr incharge records do acknowledge

Elfa.?s | rechpt of the aforesaid files and do hereby
ass I certify that the number of files entered

in each list corresponds with the number
actually received.
Signature of Officer Incharge Records.

Signature of Reader

The invoice shall be sent to the Superintendent records who shall
compare the number of records and papers entered therein with the number
actually received and shall sign the invoice and return it to the Court
This will be attached with the counterfoil in the book. .

(b) All other files indented for consignment ot the record room
sh.ould be sent to the Superintendent or official incharge of the récord
with an invoice in duplicate in the following proforma or with the
goshwara perscribed intheis behalf.

S.No.  Section/ Files No. Subject  Notes  Correrpon
Depatment Pages dance ;.
pages
I 2 3 4 S 6
S.No.  Group of file No. Remarks
7 8 9

31. Unchecked record to be kept separate :- Until the records
and papers received in the record room are examined by the racord es-
tablishment and accepted, these may be kept separately in a rack set.
apart for this purpose. Such place should be outside the main record room
containing the accepted files.

After the rt?ceipet of the record and paper for consignment to
records, the Superintendent record with his assistants shall examine each
record and shall satisfy himself :-

.(1) . That every record is properly entered in the list if the bunide
to which it belongs, and that it has been properly classified :

(2) that the papers in the record correspond with those entered in
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the general Index ;

(3) thatthe papers in the record bear no erasures or interlincations
but those noted in the general Index;

(4) that the papers bear the stamps cntered in the geeral index ;

(5) that the stamps have been duly cancelled.

(6) that on each paper the number and aggregate value of the
stamps on it have been recorded.

(7) that ail orders habe been duly signed ;

(8) that the providions ralting to the realiszation of frnes have

been properly complied with.

If the record is found in order the Superintendent recod shall make
the lollowing endrosement on the lists or goshwaras recieved with the
file to the following effect.

“Record examined and found correct" and sign the same. One
copy may be sent to the Court/office sending the files and the other kept
in the records. These lists will be got bound so as to form a register of
cases.

"Recorded file requisitioned from the record room for reference
purposes should never be re-poened to deal with fresh receipts.

32. Marking the date of destruction of files - The date of
destruction according ot the clallification marked on file, shall be entered
at the heads of the form of the index or file cover. If the period is varied
by appeal etc. necessary alterations should be in the index or file cover
or file covers on receipt of the application or other paper. As soon as the
file is prepared for record it will be entered in the appropriate form
goshwara and consigned to its proper place. Manzewar files being placd
in their village Basta and Kuliata files in their annual bundles.

33. Issue of files from the record room - (a) In criminal cases
requisition for the files required from the record-room by any court and
officer should be in the following form (Form No. 17 vide the general

Rules) (Criminal) 1952.

FORM NO. 17
(Rule 73 and 101).
Requisition for Records




To

Dated the....... e 11 "

Kindly transmit to this court the record specified below, I have
satisfied myself that the production of the original record is actually nec-
essary % The record should reach this court before.......... 19........, the
next date of the hearing.

Note - Original record should not be called at the instance of a private
party, if certified copies are admissible in evidence to prove facts,
for the proot of which the record is required.

Particulars of records sent for.

of what Kind of No. and title Date of Remarks

Court case vear. disposal

5. Onrestoration of the tiles. papers or books to their proper

packet or place, this slip will be destroved.

.

(To be filled in by the record room).
Date of issue.

12. Senal No. of issue.

13.  Sinature of issuing clerk with date.

14, Signature of Supdt. with date.

15.  Date of return file.

16.  Reasons for non-availiability of file.

17. . Signature of clerk with date.

18.  Returned file is not available for the reasons mentioned at S.No. 16

Signature or Officer-in-Charge
(c¢) No file or papers in file should be removed from the

Designation.

% Order of the Officer by whom requisition is received - '
(b) For other files required by offices or Courts, requisition slips
in the following form shall be sent.

GOVERNMENT OF RAJASTHAN
Requisition for files etc. from record room.

Department to which the file belongs.

Name of the Department demanding the file.

Subject of file.

No. of file.

Class of Group No.

Year of file

Purpose of file.

Other particluars of the file.

Signature of Indenting officer and date. (not below office Supdt)
0. Signature of clerk in token of having received the file and date.

SR ISR =

Note - It is essential that the above entries should be cooectly filled in
without which file or file will not be issued.

2. No files papers or books are to be removed from the
record room wihtout leaving this slip in the packet or place from where
they are removed.
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record room without leaving a requsition slip in its place.
Every application for requisitioning a record should also con-
1ain the following particulars :-

in the case of Criminal Courts :-
(a) Name of the Court to which the record belongs.
(6) Mislband number or date or institution. %
(c) Name of the Police Station concerned.
(d) Names of accused persons.

(¢) Law and section applicable.

() Date of desposal.

in the case of Revenue Courts :-
(a) Name of Court to which the record belongs.
(b) Names of parties.
(c) Mauza and parganas.
(d) Deseription of suit or applications.
(e) Suit number or date of institution.
(/) Date of decision.

(d) On the 7th day of the first month of each quarter the record
department should send a list of the file-which have not been returned and
asked the Courts or officer requisitioning the files for verification regarding
each file.

(e) Atthe time of requisitioning the file for purposes of preparing
copy or copies of documents from the records the requisitioning arthority
should give the name of village in the basta of which the file is likely to be
found. Sufficient rime should always be given to the record department
for complying with the requisitions and except in emergent cases immddiate
requisitions should be avoided. ‘

v
&

&




() Ordinar: records required by the copying department will be
obtiaimds B passing on applications 1o the record room. When owing to
the drfccive information supplied by the applicant. the searck for the
record, has involved or is likely to involve an unreasonable amount of
- uble the officer in charge of the record room may inpose a search fee
of innas eight and the charge on the requisition slips. The charge will be
re avered while delivering the copy.

‘&, A sepaate Torm should be sen: for each file as these have to
be placed in the basta or bundle from which each file is taken. For files
~iuired by outlaying offices Courts requisition stipes will be sent in duplicate,
on - copy being placed inthe basta or bundle from which the file is to be
recoved and the other copy wi'l be sent with the file. All such will be sent
by r-="~-+.ed post. The Reader should see that records so transmitted are
securziy wacked and that an acknowiedment is required invariably.

34.  Register of files sent out of the record room - The register
for the issue of files shall be manintairicd in the following form :-

S.No. No.of fileand Names of Description No. and date of requ-
date of decision parries of case isition received

1 2 3 4 S

Name of Courtto Date fexea for Date on which the Name or signa

wh:ch file sent hearing file left the record  ture or official
room to whom given
6 7 ‘ 8 9

Date on which the file was Name cf village and Signature of

returned (o the record No. of Basta from Record-officer Remarks
room and restored to the  which file was taken

bundle out

10 11 12 13

35. Asfilesare occasionally placed or replaced in wrong bastas,
in order to limit the area of searching for a missing file so misplaced each
celrk, who placed the files in bastas, will maintain a number book in the
following proforma showing the bastas actually handled on each day :-

Number book. _

Register of bastas taken down for the purpose of including new or
< -
| -

D e

retuened fils or shamilti papers
Date Classof Name of village with  No. or year of Purpose for
Basta hadbast No. or class  basta, if any _ which taken
of Kuliat down

CHAPTER IL
WEEDING & DESTRUCTION OF RECORDS.

36. Period for retention of records. -(a) The period, for which
files of criminal records ate to be kept, is given in the General Rules
(Criminal) 1952-Appendix 'B'

(b) The period, for which Revenue record are to be kept, is given in
the list at Appendix ‘B’

(c) The period for which records relating to Accounts offices ren-
dering Accounts to Accountant General as given in Appendx XII of Gen-
eral Financial and Accournts Rules is given atA ppendix 'F

(d) The perid for which other records are to be retained will be
determined from the classification given on the files.

37. Destruction of Records. All records and registers which under
these rules have become liable to destruction shall be destroyed as soon
as the pericd of their retention has expired. A note of the destruction of
‘A’ files should be entered in the Goshwara/list, If all the papers are de-
stroyed and in the flying index if some only are destroyed.

The note should be attested by Officer in Charge Records or the
Superintendent, Records No note need be kept of the destructionof B’

files.

(b) The Superintendent or the Official incharge of the record as-
sisted by the clerk will immediately, affter the commencement of the year,
take the work of weeding in hand. He will keep strict watch over the
progress of work and ensure that the weeding work does not fall in arrear.

38. (a)The weeder should take out from the racks in convenient lots
the files and registers due for destruction. The weeder will carefully ex-
amine the classification or date of destruction. The Superintendent shall
also glance through some of the files to satisfy himself that the files to be
destroyed are no longer useful.

The responsibility of proper classification of recorded files rests with
the departments or Ccurts concemed. '

38. (b) Preservation of Records Ordixia.@y follewing classes of
documents are to be preserved =¥ <

2% ' ‘




(h M:fnuscrips ofall printing proceedings collections.
<+ Urnigmal of legal dicuments or documents of legal value.
») Papers. containing dicussions of important principles or

['IuniL‘E(%.

- 3?. maintersence of stutement of each weeder ‘- Each clerk respon-
sible for weeding work shall maintain a statement in the following
Pt dorma showing the number of files weeding out every day.

Dot Soxo. File No. Subject Date of
Destruction or Official incharge

Signature of Supdt.

_!_ 2 3 4 S 6
_S_ig_n.z_ilu_[i of head oftice Remarks
7

8

(@) Consolidated ecxtract of files destroyed during the month

should be maitaicd by the Superintendet.

(b)  The minumun number of files to be destroyed I per clerk
per year has been fixed as 11 thousand. In case of files of petty cases it is
pos;nble to destroy a number far in excess of the standard. If the work of
ordinary fiestruction is found to be well advanced there is no objection to
the weeding clerk being employed temproatily on other work. In going
through the bundles it is the duty of the weeding staff to see that the files
ar.e arranged in proper order, to send torn paper or broken sticing and to
bring to the notice of the Superintendent all missing files.

40. De._clruction Jfo files -(a) All papers liable to destruction shall
be torned up to pieces care being taken that all court Fee stamps are duly
cancelled.

) (b)  Small pieces so made should be mixed up with the pieces
of papers torn the publushed book, reports, gazetted, etc. if possible, and
the ordinary sweeping from the office room. The whole lot of the papers
thus obtainde will be sold as waste papers according to the order of the
collector concerned.

(c)  condidenial papers shall be burnt. Sale proceeds of the waste
papers shall be credited to Government. As each record is weeded a note
of the fact shall be made in list with which it w ceived in the record
room. - ’ aéij

o~
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CHAPTER III
INSPECTION AND SEARCH OF RECORDS
41. Inspection of Judicial Records - The rules relating to the
inspection of records relating to criminal cases are given in the Generai
Rules (Criminal) 1952, Chapter 13.

(1) The records of Revenue Courts shall, subject to the fol-
lowing rules, be open to inspection for the first four office hours of all
days on which the courts are open.

(2) If the application be granted, the application shall ob-
serve the following rules -

(a) He shall not enter the record-room but will inspect the
records in the ante-room, or in some room allowed for the purpose.

(b) He shall not take pen or take ink into the room in which
he is allowed to inspect them.

(3) The Collector or the Offecer to whom delegates his au-
thority. may sanction an application to inspect records or, if he considers it
his duty to do so, may refuse, in which case he must record his order and
the reason therefor.

(4) Any person inspecting records shail be accompanied by
the recordkeeper or assistant record-keeper. The record keeper shall keep
up a register of inspections in the Form given below :- -

INSPECTION BOOK

Date Name of appli Record-book of  Time

cent for ins register of which occupied, in stamp Remarks
pection inspection is inspection -
sought
1 2 3 4 5 6

42. Application for inspection. - Application for inspection of
records shall be made in Writing, and shall distinctly specify the record,
inspection of which is desired.

' 43. Search fee to be paid for supply of particulars - Any person
desiring to ascertain the4 serial No., date of the institution of any suit of
other registered particulars regarding a case, for proceedings therein, shall
affix eight annas court fee stamp on the application being the amuount of

the charge for search.

44. Documents which may be inspected - The following are the

documents which may be inspected
(a) Records of revenue courts, or of any proccdings under the
Tenancy Act, or under any Act Pursuant to which a revenue officer has

jurisdiction. 4 2 i




(b)  Any proceedings under the colonization of Government lands.
Note - (i) Notes perpared by clerks and notes written by the presiding
officer to refresh his memory are not opened to inspection.
anc - (i) The inspectionof general files containing records of the execu-
tive proccedings including reports made by the Revenue Officers is not
permitted.

45, Inspection of records and cases pending and not pending
-(a) Inspection of records and cases that are not pending are subject to
thecontrol of the head of the office in which they are kept for custody.

Ordinarily permission of inspection should only be granted by the
officer incharge of the record office.

(b)  The inspection of pending casss is subject to the control of
the revenue offecer or court before whom they are pending, and they
shall not be inspected on a day fixed for the hearing thereof. except with
the special permission of that officer or court. Ordinarily they are cpen to
the inspection of the parties only and of their pleaders or agents.

. 46.  Separate application for separte files.-A separate appli-
cation shall be made and a separate fee paid for each file desired to be
inspected unless the records are so closely connected that in the opinion
of the departmental officer, they may be regarded as one in which case
one application and one fee will suffice.

'47. Forms of Application - Every appliation from for the in-

spection of records shall state :-

(1) The name and the description of applicant and his posi-
tion in the case.

(ii) No, and year of the case.

(iii) Name of Court.

(iv) Title of case.

(v) Date of disposal when the case has been disposed and
the date of hearing when the case is pending.

48.  Time and place of inspection of records - (a) The inspection
of record shall be made at such time, in such place, and in the presence of
such officials as the head of the office, in the case of the records of
decided cases, and the presiding officer in the case of records of pending
cases may direct.

(b) Ifthe record is not inspected on the date fixed for the pufose
it shall be restored and a resh application must be submiited before the
record can again be taken out ror inspection.
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(c) When any person inspecting the record of a case desires
to continue inspection of the same record on the following day, he may
give notice of his intention tc offecial in whose presence inspecticn is
made and in such cases no fresh application need made in writing, pro-
vided that their inspection is continued from day to day. This will not
affect the fees payalbe under these rules.

49. Copying documents prohibited- The copying in full of any
document or paper of record during rhe inspection and the use of pen are
strictly prohibited. Pencil and paper may be used for the purpuse of tak-
ing notes, but no mark shall be made on any record or paper inspected.
Infringement or attempted infringement of the rule shall deprive the per-
son infringing of the right of inspection.

50. Nothing the time in inspection - The time at which the in-
spection started and that when it is completed shall be noted by the su-
perintendent or the official in charge of records on the application of

inspection.
51. Fees- The inspection fee shall be paid in court fee stamp at

the following scale :-

() Ordinary Re 1/- for the first hour or part thereof
and annas /6/- per each subsegent
hour or fraction thereof.

Rs 2/- for the first hour or part thereof and
annas -/8/- per each sybsequent hour for
fraction thereof.

All fees shall be paid in advance by affixing court fee stamp on the
Application when the period, for which fees have been paid, is over. ad-
ditional fee shall be realised before further inspection is allowed

(a) No inspection fees will be charged for inspection of any rev-
enue records, books or registers by Government Officers or other per-
sons duly authorised in this behalf for Government purposes, now will
any fee be charge for the inspection of a record called for by a court, nor
the inspection of a record by anyone at the request of a court.

(b) () Any person desiring to inspect on any other date than the
date of hearing the record of a case pending in a revenne court or any
connected record which has been called for by the court fot perusal in
connection with such pending case, while such records is in the custody
of the court, shall submit an application for permission to inspect the
record and shall pay fees in the same manner and on the same scale and
be subect to the same restriciions as are iaid down in paragraphs of this

chapter. .
(i9) Such application shall be submitted to the presiding officer of the

hd
".)f-.; - 2

(ir)  Urgent

&




(1) Suchiapplication shall be submitted to the presiding officer of the
court in whose custody the records are, the court shall deal with the
application in the manner laid down above.

(1i1) Such records shall be inspected in the court-room in the pres-
ence of either the presiding officer or such officer of the court as the
court may direct.

CHAPTER 1V
SUPPLY OF COPIEZ OF RECORDS
52. Rudes for criminal cases - (1) These rules shall come into force
from the date of their publication in the Rajasthan Gazette.
(2) Rules relating to the grant of copies in criminal cases have al-
ready been published in the General Rules (Criminal) 1952.

Definitions- 53. (i) In these rules "Records' includes ary portion cf a
record and any documents map. plan, or other papers attached to. of
forming part of the record of any suit or appeal. enquiries or trials. or
other proceedings. in any Criminal, or Revenue Courts. or offices

(1) The term copying agent includes the sender copying agents and
the persons selected in the manner hereinafter prescribed to revise and *
attest copies at headquarters and at outlying Courts and offices, at tehsils
the judicial cleerks or office Kanungo, if permitted to examine copies,
shall be "Copying Agents" for the purpose of these rules.

(ii1) The copying establishment shall be under a head copyist subject
to the general control of the officer incharge Records. under the office
superintendent.

(iv) If the record or other paper, of which copy is applied for, is not in
the record-room but has been transmitted to other court, the officer in
charge of the copying department shall inform the applicant and if he so
desires, return the application with an endoresment to that effect derecting
him to present it to the court in whose custody the record or paper is.

(v) The officer incharge shall sanction the application, or should the
application be one which he is not legally bound to sanction, may refuse it,
recording his reasons on the application, which shall then be filed the
applicant, if not present, being informed by post, service unpaid.

(vi) The copy shall not be issued to any person until it has been exam-
ined, certified, stamped and paged; and a copy shall not be delivered to an
applicant until the requircment of paragraphs below have been comptied
with.

(vii) When a copy, made under an order upon an application, is ready
for delivery, norice therof in the prescribed form shall forthwith be place
on the notice board of the copying depaitmcnt. The head copist shall
endorse upon the last sheet of the copy the date of the application, the
date of pasting the notice on the notice board, and the date of delivery
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of the copy :0 the applicant, such dates shall be wrter: inwords as well
i igures. If delivery of the copy is not taken within tifteen days of the
notice being pasted on the notice being pasted on the notice board, the
orders of the officer in charge shall be taken as to be sent destruction or
other disposal of the copy provided that when a copy is to be sent by
post, it shall be despatched, seivice unpaid, as soon as the notice is placed
or the notice board.

NOTICE TO APPLICANT THAT COPY ISREADY FOR DELIVERY.

Date of Name of Particulars of Signature of head
Notice. applicant copy prepared copyvist
t 2 3 4

(viir) If an application for copy is rejected, or if, for any reason, a
copy cannot be granted, or if the application is withdrawn before the
work of copying has teen put in hand, any stamp paper filed by the
applicant shall be returned to him, and if the copying fees have been paid
in adhesive court fee stamps he shall be entitled to a refund of the amount
less a deduction made by a certificate payable at a rupee. The refuna
shall be made by a certificate payable at the District Treasuty at any time
within three months of the date on which it was given. Application for
refund under this rule must be made within three months from the date

of the application for a copy.

Stamps on which a refund is granted should be destroyed by the
officer in charge of the copying department personally, and a certificate
to the cffect that has been done should be added.

S4." Persons entitled to obtain copy - (i) A copy of record shall be
granted in the marner prescribed by the ruies to any person who under
the law for the time being in force, or under these rules or under the
General Rules (Crimnal) 1952, is entitled to receive it, and copy may be
so granted to any person permitted by these rules or otherwise, to obtain
QS

(ii) A plantiff or defendent, who has appeared in the suit as a
oarty to a criminal complaint, is entitled at any stage of the suit or com-
nlamt to obtain copy of the record ef a part of suit including exhibits,
which have been put in and {inally accepted by the court as evidence.

NOTE- A party, who has been ordered to file a written statemtnt, is not
entitled to a copy of written statemierit, filed by another party until




he has first filed hisown.
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a copy. achpage of such copy shall bear in red ink the remark thatitisa
copy of a copy-

An application for a copy of a record

56. how to apply for a copy-
ised agent or by post.

may be made in person ot through author

ess of the applicant should be
se it is to be desired. The
(form attached with the
nal cases and as per

The full name, parentage, and addr
uld be stated for what purpo
nade in the prescribed form,
) 1952), in the case of Crimi
evenue and other cases.

given and it sho
application shali be t
General Rules (Criminal

proforma given below in r
Application for grant of copy

Cour tee stamp __Worth Re -/1/-
ant requests that copies detailed in statement may be

The applic
granted.
STATEMENT NO. L.
Class of suit whether : Plaintiff or complainant Names of
parties

Q) Criminal, Revenue, Or

miscellaneous. Defendent or accused

(ii) Original or appeal
1 2

or Name of the presi-

ing offecer of the

f offence, Name of the village

place where the proper d
ty in dispute is situated subordinate appel-

Nature of suit or o
valuation of suit or descrip-

tion of offence

or where dispute late courts
arose, or offence was
committed with the
hadbast number
3 4 5

Detail of copies

Dates of dicision first and of  Purpose for which
appellate courts copy is required required
6 7 8




Whether urgent or ordinary

Scal or signature

9 10

57. Application for copy- Every application for grant of copy shall
bear a court fee stamp of one anna unless he is exempted from it under
any rules or law. In case an application is sent by post, postage stamp
sufficient to cover the postal charges for sending the copies under regis-
tered of an addressed envelope cover should be sent with the application
in addition to the prescribed copying fee.

. A separate application shall be inade in respect of each record from
which copy or copies is or are received, but only onc application need be
made for copies of papers from the same file of record i.e. if copies are
required of four separate papers in one record, only one appiication is
neccessary

58. Detais 1: be given in applicanon- Every application shiouid
setrorth :-

(a) Name and his full address.

(b) Purpose for which the copy is desired.

(c) T_he paper or document of which the copy is applied for.

(d) File No. And date of the disposal of the case and the number
and date of the order of which copy is desired.

(e) Wheater the application is urgent or ordinary.

59. The officer receiving such application shall :-

(a) Puthis initial on it with date of its receipt.

(b) Getitentered in the register manintained for the purpose in the
form as appendix 'I'

(c) Cancel the court fee stamp according to law.

60. copy to be given on payment- Copy shall be supplied on pay-
ment of the prescribed fees unless they are required to be supplied free
by any law or order of the competent authority.

. 61. Affixing court fee stamp with application - (a) Every applica-
tion for a copy of a record shall be accompanied by court fee stamp equiva-
lent. to the fees prescribed in rule 62 for preparing and certifying such
copies along with pie papers sufficient for making copy or copies.

(b) If the application is received by post and the court fee stamp
or stamps attached is or are found insufficient, the applicant shall be
asked to make up the deficiency with in 2 mcth and no action shall be
taken until the deficiency is made up. If no reply is received within the
stipulated period the application for copy shall be filed and the court fee
stamp cancelled.
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63 Feese Fees shall be enarged for copies according to the follow -

g scale
© (i) For foolscap sheet in doubls spare or any portion therof -“10-
per sheet.

(ii) For urgent copies doubic fee shali be cnarged.

(iii) In the case of book, register map or plan or an extract therof or
any other document the preparation of which requres any special appraturs
ol skill, the charge Shall be fixed in ench case by the presiding offecer with
reference te the difficulty or intricacy of the work to be done.

(iv) In case in which an applicant desires to take more than one
copy of a document and typed copies are given each copy after the first
shall be supplicd at half the rate prescribed above.

(v) In case the applicant is enable to give exact particulars of the
file and the same is to be traced additioral charges of annas eight shall be
madc.

Note-In case applicant has been asked to make up the deficiency of court
> stamps. the postal charge incurred in addressing the communication

shall be realised at the time ot delivery ot copy in case it not alresdy been
frnished with the application.

63. Period for grant of copies ordinary or urgent king- If a copy is
ordered bo be prepared. the offecer incharge shall, in the case of personal,
applications tell the applicant when copy is likely to be ready, this shall
ordinarily be not later than 10th working day, but any applicant for an
urgent copy, shall be entitled to have his furnished to him within twenty
four hours if the records become available.

64. Maintenance of register for applications- A register ro applica-
tions for copies shall be maintained in the form given at appendix 'I' In this
register for copy of a record, including jail requistions shall, wheather
sanctioned or not, be forthwith entered under orders of the officer dealing
with tha same.

65. Procedure to be folloved if copy is refused- 1f an application
is refused or if for.any reason it is impossible to prepare the copy ordered
to be made, the fact should be noted in the column of remarks in the
register, and appropriate reply should be sent to trhe applicant on a postcard.
The unused court fee stamps will be returned to the applicant and in case
the application is received by post the applicant will be asked to send
postage stamps sufficient to cover the postal charges, for the returen of
the unused fee stamps, if he has rot sent postage stamps already with the
application.

66. Manner of making copies- Every copy made under these
rules shall-

(a) Beinagood legible hand of type.

(b) Marginal rererences shall be made on the copy to the paging of
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the original.

(¢) If more than one ¢ i
prepared at the same time a< 110 1
duplucating processes.

~f the same record is ordered to be

d v ~ e FE B i
27) gopf or copies of Ui in documents will be prepared
7 ,A"’ it " . X . . . i
o ;{umg heading. heading containing a short description
( 2l S Ny . "
rd, the name and hadb.i 1 number of these state and the name

and hadbast number o fthese st

and the namw of the tehsil ; tri
< ~ - 3 i' ’ ‘
to which such record ralate e ot

a copy of a judgement of ord.; i

) ¥ | t ordei wuch headings shall also ¢ i 5

tollowing particulars :- ) e conain the
a i : i

. elk(n) The court ot office I which the case was decided, and in

ppeliate case, the name and the official designation of the officer whose

order \(Jvas appealed against an ! (he date of that order -
b) the date of instituti i e
ution of the suit, pro ing of ¢ é
case may by , proceeding of appeal, gs the
(Z) lhc mane and descroption of the partics and
(d) The subject matter . the suit or preceedings, and the eastate

tehsil and district in which SitLaL

i, Cir(:6‘18. Co‘(’):v.vst not to have access to Record Room- Copysit shall in
: mstances be allowed i« css to the record room Files should be
given by the record room staft .| no files or parts are to be removed
from the office room where copying work is done. o
- 69. I}f copxeﬁ are requirgd n‘l documents in the custody of the Sadar
ngo, the copyist shall go i Sadar Kanungo office and the examiner
shall also go to attest the copy. Such documents must not be removed
form the custody of Sadar Kanungo or his assistant.

70. Copies of record in t.:bular Jorm- copies of revenue records
and other r ecords which are heptin tabular form shall be supplied on
the form used in Government offece. Such forms shall be supplied free
F)y the .Collector out of his sotck. Each Collector should increase his
indent in order to provide for need copying agency.

71. The following are ationg d i i
iven o suen fo g documents of which copies should

Decrees
Notice of ejectment
Criminal charge
Headings of opening shecls in Jjudicial records
. Ex.tracts from jamabandies, mutation registers, Khasra
girdawaries, sttlements records and others at the discretion of the Col-
lector.
) d’;Z. A copy of copy ought never to be granted unless expressly
asked for as such as for instancc in order to call in questions the conec{-
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i use as possible should be made of

d shalt be given on every copy. In the case of

ey

ness of the copy granted. The fact thatitis so required should be entered

in heading.
73 After the copy has been made, and before it has been revised

and attested. the following particulars shall be endorsed theron in tht
cawe of copies made in tht English language in English, and in the case
of copoes made in Hindi in that lanuage :

(a) Number of the application i Register.

(b) Name of the applicant.

(c) Date of presentation of application

(d) Number of sheets used.

(e) Amount of copying fee charged

(f) Date of notice declaring when copies are ready.

(g) Date of delivery.

(h) Name of the copyiest.

74. Autestation of copy before issue- (a) A copy shall not be deliv-
cred to any person until it has been examined. certified and paged. The
attesting officer is respondibie that the provisions of the law and of these
rules and orders have been in all respects, complied with.

(b) Every atiesting officer shall, before he attests an copy in the
marner prescribed by these rules :

(i) Personally compare such copy with the original record from
which it has ben made. For the purposes of faciliting the comparison of
any copy, the copyist, who made it. may be called upon to assist by read-
ing out the original ;

(ii) attest every alteration made in such copy by inifialling the
same ;

(iii) examine and initial the endorsements made

(iv) examine the headings and form of the copy, and see that they
are in accordiance with the law rules and directions applying such copy ;

(v) See that the fees have been properly calculated and entered in
the registers.

(e) When any copy is found to be in all respects correct for deliv-
ery to the applicant the attesting offecer shall endorse theron the follow-
ing words :

Certified to be a true copy.

and shall sign and date the ensorsement, and subscrible his official des-
ignation.
(d) He shall then cause the proper seal to be affixed to the copy. If
the copy covers more than one sheet of paper, the atterding offecer shall
endorse the word attested on every such sheet, and shall enter his initials
and the date therunder.

(e) In the event of any copy being found to be uafit for issue by

reason that it :-
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(1) has not been clear!. 1 ibly and neatly w ritten :
' () is notin the presceril < form or on a paper of the preseribed
quality.

({:1) IS soncorrect that res i .ion has rendered it unfit for issue ;
(iv) does not conforn 1o these rules and order or
(v) 1s atherwise open to oljection, the offecer shall forthwith write

ithe »t«'ord canccelled across the « opv and a fresh copy shall be made with-
out further charge.

' ‘(/) The affixing by an .- ting officer of signature to a copy in a
.ccmmatc that the official in quietion has personally satisfied himself of
s accuracy after a personal coniparisonof the copy with the original.

75'. Delivery of copy- (1) When a copy is ready for delivery and
the apphcamA or his agent is pic «nt, the copy shall be given to them,
after recovering balance of copying charges search fee, if any due. Any
surplus pie papers shall be retiined L If the applicant or his agent is not
present a notice over the sign:tiure of the officer superintendent or head
clerk sﬁall be affixed to the netice board, notifying that the copy is ready
for delivery. If form the date o1 (. fixing of the notice the aplicant or his
agent appears within one month the copy shall be delivered to him.

(b}_ If the copy is to be dclivered by'pdst and sufficient poét'age
stamp to cover the postal charges have been furnished, the copy or cop-
es shall be sent by post registcicd A.D. - o

(c) Ifthe applicant or his agent does not appéar' within the stipu-

lated period the application shall be filed and the copy shall be cancelled
under order of the officer competent to ordér the grant of copy and entry
will be made in the regster of application. .

R 76 Employment of copyics- (@) For the prepa'r,ationf:f copy
atheadquarters and the district the Collector shall énglige qualified copy-
ist. The number of person to beengaged in each district will be fixéd by
the collector of the District. The number should be fixed with due regardto
actpal;rcquirermems‘ for the work of copying records. But no copyist,
while entertained of rcopying work may under any pretext whatever, be

employed on work other than copying or assisting in the attestation of =

copies msde by him self
_(b) - Persons engaged as copyist shall be *
() of aassure good character'and®
.{i7) competent to write (1 type) fast and well
_.(©) . The Coliector shall allot copyist to differsht offices or courts
out of the strength fixed for the district iri'fc'(')‘risi‘de'r»aiibfn of copying work

ineach place. The number assigned to the various courts, and offices can

very ‘z__'i’c_c.or_ding_to theincrease or decrease of work. :
71. Remuneration to be juid- (a) The copyist'approved for copy-

ing work by the collector shal] receive no fixed salary but will be paidon
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remuneration basis at the following scale :-

(1) Forcopying one sheet in double space Ordinary copy.
or any portion thereof. Sanna per sheet
Urgent copy.

{0 annas per sheet
(2) For duplicate typed copy Half theabove rate

(3) For bouk, register, map or plan etc. vide One half of the am
para 62/C cunt charged as co-

nying lfee.

Note - Search fee if charged shall be credited to Government. No remu-
neration is to be paid onit.

(b) A register of work done byeach copyist will be maintaind in
#orm III at appendix (1) Regular entries in this register shall be made. A
eill for payment of remuneration to each copyist shall be prepared monthiy
on the basis of entires in register maintainde in Form No. II1. the offecer
in charge of the office where the copyist may be working will attest the
bill after satisfying himself about the correctness of the entry the pay-
ment orders shall be made by the collector out of the fund which will be
allotted at this disposal for this work..

78. Provision for payment of ramuneration (a) A  lump
sum provision will be made in the budget of the G.A.D. for payment of
remuneration to copyist . Out of this fund nexessary amounts shall be
aliotted to each collectorate according to volume of work.

(b) In each collectorate proper account shall be manintained for

this in the following forms :-
S.No. Name of copyist  Date

Name of office/court
sending the bill

Bill No.

3 4 5

Amount passed for payment Progressive total of the Remarks

amount paid

6 7 8

33




APPENDICES




10.(a) Are fiies required by courts at headquarters issued te them
on receipt of separate requisition 1or each in the form prescribed for the
purpose.

(b) Arethe requisition slips placed in the bundles in place of the files
issued from the record room

1. Does the record department sent lists to all the couurts or of-
fices of files which have not been raturned, and ask them for verification
regarding each file.

12. Is the register of record room, maintained by the Superintendent
or official incharge of the record, work regularly.

13. Are the similar instructions for the preservation and destruction
of revenue files and registers carefully coplied with by the record depart-
ment

14. s a note made of the destruction of 'A' files in the 'goshwara’ or
list or register as the case may be and written in the fly index, if only
some are destroyed Is the note attested by the Supdt. or official incharge
of the records.

15. Is the destruction of records carried out in accordance with the
prooedure laid down in this behalf.

(b) What is the average number of files destroyed and arranged by
each destruction clerk The average is 11,000 files per destruction clerk
per annum. [f this standard is not attained the clerk at fault should be
suitably dealt with.

(c) It the time spent on the inspection of a record noted in the regis-
ter manintained by the inspection clerk

16. Are the members of the record staff (excluding the Supdt.
records and his Deputy) transferred too frequently. If so the Collector
should issue suitable orders to prevent this.

38

APPENDIX B

List of Common Errors

No.

~

Detail of mistakes

2

Reference
1o paper
on file

3

Note regard
ing correc-
tion made

4

(39

2

o

11
12

13

14
15

Name and number of viilage or name
of Tehil or Thana not Recorded.
Abstract of final order not properly
given.

Serial No. on the opening sheet not
correct.

No. and class of case either not right
or not given

No. of certificate on the index.
Serial Ne. not gicen on the papers,
or index mutilated

Name and power not given on the
heading of the depositions.

Seal not affixed and power not state
under the signature of the officer.
'A' and 'B' papers are not separated
This paper should go to ‘A’ file or ‘B’
file i
This paper is not recorded.

Paper is mutilated. Should bear
signatures.

The order is not signed by the
officer.

Abstract of order is incomplete.
Date of decision of case, name of
village, place of occurrence should
be given on paper intended to be
placed on the file.

Papers not entered in the index
chronologically but placed on the

file consecutively.
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26

—_——

o9

The list 7f connected files m;{;ur-
rectly iiled.

Exhibits are not in the pochket

The English Chitha is not i1 ],
pocket

The index should be closed at the
end, and clerk should sign.

The file is bulky, should be placed in
two file boards.

The result of fina! order not given
on the index

Stamp not punched.

Paper attached is upside dow.

The objection file should be attach-
ed to the original file of exccution of
decree and then filed.

Police diaries or first report wrongly
placed on file. Should be returned

to the Police.
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AFPENDIX C

List of papers which need not be consigned into Records, but may
be weeded out and destroyed after the period prescribed for their reten-
tion in the second column of the list. The destruction shall be carried out
by the clerk in the presence of the Supdt. Records, and shall be effected
by tearing up the papers into pieces. In the case of continued
correspondenence the file shall not be set aside for desrtuction until the

correspondence is complate.

S.No. Nature of the case Period for which
it is to be
retained

1. Crop forecasts . 1 Year

2  Application for grant of copies of papers .. 1 Year

3. Petitions of petty nature . 1 Year

4. Statements and returns of temporasy interest which

are for infomation 1 Year

5. Ordinary accounts reports .. 1 Year

6. Death reports . . - . 1 Year

7. Report regarding outbreak of epedemic etc. 1 Year

8. Casual leave accounts 1 Year

9. Grant of powers to officers 1 Year

10. Cases under the Arms Act - .- 1 Year

11. Papers regarding the encamping-grounds and supplies

and carriages for troops = 6 months
12. Papers relating to minor process of dues including

warrants of attachment or arrest for recovery of land

revenue, excise revenue, income-tex ect. when the

demand is paid before execution of warrants 6months
13. Applications for license to fish 3 months
14. Applications for leases and license of all sorts when

not granted .. . 5 . 3 months
15. Rejected applications for 'taccavi' less then Rs. 1000 3 months
16. Reports regarding transfer of treasury between tehsil-

dars and Naib-tehsildars 3 months
17. Applications for stamp vendors licenses 3 months
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rhe following files shall be destron ot in according with directions
noted against each :-

N %
S No. Nature of the case Period

I8. Reports of record-keepers regarding non- When the orders
recipt of files from courts, and slips sent passed have been
by courts explaining cause of’ delay in carried out
submission of files or nature of errors

19. Applications of Sadr wasil baki navis for Ditto
issue of orders 10 tehsil wasil biki nawis.

20. Application for refund of spoiled stamps ~ When the receipt for the
when has been sanctioned moncy paid.has been

received

After the date of fairs

or auction has passed

21. Notice recieved from the district about

f2irs, auction of liquor or other contracts

- Mise, applications in Court of wards cases

<. ¥apers regarding despatch of trcasure

belween sadr and tehisil guards ctc.

24. Vernacular papers regarding mistakes in
‘Siahas' recieved from tehsils.

25. Stamp penalty statement reccived by
Collectors from courts.

26. Quarterly returns of receipts and sales of
stamp submitted by stamp vendors.

27. Application relating to powers of attorney,
not forming part of judicial records.

28. Papers relating to the preliminary en- 3 years from the date of
quiries made through the tehsildars as to each disposal of each
the legai title of the heirs of deceased case.
soldiers in regard to their famil y pen-
sions.

29. Applications for relief from the india and
Burma Military and Marine Relief fund
and connected enquiry papers

30. Files relating to motor tax and drivers

At the end of the year
to-which the paper relate.

Three years final orders

licenses.
31. District Land Revenue Administration For the period of Settle-
Reports ment.

32. District Colony Reports

33. Misc. papers such as charge reports of teh-
sildars, and naib-tehsildars. pay of Chauki-
dars; repoits of sheriffs, reasurers eic;
filed in the Eng. office.

Fifteen years.

15 Years
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APPENDIX D

Statement showing the period for which Revenue
Registers, Books and Files shuall be preserved.

I Destruction of Registers

(i) The following revenue registers and books shali be preserved in
perpetuity, except as provided in the note to (1) below :-

l.  Registers and books to be kept permanently- All Printed ver-
nacular books, pamphlets and manuals furinshed by Government, manu-
script circular orders and rules of practice.

Note :- One copy of obsolate and superseded books pamphlets and
manuals to be kept and the rest to be destroyed. These papers
will be divided between the district record room and Land Record
office according to subjects.

2. >tatement showing original and subseqent modifications ot iocat

Sub-divisions and maps of such changes.

3. Register of Nazul property.

4. Register of Government property for which Pattas are issued.

5. Register of pensions.

(a) in account of resumed assignment of land revenue.
(b) Charitable
(¢) Superannuation and compassionate.

6. Register of land acquired for public purposes

7. Record keeper's register of all kinds of cases dicided and sent to
the commissiner's record room.

8. Register for Revenue Court cases.

9. Register of cases relating to new grants of revenue assign-
ments, resumption or lapeses of the same and mutaion of names in re-
spect of assignments for Collector's office-

10. Registers for cases relating to sale, lease or grant of waste lands
for the collector's office.

II Correspondence Diaries.

(ii) The lollowing should be kept for 20 years.

1. Registers to be kept for 20 years- Register of appeals in Rev-
enue judicial cases.

2. Registers of appeals in Revenue Executive cases.

3. Register of Miscellaneous Appeals, Petitions and Refernce
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Register of rejected and rcturned Appeals.

Register of objections in «ases of execution of decrees.

Register of appeals trom dccrees.

(iii) The following registers shall be preserved for 12 years and
shall then be destroyed :-

L. Registers to be kept for i2 years- Register of miscellaneous
applications relating to revenue courts.

2. Vend registers of licensed stamp Vendors.

3. Register of temporary alicnations of land in execution of decrees.
4. Register of Miscellanwous appeal for orders.

(iv) The following Registers shall be preserved until the Govt.
sanctions a new settlement and shall then be destroyed :-

L. Registers to be kept until Settlement - Jamabandi of estates
under direct management.

2. Register of transfer of shares to solvent co-sharers.

3. Registers of farmed estated. '

4. Registers of protective pattas or of certificate of exemption for a
term of years from irrigated assessments.

5. Fluctuating assessment statements.

6. Registers of files prepared in the beginning of a settlement to
determine in which villages remcasurement or revision of remeasurements
should be effected.

7. Register of cases relating to assessment of the land revenue other
then assessments of resumed assignments.

(v) The following registers shall be preserve for a period of six
years and shall then be destroycd :-

1. Register to be kept fin 6 years - Registers of execution of
decrees in Revenus court cascs.

2. Register of applications for 'Taccavi'.

3. Register of application< under the land Alienation Act.

III Destruction of Files
2. Destruction of file B- I'ilc B shall be destroyed 12 months after
the date on which the final order of the original authority in cases in

which there has been no appeal or of the final appellate authority in cases
in which there have been one or mmore appeals, has been passed.
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3. Liestruction of fife A- File A shali be destoved atter the lapse of
the period specified in the hist following -

4. The tfollowing files shall be preserved in perpetuaity -

1. Cases of grants of waste lands :ri which : proprictary title is
conferred including tiles of colony grants of arable lands and house sites.

2. Cases decided during settlement relating to the title of
Malikana.

3. Lambardari, Patelar, Cases relating to appointment or dis-
missal of a headman where ar heir does not succeed : and cases of
reduction in the number of villages headmen where an heir does not
succeed ; and cases of reduction in the number of village headmen.
Undisputed lambardari cases should be destroyed 3 years after date of
final order.

4. The index and instrument of partition, which schedule and
copy of tracing of Shajra on partition files in which partition has been
effected.

5. Files about division of existing and formation of new villages.

6. Files of investigation into and resumption of revenue assign-
ments. On revisicn of settlement the files previous to the expired settlement
should be destoyed.

7. Files of redemption of land revenue.

8. Files of acquisition of land for public purposes where
permamently taken up.

9. Investigations concerning the title to nazual property and
proceedings relating to waqf property being placed under the manage-
ment of the Collector or the Head or Trustees of an Institution or of a
Committee.

10. Cases regarding the formation of an estate out of waste land.

11. Files relating to villages cases.

12. Proceedings for the adjustment of rents expressed in terms of
the land revenue.

13. Proceedings relating to the remission and suspension of rent.

14. Applications for the ejectment of a tenant against whom a de-
cree for an arrear or rent in respect of his tenancy has been passed and
remain unsatisfied.

15. Applications for the ejectment of a tenant against whom a notice
has not been instituted, a suit to contest his liability to be ejected but has
claimbed compensation.

16. Applications for the fixing of the value of a right of occupancy.

17. Applications by landholders for possession of land the right of
occupancy of which has become extinct.

18. Proceedings with respect to the award of compensation for im-
provement or disturbance.

19. Suits between land holder and tenant for enhancement or redution

of rent.
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20. Suits between landholi + «nd tenant for addition o or abatement
of rent.

21. Suits for the determinaticn of rent or other sum on the xepiration
of the term of an assessment of lund revenue.

22. Suits by a tenant to estol lish a claim to a right of occupancy.

23. Suits by a landholder (o «ject a tenant.

24. Suits by a tenant for i+ v ery of possession.

25. Suits by a tenant 1o conte ot liability to ejectment.

26. Suits by a landholder 0 et aside a transfer made of a right of
occupancy.

27. Any other suit betw i landholder and tenant arising out of the
lease or conditions on which a1 tenancy is held.

28. Suits for sums payabl:- on account of village casses or village
expenses.

29. Khatauni of grant of colony squares.

30. Proceedings regarding istribution of assessment at settlement.

31. Amangements for land or hill torrent irrigation of permanent nature.

32. Files of inutation appcals.

be preserved for 35 complete yvears :-

i. Acquittance Rolls an: rcgisters relating to pensionable as well as

non-pensionable establishment.

2. Cases of appointments. dismissals and complaints against Gov-
ernment servants which have rcsulted in a departmental enquiry into an

officer's conduct or the passing of a censure.

3. (a) Character Rolls should be kept until the death of the official
concerned and then destroycd. (b) Service books should be destroyed

five years after death or retirciiicnt, whichever is earlier.

6. Files to be kept for 12 vears - The following files shall be pre-

served for 12 years and shall then be distroyed :-

5. Files to be kept fot 35 ycars - Following files and register will

Sernal Nature of Case

Time when period
No. begins to run.

1. Rectification of boudaries of holding by ~ From Date of final order

consent.

2. Ward's estated-Proceedings in which the From date when control
of Court of Wards was
withdrawn.

estate was declared subject to the Court of
Wards ; inventcries of property ; annual
accounts ; appointment and removal of
managers or guardians.

3. Assessment of ground rent
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From date of prepartion

2 B

Partition files in which partition has been  From date of final order
effected with the exception of the papers

included in para 5.

7. Files to be kept foir ¢ years - The following files shail be pre-

served for six years and shall then be destroyed : -

S. Nature of case Time when period begins
No. (o run.
1. Revenue Court cases namely

(¢) Suits by a co-sharer in an estate or From date of final order.

holding for a share of the profit thereof

or for a settlement of accounts.

(1i) Suits tor the recovery of over pavments From date of final order

of rent or land revenue or of any other

demand or which a suit lies in a Reve-

nue court.

(#i7) Suits by a land holder for arrears uf From date of final order

rent cr the money equivalent of rent, or for

sums recoverable as rent.

(iv) Suitsbya landholder to recover moreys From date of final order

claimed as due for the enjouyment of

right in or over land or in water including

rights of irrigation, right of pasturage

and forest rights.
. Cases under land Alienation Act Ditto
. Recovery of arrears by attachment or From date of removal of

annulment of assessment
Recovery of arrears by transfer of
holdings

attachment or sequestration
From the date when the
iand is restored or the
transfer become absolute.
Recovery of arrears by sale of estate or  From date when the sale
of right and interests in land or houses becomes absolute.
other than that on which the arrear
accrued.
Applications with respect to the division or From date of final crder

appraisement of produce.

47




S

Name of case Time when period

No. begins to run

Time when period begins

" Applications for the ¢jectment of a tenant on

Whom a notice of ¢jectment has been final order.
served and who has not instituted a suit to
contest his liability to be ejected has not

claimed compensation.

. Applications for the determination -Ditto-
(i) Of the rent payable for land occupied by -Ditto-
crops uncut or ungathered at the time of
an order being made for the cjectment of
a tenant, or :

(ii) Of the value of such crops or of the sum -Ditto-

payalbe to the tenant for labour and
capital expended by him 1n preparing
land for sowing.

8. Files to be kept for 3 vears- The foliowing revenue files shall be

preserved for three years and shall then be destroyed :-

From the date of

S.

Name of case Time when period

No. begins to run

t9

9.

Suspensions or remissions of land revenue  From date of remission
or recovery of balance
Recovery of cost of erction or repair or From date of final order

survey marks

. Application for partition when no partition -Ditto-
has been made.
Claims for division or appraisement of produce -Ditto-
Applications by tenants to deposit rent -Ditto-
Applications for service of notice of relin- -Ditto-
quishment
Applications for service of notice of ¢ject- -Ditto-
ment
Applications for service of notice of intended -Ditto-

transfer or of intended foreclosure of other
enforcement of lien.

Refused applications for (i) exchange of From date of receipt

square and (i) alteration of roads in in record rocm cclonies.
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S. Nature of case

NoO. to run.

10. Cases regarding grant or trees from Govern FFrom date of receipt
ment reserves ; sale of trees and grass trom in record room
Gevernment land; permission to cut trees
from dakhil bachh land.

11. Cases ralating to the fulfilment of colony From the date of the
conditions order of grant of pro-

prietary rights

12. Cases relating to unclaimed movable property From the date of the
and cofiscation thereof final order.

13. Cases relating to the erection of culverts and -Ditto-
the recovery of culvert demands.

11, Applications regarding excess collections From date ot receint
and their refund. in record room.

15. Securities of farmers From termination of

leases or recovery of
balances when due

16. Lambardari, Patelai cases except those in From date of final order
-cluded in para 5 (3)

17. Maufi or Jagir cases not included under -Ditto-
para 5

18. Acquisition of land for public purposes ofa When land is restored.
temporary character.

19. Cases relating to the Chaukidari tax or ap- From the date of final
pointment, dismissal of Chaukidars etc. order

20. Treasuty cases in which Vernacular pro-  From the death of pen-
ceedings have been recorded. sioners in the case of

proceedings relating to
grant to life pensions.

21. Cases of application by jagirdars for collec- From date of order
tion of revenue assignment throuhg Tehsil, granting.
when granted.

22. Cases of leave and complaints against Gov- From date of final
ernment servants except those which have order.
resulted in a departmental enquity into an
officer's conduct and then passing of censure. A

23. Confiscation and auction of produce of con- From the date of

fiscated squares in colcnies - final orders.
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Nature of case I'ime when period begins

NO.
‘ A to run
24 Distress and sale of movable property and From date of final
crops
o ps. orders.
25 Waste land grants where proprietary title is From expiration of
not conferred. lease
0 aQe B ) i 1 i :
26. Cases of unlawful cultivation of Govern- From the date of final
ment land orders
27. Suits by and against Government. From recovery and remis
-sion of any sum found
due to Government or
from the date of final
R order of the court.
28. Revenue proceedings in execution of From the date when
decrees of Civil or Criminal Courts for order is set aside or
attachment, sale or delivery of land becomes absolute.

9. Files to be kept for cne year- The following revenue files shail
be preserved for one year and shall than be destroyed :-

Sz Nature of case Time when period begins
No. to run
I. Casesre:indication of boundaries trom final order.
2. Cases relating to payment of service pensions From payment of
balance

3. PaApers ralating to Government dues in pauper From payment of
suits balance

4. Cases relating to spoiled stamps, and supply From thc date of
of stamp register receipt in record room

5. Refused applications for- From date fo receipt
(1) making up a dificiency in grant ; in record room.

(2) grant of extra land
(3) grant of extra land for house sites in

colonies;
(4) Conversior. f agricultural land into abadi.
6. Pay of chainmen or flag holders and recover From the date of
of cost i final orders.
7. Punishment for destruction, injury or -Ditto-

removal of survey marks.
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St Nature of case Time when period begins
No. to run
8. Reports regarding fires in forests. From the date of final
’ orders.
9. Rejected applications including appeals re- -Ditto-
garding distribution of assessment at settle-
ment.

10. Repairs and construction of public oftices.  From the date of final
adjustment of expen-

diture.

11. Cases under the stamp laws-Revenue From the date of final
proceedings only order or of recovery of
any sum found due to

Government

12. Nazul, Wagqf and patta cases. From the date of order.
13. Cases relating to collection of taccavi From the date of remis-
sion or collection of

balance.

14. Cases relating to contingent expenditure ex- From the date of
cept vouchers and payment orders. adjustment.

15. All rejected taccavi applications, and all From the date of last
taccavi files after full stisfaction. orders.
16. Records of cases under Acts such as Vehicles, From the date of
Cattle, Tresspass, Forest, etc. orders.

10. Files to be kept for indefinite period- The following revenue
files shall be preserved for the period specified against them and shall
then be destroyed.

S.No. Nature of case Period.
1. Appeals and applications for revision of  Teh same period as that
orders in cases not coming under previous prescribed for the
heads. - original case.

2. Rent-roll of fixed land revenue. Until sanction of new
settlement.

3. Annual business returns. Until submission of reve-
nue report.

4. Papers regarding additions to, and re- Until sanction of new
ductions from the rent roll. settlement.

5. Attestation of security of Governmant ser- Until the security is
vants. returned.

6. Files of protective pattas or certificates of Until sanction of the
exemption for a term of years from new settlement
irrigated ' - following the
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> No. Naturc of case O Ponio

rates ot assessments: aiso tiles of reduction  expiry of term ot
ot assessment in coasequence of loss of
means of irrigation.

exemption or until a
register is prepared mn-
corporating the orders,
whichever period is
shorter.

S. No. Nature of case

I'1. Before destroying file of any proceeding care must be taken to
separate and remove from the file all documents belonging to 'private’
persons or to Government as a party to the proceeding, which have not

been superseded by the decrec or impounded in the case in which they
are produced.

i 12. (i) When, under the above rules, the papers contained in any
file are destroyed a note to the effect shall be made against the entrv of
the case in the Goshwara. ‘

. (i7) Notes made under the above instructions shall be attested by
Superintendent or the official in-charge records.

Qu) NP note need be made of the destruction of B files. such
destruction will be presumed to have been effected in accordance with
the rule.

13.. The work of destruction shall be carried out under the direct
supervision of the Superintendent or the oficial in-charge record and shall
be effected by tearing up the papers to be destroyed.

) 14. The following register shall be preserved for the period noted
against each from the date of the last entry and shall then be destroyed.

S. No. Nature of case Period
1. Siahanavis's cash book 6yrs.
2. Khatuni malguzari dakhila bhai arzirsals 3yrs.
3. Taccavi kist-bandi 3yrs.
4. Treasurer’s cash book 3yrs.
5. TTehsil stamps store register 3yrs.
6. Treasurer's counterpart of double-lock stamp

Store register 3yrs.
7. Tahvil stamp store register 3yrs.

0

Register of payment of stamp duties and penalties

on account of insufficiently stamped documents  3yrs.

9. Regester of misals taken from the record room
for referznze

10. Asamiwar statements of land under direct mana-

Zement 3yrs.

3yrs.
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Period

11. Canal Khataunis and files connected with the

coilections of occupier's owners rates 6yrs.
12. Copying agents registers 3yrs.
13. Register of files issued 3yrs.
14. Register showing dates fixed for hearing appeals

(Judicials and exccutive) 3yrs.
15. Register of files, parawanas, rubkars, files etc.

despatched 3yrs.
16. Register of application for copies 3yrs.
17. Tehsil list of balances 3yrs.
18. Statements of local rates and other casses 3yrs.
19. Return of ioans granted to agriculturists 3yrs.
20. Vernacular statement of lienations of state lands ~ 3yrs.
21. List of revenue buidings 3yrs.
22. Budget estimates under revenue heads of a/c 3yrs.
23. Statements showing the share of land revenue to

which the irrigation department is entitled to

to take credit in its accounts 3yrs.
24. Khataunis of taccavi advances 3yrs.
25. Register of demand and collections of fluctuatiing

and miscellaneous land revenue 3yrs.
26. Tehsil indents for stamps lyr.
27. Vernacular statements of fines received from

courts lyrs.
28. Register of contingent charges Syrs.
29. Contingent cash book 1Syrs.
30. Abstract register of receipts and disbursements 12yrs.
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APPENDIX E

Stateinent showing the manner of classification of criminal cases
and the period for which criminal records, books and files are to be pre-

served as laid down in the General Rules (Criminal), 1952.

Clusses of Records- Record shall be classified as follows -

Class I- Every coplaint dismissed under section 203 of the code of

Criminal Procedure, 1898.

Every case compounded under the law. Every application dismissed
and every miscellaneous report or Proccedings, when not filed as part of
the record of a regular case.

Every case under section 133 of the Criminal Procedure Code.
EEvery case in which an accused person is acquitted under section
247 or 248 of the code of Criminal Procedure.

Every case under the following laws in which the offence charged is

punishable with fine only or with imprisonment not exceeding one year,
with or without fine.

1. The Motor Vehicles Act (IV of 1939).

2. The Prevention of Cruelty to Animals Act (X1 of 1890) as adapted
to Rajasthan.

3. The Cattle Trespass Act (I of 1871), as adapted to Rajasthan.
4. The Vaccination Act (XIII of 1880), as adapted to Rajasthan.
5. Laws relating to stage carriages or hackney carriages.

6. Laws relating to Municipalities or other Local bodies.

7. The Rajasthan Stamp Law (Adaptation) Act, 1952.

Note (1) The register of regular criminal cases should be properly
maintained and should show convictions where sentences are passed.

(2) Cases in which the order under the section 133, Criminal Pro-
cedure Code, is made absolute under sections 136, 137 or 140, Criminal
Procedure Code, should be treated as falling in class I11.

ClassII- Every case in which the offence charged is punishable with
fine only or with imprisonment not exceeding one year with or without
fine; except offence the following Acts -
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(1) The Rajasthan Public Gambling Ordinace, 1949
(i) Laws relating rto criminal tribes.

fiii) Laws relating to excise.

(iv) Laws relating to opium smoking.

(v) Laws relating to sali.

Every appeal and revision case.

Class I11- All other cases including cases under section 108 of the Criminal
Procedure code-

Provided that a court for reasons to be recorded in writing may order
that any case or proceding belonging to class I be treated as belonging to
class 11 or class 111 or any case belonging to class Il treated as belonging
to class III.

94. Destruction of papers- The entire record in class I shall be
destroyed upon the expiration of one year, Part B in classes Il and 111
shall be destroyed upon the expiration of three years, reckoning from the
30th June or 3 Ist December next ensuing after the order dispesing of the
case.

Part A in Class Il shall be destroyed upon the expiration :-

(a)Of ten years in a case under section 108 of the Code of Criminal
Procediure, and in a case tried by a court of session, or by a Magistrate,
in exercise of the powers granted to him under section 30 of the code of
Criminal Procedure except that (i) in every case that judgment or final
order of the Sessions Judge or Magistrate shall be ratained for 50 years;
and (II) in a case in which a conviction was under chapter VI of Indian
Penal Code, the whole of Part A shall be retained for 50 years :

Proviso- In case tried by Session Judges in which punishment awarded
is more than 7 Years regorous imprisonment, special order of the Sessions
Judges shall be taken i each case to destroy Part A of class Il after ten
years.

(b) of five years in other cases; except that in every case the judgment
or final order of the Sessions Judges or Magistrates in cases in which the
offences proved is an offence punishable under Chapter XII or Chapter
X VII of the Indian Penal code with imprisonment of either description for
a term of three and upwards shall be retained for 50 years ; reckoning
from the 31st December next ensuing after the order despoding of the
case ;

Provided always that -

(9) If the warrant with the certificate as to the manner in which the
sentence has been executed has not been filed with the record beforc the
expiration of the period above mentioned, the record shall be laid before
the Court for further orders ; ’
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(i1} A Session Judge or District Magistrate, for reasons to be re-
corded n writing may direct that any record or part thercot be retained
permanently ;

(1e1) The record of casc in which an accused has absconded or is a
lunatic or a person has been ordered to pay maintenance, shall not be
destroyed until it be proved to the satisfaction of District Magistrate that
such accused or other person is dead, or unti! a period of fifty years has
elapsed since ihe order was passed. '

(¢v) therecord of cases of non-criminal lunatics shall be destroyed
upon the expiry of three years from the date the nnon-criminal lunatic is
either discharged from the hospital or is dead or from the date the appli-
cation filed under the section 5 of Indian Lunacy Act (IV of 1912) is
dismissed under section 10(2) of the Act.

95.  Disposal of record liable to be destroyed - As soon as may
be after the Ist Janury, Ist july of each year, the records liable to be
destroyed under the preceding rule shall be examined, and if their time
for weeding has expired, shall be disposal of as follows :-

(1)Confidential papers and stamps and court-fees : labels shall be
torn to pieces and burnt in the presence of the official incharge record:

notes and orders on administrative matters must be treated as cofidential
papers.

(2)All original documents and paper forming parts of records as also
certified copies of such documents and papers shall be torn across and
then sold as waste papers to the best advantage.

(3)Papers not coverd by clauses (1) and (2) and accumulation of

vsl/laste paper baskets shall be sold as waste paper without being torn at
all.

The sale proceeds of paper shall be credited to Government and in

order to secure that the best price is being obtained inquiries should be
made as to the price obtainable in the neighbouring destricts.

) As e_ach record is weedied, a note of the fact shall be made in the list
with which it was received in the record room.

96.. Retention of registers and book etc- the following books shall
be retained for the periods specified against them, computed from the
date of the latest entries :-

S.No. Description of book or register Period
1. Registerof fines, compensation, depodits, penal-

ties and fees Five years
2. Register of requistions for records Three years
3. Register of Records requisitioned and returned Three years
4. Register of the records taken by the presiding

officer for examination one year
5. Inspection of registers one year
6. Register of copies One year
7. Stock book of printed forms Three years.
8. General Register of correspondence files Six ycars.
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S.No. Description of book or register Feriod
9. Register of letters issued Three year
10. Register of letters received Three years
11. Register of general letters and circuiars Thirty years.
12. Register of complaints Six years.
13 Register of regular Criminal cases Fifty years.
14. Register cf miscellaneous Criminal cases Five years.
15. Register of regular Criminal cases disposed of Two years.
16. Register ofMatkhana articles Twelve years
17. Register of Police Reports of Offences Six yearss.
18. Register of miscellaneous Police Reports Two years.
19. Register of cases transferred under section 192

Criminal Procedure Code Three years.
20. Register of Criminal appeals Three years.
21. Register of Criminal appeals disposed of - Two years.
22. Register of Criminal Revisions Two years.
23. Register of Criminal Revision disposed of Two years.
24. Rcegister of Sessions Cases Fifty years.
25. Register of cases referred under section 123 Five years.
26. Register of Sessions cases disposed of Three years.
27. Register of closed Registers Permanently
28. Register of witnesses Three years.

97.Retention of certain papers for more than one year- The fol-
lowing papers shall be retained for the periods specified against them,
computed from the 31st December of the year to which they relate :-

No.

Description of papers.

Period of retntion.

1.

Periodical staements and returns other than
annual reports or returns and office copies of
them and correspondence regarding them

Three years.

2. Copies of orders forwarded under section 167

of the code of criminal Procedure, 1898, if

not files with the record of a case Three years.
3. Proceedings in respect of absconding witnessis

under section 87, 88 and 89 of the Code of

Criminal Procedure, 1898 if not filed with the

record of case Three years.
4. Invoice of consignments to the recoerd room  Three years.
5. Papers relating to cotingent charges charges  Three years.
6. Punishment of officials, after final orders have

been carrid out and entry made in service

book Three years.
7. Certificate of transfer of charge of office Five years.
8. Annual Reports and Returns Twenty years.
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three vears “- (1) The following papers shall be retained for one year :
computed from the 31st December of the year in which they were written
and in case of letters from the 31st December % the years in which the
correspondence  «as closed T

S. No. Description of papers.

_—*_——_

98 Rerenti Rt Do ; ’
S. Rerention of certain papers for a period of one vear and

/. Application for copies, i1 not tiled with the records of the cases to

whxch they ralate and correspondence ralating to them.

Reminders.

Ceorrespondence relating to leave and transfers.

Correspondence relating to the service or execution of Criminal

. processes and to the suinmoning of jurors and assessors.

5. Conespondcncg with other departments regarding Criminal proceed
ings under special laws.

6. Office copies of caiendars of committed cases.

7. Correspondence ralating to questions of practice or pricedure which
is concluded by the publication of a rule or order of copentent au
thority.

8. Co¢espondencc and applications regarding emplyment.

9. Copies of jugment and statements of the results of Sessins trials
(Chapter IV rule 32)

£ w00

(2) The following papers shall be retained for three years, computed
from the 31st December of the year in which they ate written and in case
of latters, from 31st December of the year in which the correspondence
was closed.

No. Descioption of papers

1. Correspondence regarding books, and furnitue and repairs of courts.

2. Indents for forms, stationery or sdditional copies of circulars and
correspondence relating thereto.

38 tkl;_c;respondence relating to salary, travelling allowance and contin-

gent bills.

99. Destruction of papers :- At the end of the period specified for
retention, the books and papers mentioned in the three rules immediately
preceding shall be destroyed in the manner prescribed in rule 85 :

Provided that a Sessions Judge or District Magistrate, as the case
may be, may at his discretion direct the retention for a linger period or
Eetrmanently of any paper which he may consider likely to be useful in the
future.

100. Notice to be given before distruction of original decuments-
In cases in which original documents have been filed in a Criminal record,
the Sesn_ ons Judge or Disttict Magistrate, as the case may, be shal before
destroying th; Record on expiration of the period of retention, give norice
by post, service bearing to the parties concerned intimating to them the
1mpen_dl ng de;lruction of the record and calling upon them to take back
the vriginal dicument in question. If the dicuments is not claimed, it shall
l'bietfjestroyed after expirty of three months notice from the date of such

otice.
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APPENDIXF

Rules regarding the destruction of Accounts records in offices
rendering Accounts to Accountart General as sanctioned in
Genral Financial and Account Rules.

Appeindix XII.

The destruction of records (including correspondence) connected with
accounts is governed by the following rules and such other subsidiary
rules consistent therewith as may, heareafter, be prescribed by Govern-
ment in this behalf with the concurrance of the Comptroller and Auditor
General of India :-

(a) The following should on no account be destroyed :-

Records connected with expenditure which is within the period
of limitatin fixed by law.

Records connected with expenditure on Projects, schemes or works

not competed, although beyond the period of lamitation.
Records connected with claims to  service and personal matters
affecting persons in the service.
Orders and sanctions of a permanent character, until revised.
(b) The following should be preserved fot not less than the periods specified
againt them :-

Description of records. Period of preserva
tion years
Annual Extablishment Returns (Books of Establish-
ment) v 35
Registers of contingent expenditure S

Sub-vouchers for sums above Rs. 25/- pertainint to

contingencies 3
Sub-vochers for sums of Rs. 25/- or less pertaining to 3

contingencies ortill the
inspection by

the accoutat

General's of fice,

which ever is

earlier

Detailed budget estimates of an office S

Traveiling allowance bills and acquittance rolls

relating thereto 3
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Note 2:- The period of preservation of account records in the Public
Works offices are prescribed reparately by the Government.

(c) Where a minimum period after which any record may be
destoryed has been prescribed, heads of departments may order in writ-
ing the destruction of such records in their own and subordinate offices

on the expiry of that period counting from the last day of the latest orfecial
year covered by the record.

(d) Heads of departments are competent to sanction the destruetion
of such other records in their own and subordinate offices as may be
considered useless, bui a list of such reccitds as properly appertain to
the accounts audited by the Indian A udit andA ccounts Departinent should
be forwarded to the Accuntant General for his concurrene in their de-
struction before the destruction is ordered by the head of the depart-
ment.

(e) Full details should be maintained permanently in each officc of
all records destroyed frcm time to time.
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APPENDIX G
LIST OF INDEX HEADS
i'his is a general list and many of the headings are not required in all
otfeces. A head may be used alone or m combination with any sub-
heads. \ny head, may. :f appropriate, be used as a sub-heads, under any
other sub-heads. [..:cal classification should be introduced where possi-
ble. For mstance for indexing papers relating to asignments, leaves etc,

of land ot encroachments, after the main head 'Encroachment’ etc, of

land or to name of district or tehsil or village. Personal papers relating ro

officials should be indexed under the name of the officers concerned.
"Al'

Accidents.

Accounts-General

Accounts- Adjustments.

Accounts-Objections.

Advances.

Acts.

Acquisitions.

8. Adminstrative Powers,

9 Administration Reporis

10.  Agricultural Survey.

11.  Agricultural-Statisties.

i2.  Alienation-Land.

13. © Administrative Sanctions.

14.  Allotment.

15, Allowance Bonus.

" Charge.
Compassionate.
Convey:unce
Deputaton.
House rent.
Personal.
Travelling

N OV U Lo b —

16. Appeals.
17.  Appointments.
18. Assessment

" Land.
" Revenue
Audit.
|B'
19.  Budgets.

20. Bills.

21.  Board-Municipal.

22.  Board-District.

23.  Booksand Publications.

24. Books-Service.

25. Boundary.

26. Building Government rented.
27. Bungalows.

28.  Burning and burial grounds.
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42.

Papers relating tc inividual estatesto be indexed under the names of

llC-'
Canals.
Cattle-census

" diseases.

" Mortality.

" Pounds.

! Shows.

" Trespass.
Census.
Cesscs.
Charitable endowments.
Circulars. _
Compassionate pension.
Compensation.
Conferences.
Constructions.
Contingencies.
Convicts. ) o
Co-operative Credit Societies.
Courts of Wards (C.W.)

such estates.

43.

44.

Courts.

Bench.

Civil.

Criminal.
Criminal appeal.

|'D"

Dacoity.
Dairy.

Dam

Darbar.

Darkhast.

Deaths.

Defalcations.

Defamation.

Delegations.

Dem%nmd, collection and balance (D.C.B.)
Demarcation.

Depressed calsses.
Destruction of Records
Destruction of Wild animals.
Dsmissal.

Distrubution list (of work)
District Boards

District Municipalities.
Divisional Officers.

" E'i
Elections.
Electoral Rolls.




06, i-mbezziement.
57.  Encroachments.

68, Endowments. 22 lJrrigalion (lrri)
Charitable °0. Jaglr
Religious. 97. Jails.
69. Epidemic diseases. v
ZO. tstablishments. g8 Land:
s 99. Land acquisition. L.A.
“nder this head general orders relatin . : 100. Land alienation.
e ; LS g to estates will be indexed. = : TG
ll_uiil\’/ldual estimates wnl} b.c indexed under the heads to which the indi- lOi. tang as'm%;nnu’nl.
vidual work relates, e.g. irrigation, buildings ctc. :83 [ C:gd ?lca; ment.
72 Fair “F 104. Land Encroachment.
7,*' B . 105. Land Improvement.
.,3‘ Family pension. . 106. Land Revenue.
4. Festivals. 107. Land Transfer.
;g Financial statements. 108. Law and Justice.
- Fines. (General orders. about individuai orders infliti L
- S. ¢ /i ting e
indexed under the personal name of the officer fined.) M 110. Legislative Assembly.
ﬁ; fingers prints. } 112 tlbral’y.
/8. Fire. . Loans.
79. Funds. . 113. Local Fund.
Appropriation. M
Endowment. 114. Maps
Expenditure. : '.'O"
Re-appropriation. , 115. Objection Statement. : ,
Resumption of ‘ 116. Office manual. \
Sinking. 117. Oftice orders (General ordersregarding their issue etc, indi-

Surrender of. vidual orders will be indexed under their subject heads) -
Transfer of.

IIP"
80.  Fumniture. 118. Patta.
"G : 119. Pattadar.
81. Gazetted Officers. 120. Patta transfer.
83. General Provident Fund. 121. Pensions (pens.)
B4 Granpyy oretionary. 123, Pertodical Beturns.
s iratuity. . .
g 124. Permanent advance. T S
"H" 125, ‘Permits. - . SR
85. % 126. Political agitations.
gg S::(Jjans. ‘ ‘ 127. Political detenuous.
87 H dmen. ‘ 128. Post office. .
’ s 129. Pounds.
S 130. Press
I ‘ 131. Press Communique.
88.  Income Tax. | 132. Process.
89. Indents. ' 133. Processions.
90. Indutries. 134. Progress Reports.
91. Inquries. e 135. Projects. )
92_ Insolvency. ! 136. Proportionate gens:ons.
93_. Invalid pensi 137. Provident Fund.
94._ I?Liévgf:g,gn' 138. Public endowment.
o 139. Public Servants inquiries.
140. Public Words Department (P.W.D.)
64 141. Publications..
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142.
143,
144.
145.
146.
147.
148.
149.
150.
151.
152.
. Remissions.
154.
1558
156.
. Resettlement.
158.
159.
160.
161.

175.

183.
184.
185.

186.

"R'l
Rain Fall.
Reappropriation.
Record room.
Record of rights.

Recovery of rent of revenue.

Recruiting.

Refunds.

Registers.
Regulations.

Relief Works.
Religious institutions.

Remittances.
Rent.
Rent recovery.

Resignation.
Retirement.
Returns.

Revenue recovery.

||SQ'

. Sanitation.

. Scholarships.

. Service books and rolls.
. Settlement

Smuggling.

. Societies, co-operative credit

. Stamp vensors.

. Stationery.

. Subsidy.

. Sub-treasury.

. Summons revenue.

. Surrender of funds.

. Survey.

Suspensions (General orders on this subject. Individual cases

will be indexed under the personal name of the officer concerned.)
176.
177
178.
179.
180.
181.
182.

Touring.

Transfer of charges.
Transfer of funds.
Treasurer.
Treasure-trove
Treasury.

Trees.

” U'!
Unauthorised.
Unclaimed property.
Uniforms.

"V"
Village officers.
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APPENDIX-H
FORM NO. 1

Goshwara of Revenuc Basta.

Date of re-  Serial No.  No. of suit. ~ Names of par- Nature of

ceipt. ties suit.
1 2 3 4 S
Date of final  Abstract of final ~ No. of papers  Date of destruction.
arders. orders and order

on review.
6 7 8 9
Record keeper's Remarks.
signarure.
10. 11.

FORM NO. 2.

Goshwara of Criminal Basta.

Date of re- Serial No.~ No.in general  No. of casc. Names of par-

ceipt register. ties.
1 2 3 4 5
Zharges Date of  No. of Date of Record Remarks

final order papers.

destruction. Keeper's

signarure.

6 7 8

9 10 11

Files of appelate review or revision and execution orders shall
be attached to the original file and an abstract entered in the index of tha

file.
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APPENDIX i
FORDM NO. |

Subject-Register of application ior copy.

SNo. Name and residence Name of the court or Name and nature of

ofapplicant. office to which file  case with name of
belonged. partices.
1 2 5 4
Date of order or record of - Date of presentation of  Number of sheets V
which copy is desired. application. uscd
5 6 7
Fees: Court fee stamps
& 9
Free due ordi- Urgent Search Total | Received Used Returned un-
nary. fee. fee. used.
Date ot preparation Cause of Name of Copyist. Number of’
of copy delay, if any ' register No. 2
10. 11 12 13

initial of offecer-in-charge authorising delivery of copy with date

of delivery Remarks.
14 15
FORM No. 2.
Date SNo. Numberofappli- Name of copyist, Number of
cation in register sheets used
No.1
1 2 ' 3 4 S

Copying fee due How delivered whether Initial of offecer. Remarks.
personally or by post.

6 7 8 O
FORM NO. 3
Subject :- Register of work done by copyist. o
Date  Name No. in register Sheets used  Fee realised
1 2 3 4 5
Sum of fees due to copyist. Daily total. Intitial of the offeqer.
6 7 8

Total for Month.

68




