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5MTFGL 5F;[ VYJF 5MTFGF lGI\+6 C[9/G]\ NOTZGL lJUTM GLR[ D]HA D]SJFDF\ VFJ[, K[P 
 
 

s!f Z[S0" ~<; 5{SLGF\ TFZJ6L SZ[, S[8[UZL JF.; VFZMuI lJEFUG[ ,FUT ~<; ov 
 

S|D LJUT S[8[UZL sZFBJF HMU JQF"f 

! 9ZFJGL OF., q *# s0Lf GL OF.,P 

(A) 

SFIDL ZFBJF  
Z 0[0:8MS ZHL:8ZP 

# U[h[8 q ZFHI 5+MP 

$ cc GFX SZJF 5F+ cc Z[S0" GFX SIF" V\U[GL IFNLP 

5 
 

VFZMuI BFTFDF\YL ACFZ 5F0JFDF\ VFJ[, 8[g0Z OF.,P 
(B) 

Z5 YL #_ JQF" ZFBJF HMU 

& Z;LNA]S s;FDFgI 5CM\RfP 

(C) 
!_ JQF" ZFBJF HMU 

* AL, ZHL:8ZP 

( ZLOg0 ZHL:8Z + BTJ6L ZHL:8ZP 

) .GJ0" ZHL:8ZP 

!_ VFp8J0" ZHL:8ZP 

!! EZ6F ZHL:8ZP 

!Z 
R.T.I. v Z__5 V\U[ VFJ[, VZHLG]\ GM\W ZHL:8Z TYF 

VZHL lGSF,P 

!# 

R.T.I. v Z__5 V\U[ VFJ[, V5L,G]\ GM\W ZHL:8Z TYF 

VZHL lGSF,P 

!$ SD"RFZL CFHZL 5+SP 

!5 JS" VM0"ZGL OF.,P 

!& 8[g0Z GM8L; V\U[G]\ ZHL:8Z q OF.,P 

!* VMl08 JF\WFGL OF.,P 

!( ZF+L :S[|5L\U q A|XL\UGL SFDULZLGL OF.,P 

!) 85F, A]SP 

(D) 

_5 JQF" ZFBJF HMU 

Z_ VFZMuI BFTFGM JFlQF"S VC[JF,P 

Z! GM\Wq 5lZ5+qVMlO; VM0"ZGL OF.,P 

ZZ lJlH,g; lJEFU ZL5M8" OF.,P 

Z# V[:8F XL0I],P 

Z$ VMG,F.G J[A OlZIFN ZHL:8ZP 

Z5 HL ;\S,G H~ZL 5]T"TF V\U[GL OF.,P 

Z& .g0[8 A]SP 

Z* 0MZ 8] 0MZ ZL5M8"GL OF.,P 

Z( ;]5ZJF.hZL :8FOG]\ CFHZL 5+SP (E) 

_Z JQF" ZFBJF HMU Z)  C.L.ZL5M8" TYF SF0"P 
 

sZf Z[S0" ~<; 5{SLGF\ TFZJ6L SZ[, S[8[UZL JF.; 0L:5[R lJEFUG[ ,FUT ~<; ov 
 

S|D lJUT s.GJ0" ZHL:8Zf S[8[UZL sZFBJF HMU JQF"f 
   

! HGZ, .GJ0" ZHL:8ZP  
   

Z 5F6LGF OMD"G\] .GJ0" ZHL:8ZP  
   

# DwI:Y SR[ZLG]\ .GJ0" ZHL:8ZP  
   

$ D[IZzLDF\YL VFJTL 85F,MG]\ .GJ0" ZHL:8ZP  
  

(D) 5 HLP;\S,G .GJ0" ZHL:8ZP 
  

_5 JQF" ZFBJF HMU & SM5M"Z[8ZzLGL 85F,G\] .GJ0" ZHL:8ZP  
   

* hMG, RLOzLGL 85F,G]\ .GJ0" ZHL:8ZP  
   

( 9ZFJMG]\ .GJ0" ZHL:8ZP  
   

) 9ZFJ ZHL:8Z VG[ HFC[Z AF\WSFD ;lDlTG]\ .GJ0" ZHL:8ZP  



!_ VgI ;lDlTG]\ .GJ0" ZHL:8ZP 

(D) 

_5 JQF" ZFBJF HMU 

!! DF;LS ;FWFZ6 ;EFG]\ .GJ0" ZHL:8ZP 

Z hMG, RLO DF\YL VFJTL 85F,MG]\ .GJ0" ZHL:8ZP 

!# 5F6L BFTFG\] ZHL:8ZP 

!$ HDLGvlD<ST BFTFG]\ ZHL:8ZP 

!5 9ZFJMG]\ ZHL:8ZP 

lJUT sVFp8 J0" ZHL:8Zf 

!&  DC[SD lJEFU VFp8J0" ZHL:8ZP 

(D) 
_5 JQF" ZFBJF HMU 

!*  S]ZLIZDF\ VF5JFDF\ VFJTL 85F,MG]\ VFp8J0" ZHL:8ZP 

!(  V[0LP;L8L .HG[ZzLG]\ VFp8J0" ZHL:8ZP 

!)  VFZP8LPVF.P VFp8J0" ZHL:8ZP 

Z_  HGZ, VFp8J0" ZHL:8ZP 

Z!  NZBF:TMG]\ VFp8J0" ZHL:8ZP 

Z5  VF.P;LPGF GF6F\ VFp8J0" ZHL:8ZP 

Z&  hMG, RLOzLG]\ VFp8J0" ZHL:8ZP 

Z*  JS" VM0"Z VFp8J0" ZHL:8Z  
 

s#f Z[S0" ~<; 5{SLGF\ TFZJ6L SZ[, S[8[UZL JF.; V[SFpg8 lJEFUG[ ,FUT ~<; ov 
 

S|D LJUT S[8[UZL sZFBJF HMU JQF"f 
 

!  Z[JgI] BR" ZHL:8ZP 
s;Lf !_ sN;f JQF" ZFBJF HMU  

Z  S[5L8, BR" ZHL:8ZP 
 

#  HGZ, V[0JFg; ZHL:8ZP 

sALf _5 s5F\Rf JQF" ZFBJF HMU 
 

$  S[5L8, VG[ Z[JgI] BR"4 VMP;LP JFpRZP 
 

5 AL, VFp8 J0" ZHL:8ZP 
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S|D S[8[UZL LJUT sZFBJF HMU JQF"f 

1 A Register of Vital Statistics.(birth &death) Permanent 

2 A Register of late information of Birth and 

Death: retention period 75 years.  

Permanent 

(being maintained on line from 1/4/2000 for 

Central Zone itself) 

3 B Register of Licences and Permit: Current 

records till Wholly written up and the 

cases are extinguished or renewed and 

entered in the volume then as D record 

35 years for Establishment papers.  30 years for 

other papers. 

(being maintained on line for Central Zone itself) 

4 B Paper relating to temporary or provisional 

establishments 

35 years for Establishment papers 

(Contract staff paper/documents etc  (being 

maintained on line for Central Zone itself)) 

5 B Miscellaneous Correspondence. 35 years for Establishment papers. 30 years for 

other papers. 

(being maintained on line for Central Zone itself) 

6 B Papers subjected to Audit current papers 

still the Audit objection is pending 

thereafter to destroyed after five years. 

35 years for Establishment papers.  30 years for 

other papers. 

(being maintained on line for Central Zone itself) 

7 E General Receipt Books. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

8 E Receipt Books of Taxes. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

9 E Casual Leave Reports. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

10 E Charge taking Reports. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

 



11 E Diaries of municipal employees and 

officers. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

12 E Annual statement of the employees 

attaining superannuation age. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

13 E Currency Notes Register. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

14 E Quarterly Accounts. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

15 E Daily Balance Reports. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

16 E Bank balance register & bank 

reconciliation statements. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

17 E Daily Weekly and monthly returns of 

birth, death cause wise deaths  and of 

plague, cholera or small-pox sent to 

Collector or A.D.P.H. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

18 E Insurance Policies Correspondence and 

Papers and Registers : current papers till 

the policy is valid and in force thereafter 

as  E record. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

19 E Telephone Register. Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

20 E Applications for renewal of shops and 

Establishments Licences in D form. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone itself) 

21 E Applications for change in the Shops and 

Establishments Licences in E form. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone S & E Department  itself) 

22 E shops & Establishment :Filed Book and 

its files. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone S & E Department  itself) 

23 E Applications for earned leave, payment of 

wages etc. under the Shops and 

Establishments Act. 

Two years OR after the records are audited and 

accepted, whichever is later(being maintained for 

Central Zone S & E Department  itself) 
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VPG\P JQF" lJUT JU" ;DI 

! !))$v)5 YL Z_Z#vZ$ NFJF ZHL:8Z A SFIDL Z[SF[0" 

Z Z__*v_( YL Z_Z#vZ$ VFZP8LPVF.P ZHL:8Z A SFIDL Z[SF[0" 

# Z_!Zv!# YL Z_Z#vZ$ .GJ0" ZHL:8Z D !_ sN;f JQF" 

$ Z_!Zv!# YL Z_Z#vZ$ VFp8 J0" ZHL:8Z D !_ sN;f JQF" 

5 Z_!Zv!# YL Z_Z#vZ$ CZST VZHL ZHL:8Z D !_ sN;f JQF" 
 
 

s&f Z[S0" ~<; 5{SLGF\ TFZJ6L SZ[, S[8[UZL JF.; HgDvDZ6 lJEFUG[ ,FUT ~<; ov 
 

 
VPG\P Z[S0"GL lJUT S[8[UZL Z[S0" 

HF/JJFGL 

;DI DIF"NF 

JQF" 

! HI]0LxI, D[HL:8=[8 sO:8"S,F;f q ;A 0LJLhG, D[HL:8[=8zL wJFZF 
SZJFDF\ VFJ[, HgDvDZ6 GM\W6LG[ ,UTF C]SDGFDF 

 m V 

Z HgDvDZ6 GM\W6L ZHL:8ZM V[v&) *5 JQF" V 

# EZ6F ZHL:8Z 0Lv& 5 JQF" Z_!(vZ_Z# 



$ :8MS ZHL:8Z 0Lv$& 5 JQF" Z_!( YL Z_Z# 

5 .GJ0"vVFp8J0" ZHL:8ZM 0Lv&Z 5 JQF" Z_!( YL Z_Z# 

& V[:8Fa,LXD[g8G[ ,UTF SFU/M 0Lv&# 5 JQF" V 

* GJF 5UFZ WMZ6G[ ,UTF SFU/M4 8=LaI]G,GF V[JM0h  5 JQF" V 

( s5UFZ J;],FTf ZLSJZL ZHL:8Z TYF T[G[ ,UTF SFU/Ms@ ;lJ";A]SDF\ 
GM\W YIF AFN VYJF ,3]TD 5F\R JQF"f 

0Lv*_ @ V 

) HgDvDZ6GL GM\W6L T[DH ;]WFZFGL V[OL0[JL8 T[DH GFD NFB, SZJFGL 
VZHLVMP 

0Lv!5$ 5 JQF" Z_!( YL Z_Z# 

!_ Z;LNA]S .v! Z JQF" Z_Z!vZ_Z# 

!! 85F,A]S .v!( Z JQF" Z_Z!vZ_Z# 

!Z DCFGUZ5Fl,SFDF\YL ZFHLGFD] VF5JFG[ ,UTF SFU/M .v!) Z JQF" V 

!# S[hI]V, ,LJGF ZL5M8"; .vZ_ Z JQF" Z_Z! YL Z_Z# 

!$ CFHZL5+S .vZZ Z JQF" Z_Z! YL Z_Z# 

!5 dI]P Z[S0"hGL GS, D[/JJF SZ[, VZHL .v#5 Z JQF" Z_Z! YL Z_Z# 

!& 0[.,L4 lJS,L4 D\Y,L lZ5M8"; H[JF S[4 OMD" G\P!* lJP .v&5 Z JQF" V 

!* HgDvDZ6GL GM\W S[ 5Ml,;4 NJFBFGF lJP TZOYL D/[, CMI H[JL S[4 

HLJLT HgD ZL5M8"4 OMD" G\P Z4 D'T HgD ZL5M8" OMD" G\P #4 DZ6 ZL5M8" 
OMD" G\P $ TYF ( lJU[Z[ 

.v*! Z JQF" Z_Z!vZ_Z# 
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S|D lJUT Z[S0"GM ;DI S[8[UZL sZFBJF HMU JQF"f 

! VFZP8LPVF.PZHL:8ZP Z_!$ YL Z_Z$ 

(A) 

 
Z VFZP8LPVF.PV5L, ZHL:8ZP Z_!$ YL v 

# VFZP8LPVF.POZLIFN v lGSF, OF.,P Z_!$ YL Z_Z$ 

$ SD"RFZLVMGF HLJG JLDFGL OF., TYF ZL5M8"P Z_!$ YL Z_Z$ 

5 U]DF:TFWFZF GM\W6L OMD"vV[ GL OF., Z_!$ YL Z_Z$ (C) 
 & 0[0 :8MS ZHL:8Z Z_!$ YL Z_Z$ 

* 5ZL5+GL OF.,P Z_!$ YL Z_Z$ 

(D) 
 

( GM\WGL OF.,P Z_!$ YL Z_Z$ 

) .g0[g8; A]SP Z_!$ YL Z_Z$ 

!_ 9ZFJGL OF.,P Z_!# YL Z_Z$ 

!! ZLgI] OMD"GL OF.,P Z_!Z YL Z_Z_ 

!Z CFHZL 5+S v ;LPV[,PSF0"P Z_!Z YL Z_Z$ (E) 
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S|D lJUT S[8[UZL sZFBJF HMU JQF"f 
 

! V\NFH OF.,P (C) 
 

Z V[GP;LP ZHL:8ZP !_ JQF" ZFBJF HMU 
 

# 5F6L q 0=[G[H ZHL:8ZP  
 

$ ZHFlRõL ZHL:8ZP 
 

 

5 ,LS[H ZHL:8ZP 
(D) 

_5 JQF" ZFBJF HMU 
 

& 8[g0Z OF.,P  
 

* ZHFlRõL VZHLG]\ ZHL:8ZP  
 

( J;JF8 5ZJFGULG]\ ZHL:8ZP  
 

) ,FZLvU<,F V\U[G]\ NAF6 ZHL:8ZP  
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S|D lJUT S[8[UZL sZFBJF HMU JQF"f 

! TANL, VF.P0LP Z__5 YL Z_Z# 

Z HGZ, .GJ0" ZHL:8Z Z__5 YL Z_Z# 

# 5|YD V5L, ZHL:8Z Z__5 YL Z_Z# 



$ VFp8J0" ZHL:8Z Z__5 YL Z_Z# 

5 VF.P0LPAM1F OF., Z__5 YL Z_Z# 

& HGZ, AM1F OF., Z__5 YL Z_Z# 

* C]SDMGL AM1F OF., Z__5 YL Z_Z# 

( 5|YD V5L,GL OF.,M Z__5 YL Z_Z# 

) 5lZ5+GL OF., Z__5 YL Z_Z# 

!_ SR[ZL C]SDGL OF., Z__5 YL Z_Z# 

!! ALHL V5L, ZHL:8Z Z__5 YL Z_Z# 

!Z ALHL V5L, AM1F OF., Z__5 YL Z_Z# 

!# VFIMUG[ SZ[, VC[JF,GL AM1F OF., Z_Z# ;]WL 

 

)f Z[S0" ~<; 5{SLGF\ TFZJ6L SZ[, S[8[UZL JF.; VFSFZ6L lJEFUG[ ,FUT ~<; ov 

 

Ê|D lJUT S[8[UZLsZFBJF HMU JQF"f 

1 VFZP8LPVF.P .GJ0"qVFp8J0" VZHL ZHL:8Z (A) 
SFIDL ZFBJF HMU 2 AL4 ;L4 0L4 . S[8[UZL D]HA GFX SZ[, Z[S0"GL IFNL 

3 V[;[;D[g8 ZHL:8Z (B)  
#5 JQF" ZFBJF HMU 4 S8A]S 

5 GFDO[Z T]DFZ (C) 
!_ JQF" ZFBJF HMU 6 0[ A]S 

7  VFSFZ6L T]DFZsAF\WSFD4 EF0]T NFB,qSDLf 

(D) 
_5 JQF" ZFBJF HMU 

8 AL, R]SJ6LGL OF.,M 

9 0LDFg0 ZHL:8Z 

10 I]P5LP;LP ZHL:8Z 

11 5F6LGF\ T]DFZ 

12 0LDFg0 GM8L; 

13 JMZ\8 

14 JMZ\8 ZHL:8Z 

15 .g0[g8 A]S sZLSJLD[8, A]Sf 

16 .GJ0"4 VFp8J0" ZHL:8Z 

17 ZL8G" R[S ZHL:8Z 

18 V5L, T]DFZ 

19  0LOM<8Z ZHL:8Z 

20 JCLJ8L VC[JF, 

21 :YFlGS E\0M/GF VM0L8GF SFU/M 

22 VM0L8G[ ,UTF SFU/M sRF,] JF\WMVM lGSF,  YIF AFN 5F\R JQF" ;]WLf 

23 Z;LN A]SM 

(E) 
_Z JQF" ZFBJF HMU 

24 EZ6F\ ZL5M8" 

25 AH[8G[ ,UTL DFlCTLGL OF.,M 

26 5;"G, V[0JFg; ZHL:8ZqOF., 

27 SFIDL SD"RFZLVMGF CFHZL 5+S 

28 VFSl:DS ZHFGF ZL5M8"qSF0" 

29 85F, A]S 

30 ;FDFgI 5CM\R 

31 D]bI VlWSFZLzL £FZF VF5JFDF\ VFJ[, SR[ZL C]SDqGM\W 

32 VMlO;ZM VG[ SD"RFZLVMGL 0FIZL 

33 5ZR]Z6 OF., 
 


