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vk;qosZfnd ,oa ;wukuh lsok,a] mÙkjk[k.M] 

ds 

 

nLrkostksa tks yksd izkf/kdkjh }kjk /kkfjr ;k mlds fu;a=k.k/khu gSA izoxksZ ds 

vuqlkj fooj.k  

¼A Statement of categories of documents, those are held by it or under its control.½ 
  

funs”kky; esa izk;% nks Js.kh ds vfHkys[k j[ks tkrs gSa 

 1& fnu izfrfnu iz;ksx gksus okys vfHkys[k ¼Qkby] iath] dEI;wVj ij miyC/k 

vfHkys[k] xkMZ Qkby] dk;Z fooj.k pkVZ½ 

 2& vfHkys[kkxkj esa lqjf{kr vfHkys[kA 

  

izFke Js.kh ds vfHkys[kksa dh fujarjrk  

    izFke Js.kh ds vfHkys[k dh fujUrjrk rc rd cuh jgrh gS] tc rd ;s 

iz;ksx esa jgrs gSa] ijUrq f}rh; Js.kh ds vfHkys[kksa dk fofHkUu fu;eksa esa fdrus le; rd 

lqjf{kr j[ks tk;sxk dk fooj.k fn;k x;k gS A orZeku fu;eksa esa dkxtkr ij lHkh vfHkys[k 

rS;kj fd;s tkrs gSa A vr% budh nks Jsf.k;ka gSa% 

 1& LFkk;h vfHkys[k  

 2&  lhfer vof/k ds vfHkys[k  

 vf/k"Bku vuqHkkx  

 LIST OF REGISTERS TO BE MAINTAINED IN AN OFFICE 

1. At level of head of office  

1. Register of Registers. 

2. Attendance Register. 

3. Casual Leave Register. 

4. Register of dak received and dispatched. 

5. Local Dak Bahi Register. 

6. Register of Files. 

7. Register for weeding records. 

8. File Index Register. 

9. Store Index Register. 

10. Establishment order book. 

11. Dead Stock Register (separately for perishable – Consumable article 

and non perishable articles). 

12. Live Stock/Consumable articles Register. 



lwpuk dk vf/kdkj vf/kfu;e 2005] eSuqvy la[;k& 6 

 

 - 2 - 

13. Stationery Register. 

14. Cycle Register. 

15. Register of Type-Writers/Duplicators/Computer etc. 

16. Telephone Register (Separately for residence/office). 

17. Log book of Government Vehicles. 

18. Register of Disciplinary proceedings. 

ys[kk vuqHkkx 

2. At the level of Drawing and Disbursing Officer  

19. Pay bill register. 

20. T.A. Check register . 

21. Register of payees stamped receipts. 

22. Register of Contingent charges. 

23. Register of bills for presentation on the treasury. 

24. Bill Check Register in form II (c). 

25. Cash Book (Para 27 A.F.H.B. Vol. V part I). 

26. Expenditure Register in form B.M. 8  

27. Budget Register. 

28. Budget Control Register  

29. Register of recoveries of loans & advances. 

30. Movement Register 

31. Inspection Register 

32. Agantuk Register 

G.P.F A/C Class IV 

33. Broad Sheet in form H. 

34. Index Register. 

G.P.F. Class III. II and those Class I Officers Whose pay is drawn of establishment 

bills 

35. Ledger  

36. Pass Book. 

Group Insurance Scheme 

37. Register of monthly deductions. 
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Pension Sanction and payment of interim pension & Gratuity 

38. Pensions Check Register. (Form 1 & 2) 

39. Sanction drawl register of Provisional pension and 

                      Retirement of Death Gratuity. 

 

ftyk vk;qosZfnd ,oa ;wukuh vf/kdkjh dk;kZy;ksa ,oa jktdh; vk;qosZfnd dkyst esa izk;% nks 

Js.kh ds vfHkys[k j[ks tkrs gSa 

   1& fnu izfrfnu iz;ksx gksus okys vfHkys[k ¼Qkby] iath] dEI;wVj ij miyC/k 

vfHkys[k] xkMZ Qkby] dk;Z fooj.k pkVZ½ 

 2& vfHkys[kkxkj esa lqjf{kr vfHkys[kA 

  

izFke Js.kh ds vfHkys[kksa dh fujarjrk  

    izFke Js.kh ds vfHkys[k dh fujUrjrk rc rd cuh jgrh gS] tc rd ;s 

iz;ksx esa jgrs gSa] ijUrq f}rh; Js.kh ds vfHkys[kksa dk fofHkUu fu;eksa esa fdrus le; rd 

lqjf{kr j[ks tk;sxk dk fooj.k fn;k x;k gS A orZeku fu;eksa esa dkxtkr ij lHkh vfHkys[k 

rS;kj fd;s tkrs gSa A vr% budh nks Jsf.k;ka gSa% 

 1& LFkk;h vfHkys[k  

 2&  lhfer vof/k ds vfHkys[k  

 vf/k"Bku vuqHkkx  

 LIST OF REGISTERS TO BE MAINTAINED IN AN OFFICE 

1. At level of head of office  

1. Register of Registers. 

2. Attendance Register. 

3. Casual Leave Register. 

4. Register of dak received and dispatched. 

5. Local Dak Bahi Register. 

6. Register of Files. 

7. Register for weeding records. 

8. File Index Register. 

9. Store Index Register. 

10. Establishment order book. 

11. Dead Stock Register (separately for perishable – Consumable article 

and non perishable articles). 

12. Live Stock/Consumable articles Register. 
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13. Stationery Register. 

14. Cycle Register. 

15. Register of Type-Writers/Duplicators/Computer etc. 

16. Telephone Register (Separately for residence/office). 

17. Log book of Government Vehicles. 

18. Register of Disciplinary proceedings. 

ys[kk vuqHkkx 

2. At the level of Drawing and Disbursing Officer  

19. Pay bill register. 

20. T.A. Check register . 

21. Register of payees stamped receipts. 

22. Register of Contingent charges. 

23. Register of bills for presentation on the treasury. 

24. Bill Check Register in form II (c). 

25. Cash Book (Para 27 A.F.H.B. Vol. V part I). 

26. Expenditure Register in form B.M. 8  

27. Budget Register. 

28. Budget Control Register  

29. Register of recoveries of loans & advances. 

30. Movement Register 

31. Inspection Register 

32. Agantuk Register 

G.P.F A/C Class IV 

33. Broad Sheet in form H. 

34. Index Register. 

G.P.F. Class III. II and those Class I Officers whose pay is drawn of establishment 

bills 

35. Ledger  

36. Pass Book. 

Group Insurance Scheme 

37. Register of monthly deductions. 
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Pension Sanction and payment of interim pension & Gratuity 

38. Pensions Check Register. (Form 1 & 2) 

39. Sanction drawl register of Provisional pension and 

                      Retirement of Death Gratuity. 

 

jktdh; vk;qosZfnd dkyst esa izk;% nks Js.kh ds vfHkys[k j[ks tkrs gSa 

   1& fnu izfrfnu iz;ksx gksus okys vfHkys[k ¼Qkby] iath] dEI;wVj ij miyC/k 

vfHkys[k] xkMZ Qkby] dk;Z fooj.k pkVZ½ 

 2& vfHkys[kkxkj esa lqjf{kr vfHkys[kA 

  

izFke Js.kh ds vfHkys[kksa dh fujarjrk  

    izFke Js.kh ds vfHkys[k dh fujUrjrk rc rd cuh jgrh gS] tc rd ;s 

iz;ksx esa jgrs gSa] ijUrq f}rh; Js.kh ds vfHkys[kksa dk fofHkUu fu;eksa esa fdrus le; rd 

lqjf{kr j[ks tk;sxk dk fooj.k fn;k x;k gS A orZeku fu;eksa esa dkxtkr ij lHkh vfHkys[k 

rS;kj fd;s tkrs gSa A vr% budh nks Jsf.k;ka gSa% 

 1& LFkk;h vfHkys[k  

 2&  lhfer vof/k ds vfHkys[k  

 vf/k"Bku vuqHkkx  

 LIST OF REGISTERS TO BE MAINTAINED IN AN OFFICE 

1. At level of head of office  

1. Register of Registers. 

2. Attendance Register. 

3. Casual Leave Register. 

4. Register of dak received and dispatched. 

5. Local Dak Bahi Register. 

6. Register of Files. 

7. Register for weeding records. 

8. File Index Register. 

9. Store Index Register. 

10. Establishment order book. 

11. Dead Stock Register (separately for perishable – Consumable article 

and non perishable articles). 

12. Live Stock/Consumable articles Register. 

13. Stationery Register. 
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14. Cycle Register. 

15. Register of Type-Writers/Duplicators/Computer etc. 

16. Telephone Register (Separately for residence/office). 

17. Log book of Government Vehicles. 

18. Register of Disciplinary proceedings.  

19. Dead stock Registar 

20. Medicine Register 

21. Measurement Book 

22. Building Registar 

23. Panson Cheque Registar 

24. Master Register pantion 

25. Group Insurance Registar 

26. L.A.M.A  Registar 

27. O.P.D Registar 

28. X-Ray Registar 

29. Pathology Registar 

30. Minor surgery Registar 

31. Major surgery Registar 

32. I.P.D Registar 

33. Expire Iteam Registar 

34. Registration OPD Registar 

35. Registaration IPD Registar 

36. PanchKarma Therapy Registar 

37. Gynice Registar 

38. Lavi Registar 

39. Visiter"S Registar 

40. Charge Registar 

41. Duty Registar 

ys[kk vuqHkkx 

2. At the level of Drawing and Disbursing Officer  

42. Pay bill register. 
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43. T.A. Check register . 

44. Register of payees stamped receipts. 

45. Register of Contingent charges. 

46. Register of bills for presentation on the treasury. 

47. Bill Check Register in form II (c). 

48. Cash Book (Para 27 A.F.H.B. Vol. V part I). 

49. Expenditure Register in form B.M. 8  

50. Budget Register. 

51. Budget Control Register  

52. Register of recoveries of loans & advances. 

53. Movement Register 

54. Inspection Register 

55. Agantuk Register 

G.P.F A/C Class IV 

56. Broad Sheet in form H. 

57. Index Register. 

G.P.F. Class III. II and those Class I Officers Whose pay is drawn of establishment 

bills 

58. Ledger  

59. Pass Book. 

Group Insurance Scheme 

60. Register of monthly deductions. 

Pension Sanction and payment of interim pension & Gratuity 

61. Pensions Check Register. (Form 1 & 2) 

62. Sanction drawl register of Provisional pension and 

                Retirement of Death Gratuity. 

 

 


