
Template for Section 4 (1)(a)- Indexing and cataloguing of all information. 
Sl. 
No. 

Date on which 
opened (Files to 
be listed 
chronologically 

Category A,B,C,D, E, 
etc. Files to be 
listed 
alphabetically 
according to 
category 

File 
No. 

Subject  
Of file 

Location of 
file: Room/ 
cupboard/ 
Shelf 
numbers 

Date on 
which file 
can be 
destroyed/ 
custodian 
of file 

1           A 791  Details 
enclosed 

  

2           B  129  Details 
enclosed 

  

3           C  139 Details 
enclosed 

  

4           D 132 Details 
enclosed 

  

5           E  83 Details 
enclosed 

  

 

                                                                ``Š``ÀÐ–Ðþ 

‘Ðõ.ÊÐ= ‘Ð®Ð³Ð–ÐÎÐ ÀÐ–Ðþ ‘Ð®Ð³Ð·Ð ÊÐ=”Ùô ‘Ð®Ð³Ð–ÐÎÐ ÁÀÐ¤Ð 

1 ÊÐ‘Ñþ§ ÊÐ÷³ÐÔê–ÐÎÐÔ ÀÐÔ³ÐÔê ‘Ð©å®Ð–ÐÎÐ ÀÐÍ       -        

2 ÊÐÔ³ÙÖêÓÄÙ 1 ‘ÐRÙÓ§ „·ÙÓÆÐ–ÐÎÐ »Ðṍ =¦ÐÔ ‘Ð®Ð³Ð 

3 ÀÑ®ýþ Á=–Ð®Ð¹Ù ÀÐÔ³ÐÔê ¿.¿.Š=.¼ ÊÐ¤ÐÌÐ·ÐÔì     
  ·Ñ”ÑÄÙ–ÐÎÐÔ     

4 ¾Ñ¯–Ù ÀÐÊÐÖÄÑ´ ÀÐÍ (ÌÑô=®ý½Ô‘ý) 40  

5 ·Ñ”ÑÄÙ–ÐÎÐ¹ÐÔî ÀÐÔÔ‘Ñê=¦ÐÔ–ÙÖÏË¤ÐÔÀÐ ÀÐÍ    

6 Ì›ýÙ.¿.Š.‘Ð®Ð³Ð 2        

7 •¸þ »ÐÔÊÐê‘Ð 40  

8 ¤ÐËÓ¸ »ÐÔÊÐê‘Ð 40   

9 ÊÐÀÙþ ‘Ð®Ð³Ð     

10 ¯.Ë.¿ »ÐÔÊÐê‘Ð 189  

11 ƒÊÐÊýÀÙÔ=ªý §£ÊÐå¤ý (ÌÐ=œ‘Ù »ÐÔÊÐê‘Ð)    

12 ¬ÙÓÀÐ±Ò »ÐÔÊÐê‘Ð 3        

13 Ë.Š.ºÀÙÓÆÐ¹Ð–ÐÎÐÔ       -  

14 »ÑÅ‘Ù „Ëê–ÐÎÐÔ ÀÐÔ³ÐÔê ‘Ð©å®Ð–ÐÎÐÔ (Ëë¤Ð„Ëê–ÐÎÐÔ)       -   

15 ‘Ð¹Ñ©‘Ð –Ù¢ÙªÙ®ý       -   



16 º=¦ÙÖÓ¡¹Ù ‘Ð®Ð³Ð       -  

17 ÀÐ–ÑþÀÐ²Ù ‘Ð®Ð³Ð 300 
‘Ù.„¤ý.ÀÐ¦Ñ¤ÐÔ‘ÐªÙå ÀÐÔ³ÐÔê ÀÙÔÚ¹Ð¤ý ÀÐ¦Ñ¤ÐÔ‘ÐªÙå 
ÀÐÔÏ–Ù–ÐÎÐ ÀÐ–ÑþÀÐ²Ù ‘Ð®Ð³Ð 

18 »Ð§‘ÑùÌÐþ ƒÀÐ̧ ° Ù̃ÖÓÈÐ²Ù ‘Ð®Ð³Ð       -  

19 ÊÐÔ³ÙÖêÓÄÙ „·ÙÓÆÐ–ÐÎÐÔ 1 ‘ÐRÙÓ§ „·ÙÓÆÐ–ÐÎÐ »Ðṍ =¦ÐÔ ‘Ð®Ð³Ð 

20 ¹ÙÓÀÐÔ‘Ñ´/ƒ¹ÐÔ‘Ð=»Ð·Ð „·°Ñ¤Ð·Ð ¹ÙÓÀÐÔ‘Ñ´ ÀÐÍ       -   

21 ÊÙÓÀÑ ¢ÙÓÈÐæ³Ñ »Ð«å        2 »Ðõ.·Ð.ÊÐ ÀÐÔ³ÐÔê ¸÷.·Ð.ÊÐÌÑ=¦ÐÔ‘Ð¤ÐÔ 

22 ½©ÐÀÑ®Ù »ÐÔÊÐê‘Ð 66  

23 „®ÐÏ³Ð ÀÐ¤Ð̧  2  
24 ÀÐÔÏ–Ù–ÐÎÐ »Ð¤ÐÀÑ¹Ð— ‘ÐÐ®Ð³Ð    
25 ÊÙÓÀÑ»ÐÔÊÐê‘Ð ÌÑ–ÐÖ ºÀÐØ´ê   

    90+15+686=791  
 

                                    ``¿`` ÀÐ–Ðþ 
 

  ”Ñ³Ð ÀÐ–ÑþÀÐ²Ù ‘Ð®Ð³Ð–ÐÎÐÔ      -      

  …ÄÑ”Ñ Á›Ñ¤Ð²Ù ‘Ð®Ð³Ð–ÐÎÐÔ      -       

  
‘Ð=·Ñ=¦ÐÔ ÀÐÊÐÖÅ §£ÊÐå¤ý 
(ÌÑô=®ý½Ô‘ý) 40  

  …¤ÑÊÑ=¦ÐÔ »ÐÔÊÐê‘Ð         

  ¯ÀÐ¦Ñô=®ý ¹ÙÖÓ«ÓÊý 70       

  ÊÙåÓÈÐÄý ¯ÀÐ¦Ñô=®ý ¹ÙÖÓ«ÓÊý      -  

  ·ÑÊÑê¹ÐÔ ÀÐÍ 1       

  ÀÐÔÔ=–Ð®Ð 2       

  ¬ÙÓÀÐ±Ò ÀÐÍ      -  

  ¹Ñô=¦Ð¦ÑÃ=¦ÐÔ·Ð ‘Ð®Ð³Ð 16       

  
ƒ¯ªý §»ÙÖÓªýþ »ÑÄÙÖÓ „»°ý 
§£ÊÐå¤ý         



    129  
 

 

 

`` Ë `` ÀÐ–Ðþ 
                                                                  

 

 
¹Ð–Ð·ÐÔ »ÐÔÊÐê‘Ð     3 

 

 

 
§£ÊÐå¤ý „»°ý »Ð¹ý ©Ô ƒ¹ÙÊýå ªÑô‘Ðù¹ý  

 

 

 
ÊÙÜÓÄý §£ÊÐå¤ý  

 

 

 ¯ÄÙÓ–ÙÓÈÐ¹ý „»°ý »ÐÀÐ¤ý      1 
 
¹Ð‘ÐÃÔ »Ðṍ  

 

 
®Ù®ý ÊÑå‘ý §£ÊÐå¤ý      - 

 

 

 
¼.„¤ý.§£ÊÐå¤ý      63 

 

 

 
©»ÑÃÔ »ÐÔÊÐê‘Ð 67 

 

 

 
ÌÑ¡¤Ñ´ »ÐÔÊÐê‘Ð 5 

 

 

 
  139 

 

 

 

 

`¯`` ÀÐ–Ðþ 
                                                                  

  
¼.„¤ý.§£ÊÐå¤ý 59 

 

  
©»ÑÃÔ »ÐÔÊÐê‘Ð 64 

 

  
ÌÑ¡¤Ñ´ »ÐÔÊÐê‘Ð 5 

 

  
ÊÑ¸ÄÑ÷¤Ð=¦ÐÔ ÀÐÍ      - 

 

  
§£ÊÐå¤ý ÀÙÓ‘Ùºú ‘ÐÁÔÈÐ¹ý      - 

 

  
ÄÑ–ý ½Ô‘ý       - 

 



  
¤Ù‘Ñ®ýþ ›Ù‘ý §£ÊÐå¤ý      - 

 

  
¯ÊÑ¹Ð¤ý ›Ù‘ý ½Ô‘ý 1 

 

 ÀÙÚ·°Ðô’Ó=¦ÐÔ ÀÙ›Ðà ÀÐÔ¤ÐÔ »ÑÀÐ́  
‘Ð®Ð³Ð–ÐÎÐÔ      - 

  

  
ƒ®Ñ÷¹ýú §£ÊÑå¤ý 2 

 

  
ŠÄý.¼.Ë. §£ÊÐå¤ý 1 

 

 ÊÐ‘Ñþ¤Ð·ÙÖ=·Ð—¹Ð ÀÐôÀÐÌÑ¤Ð·Ð 
‘Ð®Ð³Ð–ÐÎÐÔ  - 

 

 

 
  132 

 

 

 

 

…` ÀÐ–Ðþ 
                                                                  

 

 
·ÐÖ¤ÐÔ ‘Ð®Ð³Ð–ÐÎÐÔ - 

 

 ÊÑÀÐþ¡º‘Ð ‘ÐÔ=·ÐÔ ‘ÙÖ¤Ð³Ù–ÐÎÐ 
ƒ£þ - 

 

 

 
ÀÐ¦ÑÍ´ ÌÐ‘ÐÔÜ ‘Ñ=¦ÙÔ ‘Ð®Ð³Ð 80 

 

 

 
ÊÑ=·Ð¿þ‘Ð ¤Ð¢Ù 3 

 

 

 
  83 

 

 

 

 

 


