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Section 4 (1) (B) (vi)

A.List of Records to be preserved upto 15 years

Sr. No. Name of Forms  Period of preservation
1. R.M.A. ...15 Years
(T.C’s Order No. MIS 4082/25058-X 22.9.1983)
B.List of Records to be preserved upto 10 Years
RECORDS
Sr. Name of Forms Period of preservation
No.
| Cash Books 10 Years
2 Cash Abstract book1 10 Years
3 Summary (Classified) 10 Years
4 Chalan Register 10 Years
5 M.O.Deposit Register (Receipt & 10 Years
Payments)
6 Cheque Deposit Register (Receipt & 10 Years
Payments)
7 Office Orders (Important) 10 Years
8 Standing order 10 Years
9 Government Resolution and Notification 10 Years
10 Correspondance to the Government Reg. 10 Years
Rules and Interpretation and other
important papers
11 Penalty Indez Register 10 Years
12 M.O.Advance Credit Register 10 Years
13 Cheque Advance Credit Register 10 Years
14 Adjustment Register (Uncashed Cheques) | 10 Years
15 Consolidated monthly statement 10 Years
16 Annual Report Correspondence 10 Years
17 Cashiers Cheque Register 10 Years
18 Penalty Register 10 Years
19 A and AC form (TC’s order dated 22-9-82) | 10 Years
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C.List of Records to be preserved upto 5 Years

Sr. Name of Forms Period of preservation
No

1 T.0O. Form 3 Years
2 H.P. Termination Form 3 Years
3 B.T.I. form 3 Years
4 AT Form 3 Years
5 E.T. Form 3 Years
6 Accident Report Form 2 Years
7 Accident Report file 2 Years
8 B.M.B. Files 2 Years
9 Report Files (Checking) 2 Years
10 L.P.S.A. 2 Years
11 L.P.S. 2 Years
12 L.L.D. (Part 2 and 4) 2 Years
13 L.E. (Court endorsement and Intimation) 2 Years
14 R.L.W. 5 Years
15 T.C.R. Forms 3 Years
16 B.Forms 3 Years
17 Suspension of Registration papers 2 Years
18 Suspension of Permit papers 2Years
19 P.St. & B.A. 5 Years
20 P.St. & S.A. 5 years
21 P.Co. P.A. 5 years
22 P.Pr.C.A 5 years
23 P.Pu.C.A. 5 years
24 P.Co.S.A. 5 years
25 Bank of Credit Slip 5 years
26 Refund Register 5 years
27 Bank Acknowledgement daily receipt 5 years
28 Stock Register S5 years
29 Receipt Book (Counter foil) S5 years
30 Form No.4 S5 years
31 E.Forms (Form No.20) 5 years

(H.D.Letter No.MIS 1501/C 38/Tra-2,
Dt.7.3.03)
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