MANUAL NO-5

STATEMENTT OF THE CATEGORIES OF DOCUMENTS THAT ARE BY IT /UNDER
CONTROL

Records held by the authority / under control
at administrative office

Clerical staff muster book.

Medical Reimbursement register.

circular files Register

scholarship Register

special CL for sports Register

LC register /record for officers and staff
officer and staff service continuation record
Establishment schedule Register

RTI Record book

CoNoUA~AWNE

Reqisters regarding pay sheet

Pay sheet Register
Advance leave salary
Unpaid

Bank recovery

Provident Fund

Effective Report

PAN

Employee Pay input record
Over time record

CoNoR~WNE

Billing Record /Reqister.

Capitation fee register
car parking charges
station bus bills
telephone bills
Electricity bills
Deposit Register
Liability

Advance

sale tax Register

©CoNoO~WNE

Records held by the authority / under control
at Fire Station level

Spot Muster

Marathi occurrence book

Casual leave/ leave average pay/sick leave register
Shift duty register

Station record

Hose Record

SourwNdE



7. Station article stock book

8. Alteration to stock book

9. General Information record

10. Tenement Record/ register

11. Engine book and log book of appliances and equipments.
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