
  

Office of the Sub-Registrar, J.P. Nagar Bangalore 

Information under Right to Information Act -2005 under Section 4(1)A  

For The year -2022-23 

Annexure A 

(Records to be preserved permanently) 
SL 

No. 

DESCRIPTION METHOD OF 

PRESERVATION 

VOLUME FROM 

DOCUMENT 

No. & DATE 

TO  

DOCUMENT  

No. & DATE 

1 BOOK-1 CD FORM Entered in 

Separate 

sheet 

  

2 BOOK-2 BOOK FORM 1 01/04/2007 Till date 

3 BOOK-3 CD FORM Entered in 

Separate 

sheet 

  

4 BOOK-4 CD FORM Entered in 

Separate 

sheet 

  

5 File of Correspondence relation 

to clarification issued Under 

Registration Act Stamp Act and 

Rules there under and other 

allied Acts bearing the subject 

(if there are not rescinded) 

File Book 1 01/04/2007 Till date 

6 File of Department Circulars 

and orders regarding 

Registration Matters and Stamp 

Matters 

Book Form 3 01/04/2007 Till date 

 

7 Register of Destruction of 

Records 

Book Form 1 01/04/2007 Till date 

8 Register of Documents 

destroyed 

Book Form 1 01/04/2007 Till date 

9 Register of  Documents 

discredited by Civil Courts 

Book Form 1 01/04/2007 Till date 

10 Register of Records sent to 

Courts 

Book Form 1 01/04/2007 Till date 

11 Register of Stock of Furniture’s 

and other articles 

Book Form 1 01/04/2007 Till date 

12 All Registers and the Indexes 

maintained by the registrar 

under Hindu Marriage Act 1955 

Book Form 1 01/04/2007 Till date 



13 All the Registers and Marriage 

Certificate Book and Indexes 

mentioned by the Registrar 

Under Special Marriage Act 

1954 

Book Form  

 

 

1 

 

01/04/2007 Till date 

14 Register of CD Preserved Book Form 1 01/04/2007 Till date 

15 Thumb Impression Register Book Form 1 01/04/2007 Till date 

16 Private Attendance Book  Register Form 
1 

01/04/2007 Till date 

17 C Register Book Form 1 01/04/2007 Till date 

18 D Register Book Form 1 01/04/2007 Till date 

19 Information Act Circular File File Book 1 01/04/2007 Till date 

20 Thumb Impression Register Book Form  2007-08 36 

2008-09 38 

2009-10 42 

2010-11 57 

2011-12 64 

2012-13 113 

2013-14 131 

2014-15 126 

2015-16 125 

2016-17 103 

2017-18 120 

2018-19 127 

2019-20 124 

2020-21 99 

2021-22 108 

2022-23 138 
 

21 Marriage Registration (Hindu 

Marriage, Special  Marriage in 

other forms) 

CD Form Entered in 

Separate 

sheet 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ANNEXURE-B 

 

TO BE PRESERVED FOR THIRTY YEARS 

 

SL 

No. 

DESCRIPTION METHOD OF 

PRESERVATION 

VOLUME FROM 

DOCUMENT 

No. & DATE 

TO  

DOCUMENT  

No. & DATE 

1 Acquaintance Role 

for pay and other 

allowances ( To be 

preserved 40 Years) 

Book Form  2007-08 1 

2008-09 1 

2009-10 1 

2010-11 1 

2011-12 1 

2012-13 1 

2013-14 1 

2014-15 1 

2015-16 1 

2016-17 1 

2017-18 1 

2018-19 1 

2019-20 1 

2020-21 1 

2021-22 1 

2022-23 1 
 

2 Administration 

Report of the 

Department 

File Jocket 1 01/04/2007 Till Date 

3 Cash Book Book Form  01 02-04-2007 04-06-2009 

02 05-06-2009 19-07-2011 

03 20-07-2011 31-12-2013 

04 01-01-2014 10-08-2016 

05 11-08-2016 20-09-2018 

06 22-09-2018 28-02-2021 

07 01-03-2021 Till Date 

   
 

4 Daily Register Book Form 01 02-04-2007 12-09-2007 

02 13-09-2007 21-02-2008 

03 22-02-2008 05-07-2008 

04 07-07-2008 12-12-2008 

05 12-12-2008 15-05-2009 

06 16-05-2009 28-10-2009 

07 29-10-2009 10-03-2010 

08 11-03-2010 23-07-2010 



09 24-07-2010 25-11-2010 

10 25-11-2010 14-03-2011 

11 14-03-2011 29-06-2011 

12 29-06-2011 18-10-2011 

   13 19-10-2011 01-02-2012 

14 02-02-2012 10-05-2012 

15 11-05-2012 10-09-2012 

16 11-09-2012 04-01-2013 

17 05-01-2013 09-04-2013 

18 10-04-2012 09-07-2013 

19 10-07-2013 23-10-2013 

20 24-10-2013 27-01-2014 

21 27-01-2014 03-05-2014 

22 05-05-2014 29-09-2014 

23 24-06-2014 29-10-2014 

24 15-10-2014 20-07-2015 

25 30-10-2014 31-03-2015 

26 01-04-2015 25-08-2015 

27 21-07-2015 18-03-2016 

28 26-08-2015 19-01-2016 

29 20-01-2016 06-06-2016 

30 21-03-2016 02-11-2016 

31 07-06-2016 09-12-2016 

32 03-11-2016 22-06-2017 

33 12-12-2016 29-05-2017 

34 30-05-2017 03-11-2017 

35 27-06-2017 16-02-2018 

36 04-11-2017 31-03-2018 

37 17-02-2018 05-09-2018 

38 02-04-2018 29-08-2018 

39 30-08-2018 12-03-2019 

40 06-09-2018 25-02-2019 

41 27-02-2019 25-06-2019 

42 13-03-2019 30-09-2019 

43 26-06-2019 08-11-2019 

44 11-11-2019 13-02-2020 

45 14-02-2020 14-07-2020 

46 22-07-2020 19-11-2020 

47 20-11-2020 20-02-2021 



48 22-02-2021 08-07-2021 

49 09-07-2021 25-10-2021 

50 26-10-2021 03-02-2022 

51 04-02-2022 29-04-2022 

52 04-05-2022 03-08-2022 

53 04-08-2022 13-11-2022 

54 14-11-2022 01-02-2023 

55 02-02-2023 01-05-2023 

56 02-05-2023 Till Date 

   

 

5 Minute Book Bounded Book 01-06 01-04-2007 31-11-2009 

01-12-2009 31-10-2012 

02-11-2012 20-11-2015 

25-01-2015 31-03-2018 

01-04-2018 28-12-2020 

29-12-2020 Till Date 
 

6 Register of Visits 

and Commissions 

Bounded Book 01 01/04/2007 Till Date 

7 Register of deficit 

fee and Stamp Duty 

Book Form 01 01/04/2007 Till Date 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 ANNEXURE-C 

  

TO BE PRESERVED FOR TEN YEARS 

 

SL 

No. 

DESCRIPTION METHOD OF 

PRESERVATION 

VOLUME FROM 

DOCUMENT 

No. & DATE 

TO  

DOCUMENT  

No. & DATE 

1 Accounts of  transfer 

duty  i.e. surcharge 

Book File 17 01-04-2007 28-02-2009 

02-03-2009 31-03-2010 

01-04-2010 28-02-2011 

01-03-2011 30-07-2011 

01-08-2011 31-12-2011 

02-01-2012 31-03-2012 

02-04-2012 30-06-2012 

02-07-2012 29-09-2012 

01-10-2012 31-12-2012 

01-01-2013 30-03-2014 

01-04-2014 31-03-2015 

01-04-2015 31-03-2016 

01-04-2016 31-03-2017 

01-04-2017 31-03-2018 

01-04-2018 31-03-2019 

01-04-2019 31-03-2020 

01-04-2020 31-03-2021 

01-04-2021 31-03-2022 

01-04-2022 31-03-2023 
 

2 Case Register Book Form 1 01/04/2007 Till Date 

3 Counter foil Receipt 

Book 

Book Form  2007-08 72 

2008-09 65 

2009-10 75 

2010-11 108 

2011-12 119 

2012-13 113 

2013-14 131 

2014-15 126 

2015-16 125 

2016-17 103 

2017-18 120 

2018-19 127 

2019-20 124 

2020-21 99 

2021-22 108 

2022-23 138 
 

4 Office Order Book Book Form 1 01/04/2007 Till Date 



5 Register of 

applications for 

copies searches and 

inspections 

File Jacket  SA 01 1/4/2007 1/12/2007 

SA 02 3/12/2007 28/8/2008 

SA 03 29/8/2008 30/6/2009 

SA 04 1/7/2009 22/02/2010 

SA 05 23/2/2010 31/3/2010 

SA 06 1/4/2010 17/01/2011 

SA 07 17/1/2011 22/6/2011 

SA 08 23/6/2011 1/12/2011 

SA 09 2/12/2011 31/3/2012 

SA 10 2/4/2012 7/11/2012 

SA 11 8/11/2012 16/11/2013 

SA 12 18/11/2013 23/6/2014 

SA 13 24/6/2014 20/2/2015 

SA 14 21/2/2015 7/12/2015 

SA 15 8/12/15 16/7/16 

SA 16 18/7/2016 23/3/2017 

SA 17 24/3/2017 3/2/2018 

SA 18 5/2/2018 26/2/2019 

SA 19 27/2/2019 16/09/2020 

SA 20 18/02/2020 26/02/2021 

SA 21 21/01/2021 26/09/2020 

SA 22 27/09/2020 21/05/2022 

SA 23 22/05/2022 10/02/2023 

SA 24 13/02/2023 Till Date 

 

CA 01 1/4/2007 31/3/2010 

CA 02 1/4/2010 31/3/2012 

CA 03 1/4/2012 31/3/2013 

CA 04 1/4/2013 3/07/2014 

CA 05 4/7/2014 31/3/2016 

CA 06 1/4/2016 6/12/2018 

CA 07 7/12/2018 31/10/2021 

CA 08 01/11/2021 31/03/2022 

CA 09 01/04/2022 Till Date 

 

 

 

6 Treasury Challans 

 

File Jacket 

 

 01 02/04/2007 30/11/2007 

02 1/12/2007 31/07/2008 

03 1/8/2008 25/4/2009 

04 28/4/2009 31/12/2009 

05 1/1/2010 11/8/2010 

06 12/8/2010 7/5/2011 

07 9/5/2011 20/1/2012 

08 21/1/2012 12/9/2012 



09 13/9/2012 15/5/2013 

10 18/5/2013 20/12/2013 

11 1/1/2014 29/3/2014 

12 1/4/2014 28/112014 

13 1/12/2014 30/5/2015 

14 JUNE 

JULY 

AUG 

2015-16 

15 SEPT 

OCT 

NOV 

2015-16 

16 DEC 

JAN 

FEB 

MAR 

2015-16 

17 APR 

MAY 

JUNE 

2016-17 

18 JULY 

AUG 

SEPT 

2016-17 

19 OCT 

NOV 

DEC 

2016-17 

 

20 JAN 

FEB 

MAR 

2016-17 

21 APR 

MAY 

JUNE 

2017-18 

22 JULY 

AUG 

SEPT 

2017-18 

23 OCT 

NOV 

DEC 

2017-18 

24 JAN 

FEB 

MAR 

2017-18 

25 To 

36 

APR To 

MAR 
2018-2019 

37 To 

48 

APR To 

MAR 

2019-2020 

 

 

49 To 

60 

APR To 

MAR 
2020-2021 



61 To 

127 

APR To 

MAR 
2021-2022 

128 To 

307 

APR To 

MAR 
2022-2023 

 

7 Treasury remittance 

Book (Cash) 

Book Form  01 01/04/2007 31/10/2008 

02 03/11/2008 30/10/2010 

02 A 17/07/2010 11/05/2012 

03 2/11/2010 30/06/2011 

04 01/07/2011 03/08/2013 

05 11/03/2013 14/07/2014 

06 15/07/2014 26/11/2015 

07 27/11/2015 20/04/2017 

08 21/04/2017 10/09/2018 

09 11/09/2018 Till Date 

   

  

   

 

 

 

 

 

TO BE PRESERVED FOR FIVE YEARS 

 

SL 

No. 

DESCRIPTION METHOD OF 

PRESERVATION 

VOLUME FROM 

DOCUMENT 

No. & DATE 

TO  

DOCUMENT  

No. & DATE 

1 Budget Statements File Jacket 1 01/04/2007 Till Date 

2 Bill Register Book Form 1 01/04/2007 Till Date 

3 Continget Bills File Jacket 3 01/04/2007 Till Date 

4 Dispatch Register Book Form 4 01/04/2007 Till Date 

5 File of Applications for 

general searches 

File Book _        Till Date 

6 File of Applications for 

Private Attendance 

File Book 1 01/04/2011 Till Date 

7 File of Applications for single 

searches & Copies 

File Book _ 01/04/2011 Till Date 

8 File of applications under Sec 

41 K.S.A. 1957 

File Book 1 01/04/2007 Till Date 

9 File of Correspondence 

relating to constructions 

improvements of building etc. 

File Jacket - 01/04/2007 - 



10 File of Correspondence 

relating to supply Books, 

forms etc. 

File Jacket 1 01/04/2007 Till Date 

11 File of Correspondence 

relating to supply of furniture, 

books, free clothing all other 

office equipments 

File Jacket 1 01/04/2007 Till Date 

12 File of Correspondence 

relating to transfer duty ie. 

Surcharge 

File Jacket 1 01/04/2007 Till Date 

13 General Receipt Register Bound Form 1 01/04/2007 Till Date 

14 Library issue Register Book Form 1 01/04/2007 Till Date 

15 Local delivery Book Book Form 1 01/04/2011 Till Date 

16 Memo forwarding and 

acknowledging copies and 

memoranda 

File Book 1 01/04/2007 Till Date 

17 Notes of Inspection & Audit 

reports 

Book Form 1-2 01/04/2007 Till Date 

18 Office Copies of L.P.C. Book Form 1 01/04/2007 Till Date 

19 Register of contingent 

expenditure 

Book Form 1 01/04/2007 Till Date 

      

 


