
POLICE ORDER No. 2A7

'cire and I (a) lt has come to my notice. th it proper care is not taken regarding receipl and distribution;;-;;:-:::: ot' Government property and regardinc tlali maintenance, and instru"ctioni"contain.j l" irriii.ip*t*ro-i'"'-" in p. M. Rule 1b4f are not pioperrf f;ifu;;a:""*
property.

(6) Proper pariculars of the . property with its marks of identification are not mentioned in theRegisters as well as in the authentiiate'd lisi and ptop..tl'is nor.tra-iiic uf lrii.n or by painting whichgives scop; for its unauth;rired replacement.r--r-^-

(c) Whenever an1'defect or irre-euiarr!' coln.s ro nJtice fron charge repJrts, inspection notes or
:1h.1:it^._ptompt action is not takeri to fii rhe ripo^iitriti ;;;f*;;eoillo or.orts and inflictionot other penalties.

, - ̂ -(d) Arms and b-ayonets are not marked according to the abbreviations contained in p. M. Rule1102 and all sorts of unauthorised abbreviations ire uied. arti;;iilftld; 
"f 

arms, ammunitionand ordnance stores are not issued to the different posts or wnin iisu;d th;i are not up to date.
- - (") lquipmen-ts are not marked with hot iron or indelible ink as per instruction contained inP. M. Rule 1120.

(f) Tents and tarpaulins are not marked with committee reference, date and district in abbrevia-tion in accordance with the existing instructions on the subjecr- 
-'

(g) Periodical check of the Government p{perty is not <lone nor steps taken to ensure itssproper maintenance and repairs.

.(fr) Ilques of Government propert)' are..lgt supportecl by, orders of competent authority and
|f:iry:-$, constables on whom no reipcnsibility cdn be nx6d 

"* ;;;;iltiaken in Col. lt ol thestocl( and store register.

(i) Articles condeTned by S. Ps during inspections are sent to the R. O. whgre they are mixe
:p*Il,h-:1!er 

properties in the G' P. storei resirlting in confuiion ;;d-6;r;iGotitv oitn. urti"Growhich were condemned. At times some articles ii condemoeo more ihai-oo"..
0) Cycle register is.not properly maintained nor cycles periodically inspected as per the existinginstructions on ihe subject- rjsulting in.pilferage of burtr. i

- . (k) No authenticated list of law books is maintained at the Police posts and the stock and distri -

lll"l"r,.^t-_t:ter of law books are also nor properly maintained. 
-i[i, 

i.;;ir-io fos oi ntsappoprio-tion of law books supplied at Government cost.



r37

2' The serious attention of all officers is directed to the abov^e defects which are by no meansexhaustive. Duine the year_ 1964-65 a large o*mbrt ot iiems or d;;;ilil-'prlp-.rty nu, beenpurchased involvin-g s"v6ral lakhs of rup.o.- th*t. items areinrend; fb;;ff;;roi'"Jr?rorrance ofdutv and it is striitly enjoined ttra-t f,roper care of all these ur r"ir-ut otL;E;;.i#enr propsrrymust be taken.

^^--i; 
For. the propel accounting, care and maintenance the following instructions must be rigidlycarned out:-

(l) Care and maintenqnce-(a) Care and maintenance of costly equipments like projector refri-gerators, tape recorder, cameras, power mike etc. .should be the peisorial responriuitiqi oi t6f S. p./
Head of Establishments who must ensure about their p!ope_r- daintenance'aoo rrun,jri"g. In caseofany defect suitable technical advice and assistance 

'sh6uld 
be taken. T.he cost of-'such repairsshould be met from the appropriate grant. If ther.e ue.any {il;g" due to 6pr"p;r;"re and maintenance, the cost of re-pairs oJ replacement will be recoVerable froir the offic& ut r*tt. It shall bethe responsibility -of t6e S. P. a?rh the Head 

'oi 
eiiuuritn-il;; inspecr tnise-equipments afleastonce a inonth and ensure that they are being properly used, malntai";;;d ,ioi.a.=-''*

(D) For other items of Government property like bicycles, clocks, time-pieces, stop watches
Pf:|PT1^ Lligltsl tvpew,riters, band .equipmenti, sieel helmels, erc. Th6 Setlia"i-in-chirge/R. I.snall ̂ be helcl personally responsible for their proper maintenance while in- the G. p.- storeslne Keserve lnspector shall inspect the stores atleast once a month and see fhat the G. p.
:t-9lt tt" properiy maint_ained .and the equipments are properly cleaned, dusted and oiled. Thecost oI- -any item whicir becomes unserviceable befor-e the normal period of life will berecoverable from the, store Sergeant if he_is found negligent. Propertionate cost would alsobe recoverable from the ReservJlnspector if it is rou"o irraT rrls sup6rvision rai-ioao.q"at"-oiporfunctory.

(c) As regards items of Government pJo.perty _issued to different police post, C. Is. and
s. D. P: os. ohces. it, shall be the iiqpo"iiuirlty 

"f 
a.-omcers-in-charge of those posts and

offices to ensure that they are maintainea propeity and they snaff Ue neid i.rpo"riUf6 f"i *y
damage or loss.

- ,(d) For the items issued to the D. P. O. Reserve Off0ce an"d other Office at headquarters ir will
be the responsibility of the Sergeant-in-charge to check periodically and tatitfv [i-i.if=inat the care
and maintenance of the items are satisfactory and that th6re is 

"o 
inortEe. No one shall

remove the articles supplied to these offices wiihout the knowledge of Sergeant"-in-charge.

(e) All inspecting offi.cers during inspection shall leave a note on the care and mainte-
nance of Government property and report if any recovery is to be made fron any one for
loss, damage or misappfoprlation of an| item..

Since the extracts of the inspection notes are sent to the Reservb Office with considerable
delay, it is hereby directed that an extract of the note relating to Government property shall
be sent to the Reserve Office by the inspecting officers ihmediately as it is donti from
the spot.

_ The Sergeant-in-charge_ and _t-h" R. I. shall be responsible to ensure that prompt action is
taken on all such notice immediately on thier receipt.

- Accounting-(a) The Sergeant-in-charge and the R. I. shall be responsible that all items of
Government property excepting log books are immediately entered in the Committee Book
and as soon as their acceptance is passed by the Committee are entered in the stock and
store register.

(D) The Distribution Register shall always be up to date and the entries therein must
always tally with the authenticated list supplied and maintained at all posts and offices
wherever any item of Government property is supplied. All entries and corrections in the
distribution - register shall be initialled by -a gazetted otcer after proper verification. All
issues to the Police posts-offices will be done in issue form No.1 ippended to this order.
This issue form should be fllled in duplicate by the store Sergeant or the R. I. and sent along
with the Govenment property to.the.post. The O.I.C. of tf,e post will sign both the.copies
of tle forms, keep one^copy in his_correspoldence file on $6yspment 

-property 
andreturn

the other to the reserve office who will keep all these receipted issue forms in files post/offices
wise and put up the distribution Register the A. S. P. or S. P. for initials of the items
rssued.



1 3 8

S. P. or Additional S. P. while going on inspection tours will carry the D istribution
Register and the reserve office file on that postloffice and initial the last entry in the
authenticated list after comparison with the Distribution Register and the correspondence file
on the Government property.

When any item of Gofernment property is sent. from . any post or office to R. O. for
condemnation, repairs, etc., issue form- No.II app^ended. to the Order will be used by the
officer who sends- the property with an extract of the inspection note/order as authority on
which the property is s-o ient. The store Sergeant or the R. I. who receives the property will
sigh both isiue 

- 
forms , return one to the P.-S. and keep one in his file relating to. the

p6st/office and shall put up before the S. P. or the D. S. P. for orders regarding repair or
iondemnation. These 

-articlds 
should be kept separately and never mixed up with other articles.

As.far as possible, property ordered to be condemned shall-be-destroled at tte spctby
competent officd and properry oidered to be repaired shall be done locally.

(c) No item of Government propety shall be issued to any one whomever without
written iuthority of the gazetted cffcefspecially entrusted to^ ensure control over the Govern-
ment properry srores or S. P. and without filling up issu-e forms. Ackncwledgement _of-_ ogly
tn" 

-oft.ii 
oi officer-in-charge of the postlcfrce for *_ho-tr the articles supplied shall be

accepted and acknowledgemenf given by any other person shall never be accepted.

(d) Requests for temporary loan of Government property will be honoured .lV the
R.ol;;b ;;in. *iltt.n oiderr bf the Gazetted officer entrusted. for,the purpose' In such

"ut"r 

" 
uf'ro 

-- 
irto" forms will be used and the issues entered in g temporary loa"n- r-egistel

io'"f]" *uiirtui".a for the purpose. When the_ property is _returned after use, -the R.I. will
;;;i;"*it-carefully to s6e 

'if 
there has be-en 

-any 
damage and €nter the return of

the property in the Temporary Loan Register'

(e) To the uniformity in all districts and establishments, stock and store register shall
be maintained in the fcllowing ten parts:-

Part l-Motor vehicles, motor cycles, spares of motors
and bicyclee.

like tyre, tube, battery, etc.

part II-Web equipments, steel helmets, handcuffs, long and short lathis, tear smoke
equipments, etc.

Part Ill:Tentage, shamina, tarpauline, durr.v' camp furniture, etc'

Part .Ill-Furniture (Fxcluding camp furniture)

part I/-P. T . equipments, sports and athletic goods

part VI- Atmattrer's workshop, equipments, tools and f target raterials

Part I'II- Hospital equimpment and furniture

part VIII- Miscellaneous clocks time pieces, stop .watch petromax .lights' cooking uten-
sils, lanterni-- commode, typewrittirs, .dupli6ating mathines, buckets, fingerprint
slabs and 

' 
iotl..r, cameras iiime investigafion bbxes,. projectors with . equipments'

rape recorders,-iefrigerators. band. equipments, educational films, loud speakels,
*ietopton.s, torchlights, leather dak bags, door and windorv screens' etc.

part lX-Expendable articles-{eros_ene, spirit,- q?tgh box, broonls, baskets, photo film,
pnJnyf n.o.r., Anti malarial drugs, torch light cells, mantles, eto.

part X- petrol and Lubricants-petrol,diesel, brake oil, eear oil, grease' etc.

( /) Witn regard to books including law books .and perodicals purclased {roq Government

funds a separate tto;[ ;;d 
- 

store regiiter with index 
-shall 

be 
-maintained 

at the D.P.o

There should be a:;*;;;D"i'*d;i;-Register ror toots-- 
"td 

--p;tioioi.utt. 
Each police'
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post is to be issued with a separate authenticated list of books and periccdical. The same
procedure as in the ccse of Government property should be followed for maintaining the list
up-to-date. All books and periodicals p-trichlsed shall be entered in the Committee- Book.:
as in the case of any other Government property and than entered in the Stock and Store
Register of books and periocHcals. A senior clerk should be detaild by issue of a District
Order for the proper maintenance of Registers relating to books and periodicals under
the direct supervision and control of the Head Clerk and one of the G.Os. shall be made
responsible to ensure the proper accounting of the books and maintenance of registers.

$) prevention of replacentent- To obviate any chance of replacement of any property
correct particulars and description of each item should be entered in the Registers and
the list and the serial number of the Distribution Register marked by painting or by
purchase. No itern of preper11, sh:uld go out of Government pr.iperty store unlesr it has been
so marked'

(4) Check of Goyernment Property-1he following. instructions should be followed for the
checking of Government Property :-

(a) In every district the S.P. shall pass a D.O. entrusting a G'O..1e enrqureb-! frequent
check 

-that 
the R.I. and Sergeant-in-charge are not neglecting their duty regar-

ding care and maintenance of Government property'

t A separate file shall be opened for the purpose wherein tbe G. O. should note his
obiervation and it should be put up to the S.P for persual and passing. necessary
orders as deems proper. Any neglect notice in respect of the R.I. and Sergeant'
in-charge shall be dealt with suitabie a{rd ploPptlyr This_ _will .n{: however,
absolve- the general control and responsibility of the District S.P. in this respect.

(b) In every district where there are two sergeants, one sergeant will be made responsibility' ' 
for rhe Goverment property store by the issle of a D.O. and subject to the general
co"trot and superviiiori of the R. t. it shatl be his duty to keep proper_ac_count of the
Q6yeppent property and ensure their proper care and maintenace. It shall be the duty
of the R.I. t6 eferciie proper supervision over the work of the sergeant and see that
the accounting aid maintenance of Government property is done properly.-He should
promptly bring all the lap es to the notice of the G.O.,entrustedby theS.P. for the
bumose. IJ caee of any loss, damage arising out of improper according or ba.rl'c,at6or 

maintenance. S.P. will apportion the costfor repair or replacement.in sucb
iuiil-ur he thinks.fit between-ihe R.L and the store sergeant 1o ssnsidslation
of their individual responsibilify in the particular matter.

(c) At the district or establishment headquarters physical check of the Governnrtnt
DroDerty in the store shall be conducled by the G. O. entrusted for the. purpi,se,
'wn6 

witt verify the entries in the stock and store_ reg-i.ster committee book and
thi distribution register once a halfyear and report the discrepancy, if any, to the
S.p./ Head of esta--blishment. S.P./ Head of establishment will physically check each
iteln of Government property at neadquarters once a year before the submission
of the annual certificate to the D.I'-G.

Ihis supersedes Police Circular No./ of l95l

5. Within 2 months of the issue of this order, t!: S.Ps./Heads of EstaAishments should

op.o'o"* Jock and--itore registers as indicated in Paras. 3 (2) (e) -uT+ f) above wherein

;i-;""i;; *itU- tif.t."ce to ihe old regisrers and all articlesibooks hel4 in stock should be

*t"i.O. Within a month thereafter, new Ditribution. Registrers for Government properfy

;;'i,;; Uo. f.r rno"fa be opened aud_ brought abs-olqtely .up-to-date a-,rd up'to-date authenticat-

lj-UrtJ' 
""0.t 

1tr9- signarutei of the S.P.iHiad ot fstaUtisnments should be issued to all post

"h".i-'anO 
fun comlliaoce reported to me by the 3lstJuly 1965 at the latest. The changg grer

Jt"ori u|-a""i 
""05i 

tn. g.ieral super.'ision of a G.o. to ensure there are no omissions

;J;;*irJioo. uoA tnat itt items under charge ,are _pro_perly accounted for. Till these regislgrs

;e 6tr--"*-tro"gui up_to_oate no properfylb-ook th6uid be issued to any-post office. The

;iJ $;.k 
^;"d 

Si;; aio-oirttitution itegiiigrs and authenticated lists should be kept under
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qroper custody of the.sergeant-in-chargelclerk-in-charge 

for future.reference and these shouldbe passed over to the .-successcrs-ii-charge aoO ,ientio;rd 
-io 

the cha{ge repcrts. The S.p./Head of Estabrishmenr wili piil;';r;l; i;; rh" p."pilil-ri*",, comprianceof this order. 
.

Manual reference

No..

To

Rules 1045 and lt25

Issus Fonn I

Po l i ce  Order  No. .  . . . . . . . /65

(For use of Reserve Office)

Date

Items of Government
under your charge. please
ment and return:

property as enumerated.below are ient herewith-for tlre police postput vour signarure on the duplicate 
"opv'io 

iot.o oi-i.iioili.ago

Signature of R. 1.7g1ore Sgt.

Serial
No.

(1 )

Date of Name rf article
lssue with descriDtion

Reference to
entry in stock
and store
Register

(4)(3)(2)

Initials
of

Superin-
tendent

(s)

Date and
manner

of
disposal

(6)

Value
reali:ed

(7)

Initial
of

Superin-
tendent

(8)

45 9-4-1965 Steel folding chair
Godrej.

S B P
Vol. I,

Part IV,
Page 96.

46

47

9-4-1965 Padlock,^ _B_ r a s s SBp part VIII,
Godrej 3, size. Vol. J, pagJ t:2.

9-4-1965 Galvanised. I-ron SBp partVII I ,
hucket 12 inches. Vol. I, paee Il2'.

The above iteme of Government property have been received by me

Date. Signature of the Receiving Ofrcer



No..

* T o

t4l

Issus Fonl\l II

Police order No._-=-/65

(For use of others sending Government property to R. O.)

The Reserve Inspector

District

Date

Items of Government prooerty as enumcrat:C below are sent herewith for condemnation/exchangel
repairs, etc., as noted against-eaih. Please sign thc duplicate copy in token of acknowledgmenrofthe
property and return:

Siguature of the O. I. C. of the P.-S.
Name of the post

gerial Date of Name of the articles and Authority under Remarks of the
No. issue description which sent inspecting officer

(1) @ (3) (4) (5)

23 3-4-1962 Wooden table 4'X3" S' Ps. inspection fe- Condemned
marks  on . . . . . .da ted
. . . . . . v i d e  A .  S .  4 .

35 ll-2-1941 Handcuf with key No. 126 Ditto

Ditto

To be exchqnged and
sent for repair.

To berepaired61 26-11-1958 Timqiece Zaz

The above items of Government property have been received by me and action is being taken
r socording to S. P's. order.

Date. Signature of R. I./Store Sgt.


