
By e-r4r;l
Odisha Police,

State Headquarters,
Odisha, Cult4ck@

l'o

Dtd. L7 .09.2016

Ad d r. D.; J?f f"Jrkoq,,.)
Odisha, Cuttack

No. ,4308 /oP
oPN-r 9-2012

Sub:-

All Heads ofPolice District Establishments.

Submission of property stat€ment by Govt. servants (Gazetted & Non-
Gazetted).

The Desk Officer of Home Department who is dealing \\'ith the matters

relating to annual property rehrms of OPS/OAPS and Class-I officers of Police

Depirtment has observed that the aforesaid officers ol' Police Department are not

submitting their properry retums in accordance with the guidelines/ instructions issued jn

Ilonre Department letter No.25146/OE dt.29.6.2004, l l" l42lce\ dt.13.5.2015 and

324tilcA dt.6.2.2016 which were in due course circulated in S.P.Hdqrs Memo

|lo.il791lOP dt.15.'7.2004, No.23127lMin dt.6.6 2015 and No 797lOP dt'23 2 2016

lespectiveil. In view of the above fact, aforesaid guideline'/ instructions and lette'/

menros are being uploa<led in Police web-site "yg!pd!!li4pali!9€9vj4" The same ma)'

please be downloaded and circulated among all Govt S€rvants working under yortr

administrative control with instruction to submit theil propel8 retums in timc

accordingly.

ElSq 
Tel /FaxNo 067l-2304354
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Subi- Cus(ody : lnd xto|| i tori lg of subnrission of propcrty statenrcnt i  I lo re
D€partucnt.

According to Rule 2l (4) olOrissa Covenlmeut Serva|l  Conduct l tulcs, 1949.
ejjA Cover.!!!,ent -se-rvani iueguired--lo rnake r truc a Li ron)plcrq d-eclafalron bclbre tltc end ol.

hnuatl, rt lhe iinteFr'al of every three years of all lr is assets movable or innroval.: le. and the
value lhereofas on the 3l ' '  December ofthe previous year in the ford given in Appendix - A

of t lre t{ules ibid. Tl le declaration shall  be lvri t ten by the Off icer in his orvn hanci and submirrerl

in a.serled cover to the appointiDg authority. 
.

2. ' fhe 
detai led instructio s for the custody and monitor. ing of subrrission of the

property statemelts, accordirrgly, in respect of off icers. rvhose appointir ig rLrt lrori ty is l lo rc

Departrnent, are given l iere. These iDstructions have to be [ol lorved'part iculaI ' i1 [r1, r lrc

CoDfidential Section.

3. l lorne Depd ment is thc appointing airLhorjty in respect of[ol lorving cirdres f l  d

these cadrcs are assigred codes as giyen below.
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Nxruc of Cadrc/ Scrvicc.
'  - :
Po l i ce  ! '

.Fire Selivice 1'

Judicial Service ,

Jai l  Service .

O.issa Sccretaf ;at Service' i l . '

Prosecutor Service ,

Comrnon Cadrcs (Assistal l ts)f ' '

Lonlmon Ladres ( Iyplsl)

P. S. / I ' .  A. /  Sleno ,

C r o u p ' D '

Others

:
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4. All  the sealed covets conlaiDing property staletrrents recejved shall  be

nreservcd \\, i th Confi<lerrt ial Seclion scparately fo'cach ofthe cadre/services nrerrt iorred abovc.

ihe persons sl lal l  be advised to subn)iL their propcrly statements in t l te sealed envelopes.of the

s-lzglll l_U' x 6' duly lor\^,arded by a covering lettef. J]re covering letters shall be p|eserved

in the f i les.

-5, 
The sealed envelopes shall coltain te name, desigDation of the ofllcer, the

-p_eriod covered by the property statentelt and his dated signature. Wherever it is not, tlle sealed

covers shall be retumed to the sender requesting him to mention this intormation boldly on the

face oflhe ervelope.

6, The envelopes, containiDg property statemeDt, recejved shall be inrnediately

sign€d across each of the pasted folds by tlte Section Officer in charge of Confidelltial Scction

and he wil l also write on it the datd oi its receipt in l lome Department. f le shall also pur his

seal below his all thp signalur€s. This is necessary, so that the sealed epvelopes can noL be

openecj and nanipulaied b), rcplaceile|t oI otherlvise at a later stag'e.

7, The,siction Oflicer, in charge of Confidenrial Section, shall

ackDowledgement of the receipt of property statement under his seal and

signafutes on the envilope and on {.he acloro\.vledgemeDt lctter shall be identical.

A lrar '<j leoihcl bound reBislcr slral l  be opened fol each of lhe cadrcs rnentioncJ

il  para-3 above, Where the l ikcly ircunrbents in case ofsome oflhe cadres arc less, a sir l+e

Uld_bound. Lgathcr register nray contain the details of more than one ofthe cadres mcntioned

above. In yjcl i  cases, there shall  be an indet( al the beginning olthe register indical ing i l)e

allotment of jjages to eaclr olsuch cadres in that register. Needless to say thai the pirges ;n

these regislers shall  be nunrbcred ind a page cert i f icate shall  be given. l t  shall  be Daintaincd

rreal and clean rvith ho over writing. '[he guality ql papjlol lhe registel slrall be ol a very
, ' ,

high order, so t lrat i t  rvi l l  las( for l5to20years. Each of l l lese registers shall  be t i t led and rulcd

as nrenlioncd belo}v.

also send thc

s igna tu le . ' l ' he

8.

(  Co"(d.. . I  /3 )
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lnsl luctlons fot \ \r i l i t)g oft l l js registcl are given irr Annexu|e. L9.

I0. On receipt <-,f scalcd cnvclupe arrd nlLcr'

i l  shall  pass inlo the cirstod), ofthe-cortccucd DcalinB

lhe acknolvledgenrcnt has beetr issred,

Assislants. A resular off ice order shall

be issued desi

varlb!s servlccs,

v st i l terrcrts of

The codcerned DealiDg Assistant, on receipt of sealed envelopes con(aininB

---_|-

i - '

!

i l .

property slatemcii,  shall  enter the r letai ls of rhese envelopes in the corresporrding l)r 'operty

Starernent Registeis mentioned above ard in the rnanner described in Annexure - L Tlre

Dealing ,Assistanl shall endorse the sealed envelopes in red ink rvith the code of the Scrvice/

Cadre ( Inentioned in lara -3 above ) anrJ t l te serial number at \  4l icl l  i ts derai ls are cnereo ur

the coDcenred Property Statcnrerlt .Register for i ts inrmediate identif ication. l- lc shall  place t l)c

Register, as well as, this envelope for l l)e siBnatures of the Unclcr Secretary in charge of

CoDlldential SectioD. TIe LlDdef Secretary shall sign the sealed envelope aI least at lrvo places

across its folds and also put ir is seal. l- le wil l  also pul his ful l  dated signature in the ltcgistc|

at the appropriale plade. l- le r.vi l l  also check that jnstructions contaiDed here lravc bccrl

fgl lolvcd up.

(  C o n i d . . . l ' l 4  )

Sl .  No.
Gr:rdel ido

Dur[ber in lhe
gr ' f ldI t io l ist

'  publ ished
( gi l ing year
nunrber and
drtc oIsucl l

Iubl icnl ion ) ,

Nat, j re of pcrsoD.
Da(e of

superannual ion,
Locat ion
( c0de ) of

.  Sl : l ternents.

Dctr i ls of  l Ic per iod of properq'  sta{cnrcnt rccci}r ,d
( I | teDl ion i I  cach cdlutnn, one beto$. the ol Ier,  f l r€ per i0d,

df l tc of rcccipl  and drtcd signaturc of Utrdcr Scct ctnr i ,
i I -chargc of Conl ldcf l  t is l  S0c{irJ,r) .

(3)
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12. No alrnirah shall  be provided for kceping t l)e property slatcmelts_ I hey sh

. l:1,-(, l, ""1:,t,t,* lnalner 
<tescribcct subscquenrty in rhe btocks ofsto{rect aDste facks Ablocks of Lhc slotted angle racks rv

t lre proper'(y stalerneit too sha, be 

be provir led uniqLlc localion codes ' l 'his' location 
crr

above 'rhjs errrry wiri be r",," rr r-',jll,,,lrtiff::llil:il:;::.J,l":,,."'
.  iode ale giveu in pam- l6 b€lorv.

'  i3. n l l  the propefty stalelDents ofa person, rcceivcd lronr t i tne to t iDre, sl lal l  behard wjLh a s(rop8 thrbad orr al l  the lbur sides and thc k|ot shajl  be paper scaled. l t  has ret)sl| lcd that lvi( l lout destroying t l lc papcr-seal, t l le cnvelopes can Dot be taket) oI l  ol

l l, l. lu," 
t,:: paper*eai i!_nothirrg bur c srnall reutarrgular prece ,r pqr", o,r*r,,.r, ,r," s",ojl iccr l , i l l  put his hrl l  d"rted sjSirrture,:! !9_q!drelsqtvicc code arrd t le serial ,r, , , ;", . . ; ;";o-lr'j1rylcq&rlrrg!&gitrlr. rris lviir be pasred on the krror rcfef.ed above sucrr rlrarkiot can l lot bc opeletl  without destfoyi l lg the papef seal. l .his nteans lhat the t icrj  butldl ipropefty stalc[tent can nol be opeDcd by a pe|son o(]rcr { l)at) the sanre Seclioueirrg derecred. Unaur,orised deshuirio' or paper scal on *. ,,",, 0,,,,i,.t,1.'llii '-'lllJ

staLcrn€nl shall bc prorrprly brougjrt to thc floticc of Secrion Officcr an<j ,i l ;.#i]cha.ge of Corr[iderrLial Seclion by lhe concerned D€aling Assistant. T* ,r,;,.:;,_;
slaternells t jcd rvith the Ihrcad and paper_seaJed shall not be,O"n"U anU r* nrp",_*", ,,r",,1oe dqstroyed urrless a nerv set of property statement has been received (""0 ;, ,;,";- 

' l

kept in lhat bundle) or t l ie orders ofhigherauftoriries have been obo,""U ,",U" n," r"i, lo"j
. 
it. The inlegrity of paper seal shall be checked every time it js des**U a, *",,,r_ ,U"'OitlTlre nerv paper seal ,vill again be pasted on the kJrot of lhe thread every ,,,;: il;;J,statelnents are {ied again together. 

'  , l

. .  : l
14. '  '_TIte 

envelops containing property statements shall  be t ied so harJ, but wi. i | , ,damaging l l)e envelope, such that i t  s
rvirr,our dan,asins eirr,..,,,",,"0",..u, Jl",llJ:::ffilff 

to take our anv or rhc eruer,i

l l ' .  The slotted angre racks shal be instaled in r roorn. The entry ofunautho'j,,persons ia tlte rootn shall be prohibilcd. n ltotice to tl l is eflect sholl be pasted colspicuc,.rlt:..
l le doors oflhe room. No Dealing Assistant or others shall lacil i late al aDy ti l lre th( /.t ltttrautl lorjzcrl pcrsons iI t l l is roorn,

(  C 0 , , 1 r , .  . :  ! l
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B:]t_!&ll r if sio(c,t nrrgte ,n.ks st,"it be rrrrn,h.,p,r r r.  - * . * : -  , .  - ,  J . ' . . . . .  l l r e r c

:::::..:t1,,.1t 
ol a rrricr wrrirc pcper. stra be pasred. accordjnsJy. 

"i l i l-bo,,u,n of.".hrack tor ready identi, lcatiotr. Thjs block nutnber sltall M t ,^.".

,.',| :

:

17, Each block of the mck shall  coDtain the propeny stalements of about 150persons 10 begin with. The cadres/services relered to iu para - 3 above shalj be assigned Io ablock of the-.ack and property statements of all the persons of ftat cadre/service shall be kept ilrstr ing-t ied bundles in that block only.

'..r 18. The property Statement Register shall be a secret docunt€nl. Jt will not beshown to unauthorized persons. All the persons having opportunity to see the propeny
Statement Regjsters shall  give a wii t ten undenaking rtat rhey shall  not drsctose any of i tscontents [o olhers. Tl)e Iocation code sha]l also be a secret inlormaLion arrd shall  not bedisciosed ro u'authorized pe6ons. In fact, this infor'at ion shour<r be av4iraure ro conccrred
n ssistants on.necd lo know, basis.
s la re ' ren ro racadre ,hehasnoor . ,n , ' t o .o to " *Ass i s tan t i sno tdea i i r lS \ - v i t h lhep fope f l y

, 
=ss to kno.\.v the localion code ofploperty statcment of(hat .caore.

,nl. 
I  

Al location ofspace in fte bjocks shall  be done iDtel l igert ly. rD case a block
contains the property slatentellts of inore lhan one cadre/ seryice, the suflicieDr space shall bekept in the block for luture accrel ion ofproperty statements offhat service/ caore. n span oJ
l5 lo 20 years shall betaken into conbidefarion for rhis purposel

20. lwithjf i  a block or wlrhin a space al located to a service/ csdre the properly
sta(ements sl ial l  be kept one over the other up ro the ceil ing of the block jn the ordcr in whjclr
their names aPpear iD the Property Statement Register. The remaining al lotted block space shall
be lef l  open/ urroccrrpicd for future usc.

code relered above.

21. The location code shalt not be m€ntion€d on the sealecl
.,1 pfope y stalernenls. The help of the l toperty Statement Register shall  be
,r location, lvhere a sealed envelo.pe should be kept.

eDvelopes corrlajning

taken for f indjr lg lhe

4vY

nls,gjg!! nullber-shall lx-!-n-o_rvr as rfi.e-localion

(  Conld.. . l '16 )
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!
'  22, Ar the seared enuelopes. coDraining property a,or",u",,, . ,  al.eady avairabre in lr)e' off ice sha. be l irnitart)r enlered in rtre rropenf;,";"",; , , ,  ; ; , . ; ;  as ir) rhe case or rhcproperty statenrents 10 be received i '  future r_rorvcver, the cnveropes sha, nol be rerufne(l lopersons concerDed for asking them 10 do something. ln such cases, ever..yt l l ing shall  be done inhorrse.

' 23. jf a person has lcli the cadre/ servjce, for an.v reason \4Statemenr Regisrer shalt be endorsed suirabty against his name under ;:'r,;:"iJifi:;
Secretary in cl large ofConfidential Section. Similar endorserlents shalldismissed. compuisory rerired, dies or otherwise relieved. lr ,,", * ,ni"rlrliriifi; JT:Dell jng AssisLant to endorse th(
charse rhrou'h,he sect jon 

";J3.:,*:Hlj ilT::""jJ,"Tfi "j;ff:,; l:. saDe ladder shaii not be treated as relieffrotn that service/ cadre.

'  24 rfa person is serccted ro sonre other service and he is rerie'ed and no longcrbelolgs lo thal cadre/ service, but he remains within the Covernment ol Orissa, hjs al l  the.properry staternents,slali be selrt to his new Appoirrting Autlrority and the regisler of ]}.opero,
Slatenlent shall  be endorsetl,  accor-di i tgly, with lhe let ler nt|rnbcr and daLe AIJ l l)e eDdolsenrents
shall  be signed bl,rhe Ulrdcr Secretary in-charge,

' ' 2 s . j
llle Jllqpglll -slaternenrs shall be retaired forb r Iour years after lhe rct i l .eDlent/

superanruaiion or the persons ou1] rt,",, "-ii 
i^ -,^ -,--- -' ,-":' . 

- '-- -
srur oe oestroyed by burDing in t l le prescnce, |.- -. .:'Utdgr Sqcrctary ,ill :l,org",- pjg)_49d r|rcre_ is no disciplirrary pfof".-qiles,gt_y,igr tarce -crsc ol

cfir l inal cases pcndittg agaiagainst lr inr_or js Lrnder contcniplal iton. I)r ior orders of I .
shall ,bc obtained for destructiol.   ncr

i : :"r: '1, 
ttrc..tocarion co,Je shnit bc circtcd Jrr l.cctJr* irr ltrc I, l l ,pcrtJ.Srarerncrrr Rcgisrcr.

,,rs wrr De arr ltulcnltot) tal l lre Iropefty slatemenl Jras qither beeD deslr.oyed or lbrwardcd lo
thc  Dc\v  n  ppo i t | t iDr  n  u thor j t v .

26. lh€ prol)crLy statc rcn( sl l i l l ,

Sccrelaty in lhc f i le.

' lot bc ofcDed wit l torrt obtait) jDg lho ot.dcls of l lon)c

(  Contd.. . t , /7 )



J*U
ersquisiliqls received for cousultinq the propcr{v sla(cnlgllt,

r. n ftef
opening the property staienib'ts aurl haviDg done with tlle requircd consulta{iorr/ pe.usal, thtrse
shall be sealed agairi 'afresh 3inilar' ly in i le envelopes conlai' ing rhc identical endorserncnl of
the earlier cnvclopes except lhd siguatute of the person concer-uctl. l}e earliel envclopcs shall
not be destroycd and shall be retainecl inside the freslr elvelops.

28. A record of opeDilg arrd re-sealing of lroperty statenrents sjratt be kcpf irr I
register t it led and having thg ruled coluurrrs as.bciow,

29. 'lhcle 
shttll lre otlly one registcr for keepiug record of opcring inrl rc-sealing ol.

ptoperly slalenicnts ofall thc cadres.

l lefore orderirrg openiDg, the I Ior)e Secretaly rvi l)  vct. i ly t lre sealctJ eDvclopc arrrJ
satisfy l l inlselr rlrat rhose have not bec' tar)percd with or rcplace<i or cha'gcd. ' lr)ar 

trrc
signatures df Under. Se0retary on euvclopcs are j l l laot and tally wil lt lhose in the rcgistcl ol
,rloperty Stalcntcnt.

3I. OIce opeled, the pfoperty stateDredts shall bc sealed agaiu at the eurlicst
opportuDity. 1he cn;elgpe slull conlain the sanre endorsements trs lneDlioned in para 5 above
except the signatu{ps of,the person. Tlle fact ofre-sealing the propedy statenreDts shall also be
rccorded in the nexr available blar* sub-col!u1nr against rhe Dalre ofthe collcemcd persons i' rhc
Property Statenreut Register. This will be signed by the UDder Sccretary ir-charge. llc aod 1l)e
Si:clion Offiier shali also sign thc lcw sealetl envelop across the folds aud put thcir seals as well
just as mentiored in para - 6 ald l l above. 'llre 

bundle shall agaiu be paper,scaled jusl as

meutioued il para - 13 above. 'l'he envelopc slnll not or y be endorscd, itter-alja, with t|c scr ial

nunrber of lhe concerned Ptoperly Statement Register but also with that of the l{cgisrcr
" For opening ofScaled Proper(y Stalen)eDt and ](eseaiing theln.',

( Contd..,I ' l8 )

st.
No.

Nafi lc of l ,erson.
ldent i f ic:r l io code,

Scrinl  nurDbcr of {he
I ' l ( rpct l l '  s l : r lcnrctr l

.  rcgislcf .

llcnsoDs
for

ol)crriug.

I Sigrtnture of
oIfic€r ordering

thc ol,eniDg.

Datc of
openntg.

'l he yenl.s for
ryhich opened.

Dn(e of rc-se^l ing
nnd ful l  dntcd
sigt latrrre 0f

Urrder Secrctnr l
hr-cl!lrgc.

I ' 2
3 4 5

30.
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1he sealed envelopes shall  rrot be laken out f iorn their Iocalion or f iotn rnc rooll l

soDre ol lrer irul l lori l ies. t l ley nl lrst ntake a writtel l  rcqucsl at les(i;g the signaturcs bI the pc,soD

authorized by them to receive the sealed property statements. l'hc ordcls of {he IIonte Secreta

ulless rcq-uired zurti ciirlers, accorciingly, liave been oblainsd fi.0n1 tlte llonr€ Sccfcli."y.
,  : '  ' ' ' .

Ir riiele sealcd-envclopes o|e rcquiretl  to bc hc[deJ ovcr to Vigi l0ncc or I 'ul i

in f i le shall  be sought. Action shall  be take|, accorditrgiy. lu case it  is orclcrecl to hiutdtr

the scaled pfoperty slal.elncu(, rthose shall  be halded ov€r to t l te aulhorizcd person olr lelei

and the reccipt shall be obtaiDed iD tl le property statelnet register itself in lhe r

blaDk space available against l,he namc of tite person. On return of those plopelly stateDren

the acknorvlcdgcnrcnt shall bp issued under the signature ofSec(ion Olficerjust as in the cate

scrdirg ar:knorvledger)elt to the perSons concerrred as described in pora - 7 above. lhc sau

procedure as clescri$etl in para - Il above sholl be lollowetl for cntlorsing the lact o[ lcccipt

thc retulucd property s(atenents in the rreit available space agaiDst the naDr€ oI (he pcrson ir I

' l \opclty Statcnlcut Itegister' .  I  l l is endolselrcl l t  shail  bc sig[ed by the Ur(ler Sccrclary i l l -cl) iuts

34.

lhey sLall
' fhel,sball

be veli l ied by t lre Selct ior: Off iccf. Ihe ackDowledgcDlctt shall  be issucd tccort l irrgl

be se.rled agail  aud lhc ploccdute described in pala 3l shall  bc |ol lowed.

l ly order ofPri lcipal Secrelaty

l l , I(anungo
U)rder Secrctary to Covcnxllell1.

CONFII)

Bhubaueswar, daled, the 29rl' 1une,2004.

lD casp the property stater)1eDts are not returrcd iD the original sealcd colc

t
I

. l l - | | , ' _ l
I \ | \4 -l-

t ^-i-^ ^t^ 7"'2.'. f I J I

Copy forwarded to the D. G. & L G. ofPolice, Orissa, Cuttaok-/ D G, Fire Seniccs ir
C.G., llome Crihds, Qrissa, CuttacV Director, Public I'rosecution, Orissa, llltubanesrv
Registrar, Orissd:ltigh Court; Cutiack/ l. C. of, Prisons, Orissa, Blrubaneswar/ C M.D., Ori
State Police Lliiiising & Welfarc Corpomtion, Bhubaneswar/ Secrelary, It.S.D., Orit
Bhubancswar/ Direc(ir Inrelligence, Orissn, C}udt6 Rcsicleut Cotmtissiotter, Ncrv Dcil
Dcputy S€crettuy to Govenunelt, IlotDe 1,€oznfirlential ) DeflrtmeDv MaDager, Slatc Crrt
House,T|hubaneswar.

They aie requested to follow llte illsltuitiolls and procedure coutained ill tlle O

Order scrupulously. Ilurther; they are requested to seDd the ploperty stateolent rcquircd to
preserved in llome DepartlDent to lhe Deputy Secretary to Covenxnent, Ilome ( Confidentia

Departmerll for ttecessary actioD at their end

f  - 'q  b  [ rn ts  - ' \

91' "*'.' r crztg,cl^'l;ay
ll<m' 

'" '/
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Write l lcrc
nieDti{ t rr thclocotiort codc of thc

/\NNttxuRlr I

Ihe Dnl l lc oI  pctsol l  a|d l t is ( l0tc

l)ropct ' ly s l l l lc l l rcnt bn0(l lc.  n l l  thc

oI sUl)ctaIlruation.

propcrty s{a(cnrcr){s

lo ur(rcl  r  Ju.d!: .1 t3 t | r t"n 2,t /4"t. .  .  .  .  .  .  |  .  . ,  .  .  .  . t .  .  .  .  .  t  ,  1  |  k r r r r c  l ) c 1 r r 1 1 1 1 1 9 1 1 1 ,  r  ; 1 1 1 q , , , , , , . , , 1

' . ' ^ . . ' . . . '

dol. no.z ,

r) l  ( ) f issl  )

-r 'r)c prorlcfty statc'rcrt r(cBistcr srra, bc rvri l tcn for a se.vicc/ cadre r,r alc sir 'c
ofdcl i tr  rvl l icl t  thc narrrcs ofthc nrcrrrbc
grndarion-l isrs Iubl ishecr reccntly. I-ols 

orlhirt sctvicc/ oacle have been ar.atrgccl in lhe t lral i

sraren,enr r(esisrer shar be rvr iuerr ,,;;il::, Ii,"'l;rj.l,';lj; ,iillJJ;il1:
pl!I9!r9tl-gt$l{l"l-.li!! 

lbllg\veji__ylrl ltrose,ror. rtre. Joinr secrcrary, Depury sccrcr.r.y, ujrder
!:9l913ryr"-s-"9,-9,1..-o-rr,ger,- reve! _- l,_Se9tiol,-oflicer, Level - ll, senior Assisrarrr, Junigr
A,ssiita'lt i0 th.t order. rn cqsc bf laterar entfics, {hc narnes ofpersons shalr bc }vriltcn berow
t he  r r0mes  o f  l he  l as t  Jun io r  Ass i s tan t  a l l d  so  o l r .  l f i t i s l ou l rdsubscqucn l l y tha  hc r )an tco Ia
pcrson has been orrirted f io0l lrre draft pubrishcrr l is{, his derairs sh. r bc cntcrcd f l 'cr thc r i ist
persol in l l lnt laddct ofscrvicc/ chrl.es. 

l
2, COL. NO.l j  Nol only writc hcrc t l le | .rurni g scrial rrL|nbc| but also t l tc gradatiol l
numbef of thc pcrson jt l  the pubJished g|ndatiol]  l jsl  ntrd lhe ofl lce odcf l tut l tbcr a|d rt i t(c ol
such publica(iol,  in ordef lo avoid any confusion in I.Lrkre.

3.

Also

ofa persorr slrol l  bc kcpl j I  I  bulqlc f l l  o| lc lr l i lcc.

4. nl l  thc lcquired et)( lolsct 'c,{s i tr t l tc l icgis(ef shl l l  bc rrrarlc l ;y r 'c crr 'ccrrrutl
Dealing Assistairts. I lorvevcr., al l  l 'csc c'(r ics s'al l  be vc' i f ic<l by t l lc t . lndc[ l icc.ct irf),  i '
c 'arge of t irr l ldcrrl iar sccl iorr arrd srra, bc rutr lcrl ic.tcd un<icr rr is rLr, dir lcd sigraturcs.
lnit ials shrl l  rrol bc usctl .  l |c sul j-colurnns ol.colLrrnn No.3 ofthc,tcgistcrs shnlt be usctl  l .ol
s r t c l t  s r t cccss i vc  c r rL lo rscn l c r r t s .  l l l e  \ v i r l l l r  o l . r : l t c l r  s r rb . coh r r r rn  s l t , r l l  be  r r r r c  i r r t h .

5. l t  slrnl l  not bc lrccbss ry to usc t lrc avajlable spacJ l i ,r .rvri t irrg thc dctr i ls ol.
l)ropclty sl i l lerncrts for every l l l ree yet!rs. In crse of availablc sealcd propetty sln(cntcnls, f l lc
de(ai ls oft l lc yerrs ol 'al l  can be wrj c,t in orrc sub_colunrn only. I
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/ .  tach pngc olt l te !.egister sltnl l  h0ve t l te l teadings oIt l le colurn0s
oc lastcr.r rn le regislcr lor identif icai ion of l l le headitrgs ofthc colu rns

B. 1l]ree rulerl holizontal

tlr is rcgistcr ncitt ly, oIc [rlcd

shall bc l<t:pr hlank.

, i
' a ,

6, l l tc t \gpct.ty Sll t fclrct l t  l{cgistcr fo nat shall  be rrr lct l  olr bol l l  ( l lc stdcs:) l  l l t .
or)e' register" n p!{ f io' l  corunrrr i  arrrJ 2, i t  rt i ,  have at rcast I0 sul)-corurl 's o'trrc r,,r
corur)..  t incl l  Jab-colr 'n. slroult l  bc ivr. i .cn, as lnd rvherr 'equirecl, rviLh lhe pcriod of,rt l lcr{:,
staten)crr '  dalc of i ls rcccirtt  rrd trrcrr trre trI  dated signnturcs o,re bcrow the orher. r,  casc oI
tDc properly st.tenrcnrs ar'eady received nrrd available, thc'c srralr be no [eed to *l irc the
dotcs of rcceil)t .  Sirnply rvr. i le hcrc ,al lcldy avail f lblc, to dist irrgrr ish lhcrr l iortr l l rosc to bc
rcccived l0tef. Ihe rcgister shal! de nrai l tairrct l  neat antJ clcarr rvithori any ovcrwflr lrg.
Cutt ings shall  be avoided arrd shqll  IJ; init iated. i

l incs shall be allowerl for eirch cntty

line iIuncdiltoly above aId anothcr

Nri{tel.  No f lups

and sub-colrrnns.

in this.register. ' lb rnaintaiI l
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