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The Department will, for a bicycle used in 
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PRESERVATION OF RECORDS AND DESTRUCTION OF 
BOOKS, FORMS, ETC. 

188. All records dealing with the business of the Department, 
from its earliest stages are t.o be carefully preserved, and on no 
account destroyed, except by t.he special authority ot the Secretary. 
In the term "records" is included correspondence, letter-books, 
and suchlike documents. This direction does not apply to account 
form~, letter-bills, the destruction of which on the expiry of a 
stated period is provided for in the rules. 

189. Books which are to retained permanently should, before 
being stored Hway, be prominently labelled with their titles and 
with the dates of commencement and completion. 

190, The undermentioned books and forms, when out of use, 
and after having been kept for the periods set against them, are to 
be destroyed :-

Book or Form. 

Acknowledgment of receipt of remit,tance .. 
Advice of remittance 
Attendance-book 
Butts of cheque-book 
Cash Account book ,(sub-office) 
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One year. 
One year. 
Three years. 
Three years. 
Six years. 
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