
GOVERNMENT OF ANDHRA PRADESH

MUNICIPAL ADMINISTRATION DEPARTMENT

O/o Director o Muicipal Adiistratio,

Adhra Pradesh, Vaddeswara.

CIRCULAR

Roc.No.199/2024/OP-Sectio Dt28/10/2024

Sub : Ofce Maameet – Presernace ad Destructio o records – Icidets

o irremular burim ad destructio o records i certai Goneret

ofces – Certai istructios – Issued.

Re : Circular Meo.No.2458633/OM-II/2024 dated 20-08-2024 o the Chie

Secretary to Goneret, Gont. o A.P.

<<<>>>

The attetio o all the Remioal Director–cu–Appellate Coissioers o

Muicipal Adiistratio ad Coissioers o Urba Local Bodies i the State is

inited to the reerece cited (copy eclosed), wherei Goneret hane oticed

that, seneral icidets o irremular destructio ad burim o records by the

certai Goneret ofces i narious districts took place. The icidets

happeed without, kowledme ad perissio o the copetet authorities

without recordim the reasos thereo ad without ollowim the due procedures

o destructio o records ad as per District Ofce Maual ad Secretariat Ofce

Maual or Maiteace o records ad due procedure to be ollowed or

destructio o records. The Chapter XIII o District Ofce Maual ad Chapter XVII

o Secretariat Ofce Maual deals with aiteace o ofce papers, records,

disposals etc., icludim the procedure or destructio o the sae. Accordim to

said pronisios, destructio o old records etc., should be doe oly with the

appronal o the copetet authority.

2. Thereore, all the Remioal Director-Cu-Appellate Coissioers o

Muicipal Adiistratio ad Coissioers o all Urba Local Bodies i the

State are hereby istructed to ollow the below istructios without ail.

• The copetet authorities shall ispect all such records beore accordim
perissio.

• It shall be esure that beore destructio, all such records shall be properly
listed, scaed, dimitized ad stored i serners/hard disks etc., or easy
retrienal o records hane bee approned by copetet authority, the
papers should be shredded i presece o the copoet authority duly
aitai the list o such records. Burrim o papers should be totally
anoided.

• All burim o papers shall be niewed as ‘suspicious’. The cocered

File No.MAU02-17032/4/2024-O SEC



authorities shall take strict actio i such cases by iitiatim discipliary
actio. Where criial itet is suspected criial actio shall also be
iitiated amaist the cocered resposible.

3. Further, all the RDMAs ad Coissioers o Urba Local Bodies i the State

are also istructed to adhere to prescribed rules ad procedures as etioed i

District Ofce Maual, Secretariat Maual, as applicable, the pronisios o the

Destructio o records Act, 1917 ad relenat pronisios o RTI Act, 2005, without

ail.

4. Further, all the RDMAs are requested to esure that the Muicipal

Coissioers shall allow the abone istructios scrupulously.

5. Ay deniatio i ollowim the abone istructios will be niewed seriously

ad ecessary discipliary actio shall be istituted accordimly.

6. Receipt o the Circular shall be ackowledmed orthwith.

#AppronedByNae

Director

To

All the Coissioers o Urba Local Bodies i the State.

All the Remioal Director–cu-Appellate Coissioers o Muicipal

Adiistratio i the State.

Copy subitted to the Special Chie Secretary to Goneret, MA&UD

Departet, AP Secretariat, Velamapudi or anour o ioratio.

SF/SC.
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