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N OTI FICATI O N  

No. HC Xf-/9792/4973-5023/RC, the 26th Apri� 1993. The Gallh: 
(H igh Court of Assam, Nagaland, MeghaJaya, Manipur, Tripura, 
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Substitute Form No. (M) 6 by the modified 
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R egistrar 
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FORM OF INSPECTION OF TH E COURTS OF ASSIST 
JUD GES/MUNSIFF 

. PRELIMINARY 

,. Inspection of the Courts of AssiStant D istrict Judge/Munsiff 
. . . .  . . ... . . 

. . . . . . . . . . . . �. 

No. 94. 

''''l� ICourt 
& Aru­

R ules 

.' 

-

. 
. ' 
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.-------il---,��--. ----

This court was last inspected by . .  
• • •  

--- . -- ------------ ... 1--7'--�· -- · ------

Name or names of Presiding Judge or Judges SI e the ia5t inspection and 
the period during which each held office. 

--.------ -----
Date of joining of the present Presiding Judge. is special powers, if any. , 

------- --I 
When W.1S the last annual inspection made by th Presiding Judge? 

----- ----"*--"-'--�-
1. JUDICIAL WOR S 

• 

1. ( a) Statement of pending cases eategorywise nd yeamise should be sub· • 
mitted in a separate sheet sho\yjng the number of s ts 'and other proceedings 
pending for disposal lOr Over : 

year 

2 years 

3 years 

4 years 

5 yeJfS 
---.... ''-.--- ------4i-.-,r-"W 

(10) Reasons for arrears-

ti) Steng incomplete 

( ii. Slay,:J by \ ,,,,lIote'I: ,ional Courts 
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• \iii) Ready for trial. 

(c) (i) Does he disposal keep pace with the institution ? 

• 
(ii) If not, Ivhat are the reasons given bv the officer? Are 

factory? If not, is the undue p�ndency due t'J neglige. ce or i 
Officer? 

(d) If there is excessive filling what remedy do you suggest? 

2. Docs the Judge 
be examined). 

sit in Court III the prescribed hours? \vVU' 
• 

-.---.-.:.;....-
, 3. Is the CQurt Diary kep[ neatly and legibly? 

, 

• 

.-----

4. AlC the order sheets neatly and properly writt.::n:] 
and are cases entered in advance and arranged in the 1,13nner 1 

�--------, -- ---_. - --------

5. Arc or�lp requiring judicial Jescretion drawn up 
they contain adequate reasons? 

• 

-
-

--
----

---

--_.
-

6. Is the COurt Fee Register 'lllinta.ined properly. "I 

- ----- .--- ._----_._---

7. Are caseS taken up for h>!arino; in th!ir chronological 
are the reasons 'for not dOing �o sufficient? 

-- ... ,. ---.� 

8. Are lhe . IStructions in Rule 745 followed by 
judicial.decretiOI) as deddl.!d )Q L10.lt, t.or .�, r jI] nal? 
-- -.-.. 

94j93 

la51)II' satis­
of the 

shnud 

do 



Ex-94/93 4 

-- -------- _._--. ---------

9. "Ire issues framed by the Judge himself? 

- ---------
----------

10. Are dates once fixed for peremptory heo 
adjournments are granted, are the reasons recorded? 
have been given in such cases, give instances.) 

.1<. ____ �. _ 

g adhered to and where 
(If too many adjourments 

-I11c----- --- - --
11, Where adjourmen's for argument" are give 

---- , ------------
12. Docs the Presiding Judge personally attend 

hearing? 
--- -

13. Arc case fixed for each day for peremptory 
rc�trjcted to such � number as after makLlg allowan 
ments, the Presidin� Judge may reas<'nably ex 
deal with? 

-----------
14. Are orders for lo9al investigation drawn u 

(rule 230) and do the proceedings contain full instru 
sioners' duties? 

arc th reasons -ecordcd? 

.... .,....---
fixing dates of peremptory 

--;;c---------
hearing and other purpose 
for u!)avoidable postpone­

t to in a position to 

in the hand of the Judge 
ions reoarding the commis· 

----------'------- ----II--�-----
15. 

235)7 
Are all commissions distributed in strictly " ir orde (rules 219, 220 & 

-------- ---111----
. 

16. Are orders on petitions passed without un 
, 

_._-

17. Are such costs paid in to the hands of p ies present in Court when­
ever practicable (rule 1 17 (3») 7 

18. Does the Court insist on the filling by plea 
moneys paid to or withdrawn by pleaders on accou 
costs have been paid to tbe clients (rule 117 (3) 7 

rs of receipt showing that 
of adj urnmcnts and other 

---------------- .-lI�_::_--------. 

.. 

• 

.. 
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----';--- ----------

19_ (The District Judge should sit in Court for atieast half 
Presiding Judge)_ 

20. Is evidence recorded swiftly and properly ? 

21. Can he control irreleva.nt, prolix: and fishing c[("s··examina 

22. How are the members of the Bar, the litigants and 

------------- -----------

23. When documents are received in accordance with Order 1 
the Judge record the reasons in his own hand? 

-----------

24. Are ad issions or denials of documents recorded 

25. Do the judgements written in exparte cases, state <m'cifie,llh 
which of the reliefs in the plaint are granted and against which 
(Rule 127). Are ex-parte cases generally disposed of on 
bearing ? 

26. Does the presiding Officer exercise proper control over 
decrees ? 

27. Are obj�ctions filed in execution cases resJlting in mi"cel 
expeditiously disposed of ? 

� 28. Is the Daily Cause List exhibited regularly and at 
hour?(rule 10) 

the 

KUllI", does 

�xe�ition of 

cases 
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29. h the sale Ii�,t pr,'rared �ad main!:}!;.J 
-.,. .-

30. ftre ); l ier :i�t �H;(: 11l1'�Tlat:OD ;, ok 
av�ta!'�e i. \ t'le pubLc every d. y w::,j,in t!le �I",�·,,.;rt 

.-.--- --.--

Ji,,'d by rule 1 �7? 

J,' en P'C-:f J lrd made 
d,)�lf? (rdcs II, 139 t<.) 

--

32. Js thf" work (Ir :j,�': �er' 0U' 'o'Jly apport 0 eJ? 
if any. 

33. Has the District JuJge con�idered the que 
to afto�1.er po�t or another slutkn i f  he has been it 
stal ion for J1l.ore than three yt::J.rs :ontinu{lusly'� ( 

ion of 'any offidal's tran�fer 
the same post or at the ,,'me 
Ie 3 1 0) 
------

34. Are 'he duty carJ, maintained Jnd up�to . te? (Rule 838). 
---- ---.- ___ "_ 

35. Are separate files for General and Special 
orders issued by the High Court Circulars and No 
State Governments and Circulars of the Accoutant 
Are they chronologically arranged with date stamp 
.� �-�� .-�---

etters 81'd Rules and Circular 
ications of the Central and 

eneral? Assam. maintained? 
nd page' marked? (rule 846) 

36. Has an index in alphabetical order been dod to the files of General 
and Special Letters'? 

37. Are.lI corrections to the Civil Rule and 
received and the index to the addenda and corrige 

rder:s pasted as they are 
a slips regularly written up? 

-----�r��--------

• 



• 

7 
• 

----.,.----_. ---'---'--�-' 

• 311. Are �¢turn�, opinion�. replier, ind�nIs et� sent \vith 

3c)� Ar� L}u: rc,;i:;ler of !"apcr� received a..: ... - the re2"i! ter of 
prot"lerly rnai� . "n d'? 

. _-. 

40 Is the p:!nJir.J list (rUle 836) r�gularly wr.tteu up tlr,d 
Officer and do entr:es shew p rompt despatch of �msine�: '! 

.-"-'- - �--- , -. -.' 

the 
ister� n OfC than 12 Y.J.fS old, w k.t:. <::!"e r, 
rd Rourn s�t 1�ercm tl'l1e? 

---
-..... ---

-_ .. _ -

, 

42. ,Are udexhibited document, ,ept separatdyand retl1fl1ed 
353). And �re those not retu ned within 6 months, 
as rOi uired by rul�' 356? 

----� -,--

43 Are retards of disposed of cases, Iran:smitted 
due date? 
-----,,�, ---- -.�-

----y- - 0_- _ � 

44. Are orders tor attachment or release 
Collector (rulo 166 & 167)? 

----.:- ._-----_._- -'-------

45. Is Quarterly statement of sales of such estates 
the Collector (rule 193)? 

----�----" :!---- --

46. Exanvne some affidavits sworn in regard 
deponent's knowledge and (ii) stated from information 
'lre in proper form (rule :.2). 

47. Does the Commissioner's endorsement contain the 
by the rules 34-36? 

' 

I---tt---

presiding 

to 

the 
if they 

required 
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• 

-
-I� 

48. Are Decrees generally drawn up within th prescnbed time and with 
care and in the order of the dates of disposal (rule 

I 7 & Be? - --_. - ------=..---

49. Does the Sheristadar himself prepare dec" 
Court under rule 137? Are the directions in Dote 1 

50. Are decrees properly drawn up and are they 
-_. 

51. Is preparation of decrees announced in the 
(rule 139)? 

---

52. Are decrees in pauper suits promptly sent t , 
--

53. Does the Sheristadar inspect periodically th 
other officials and is the Supervision sufficient? (rule 

• III . EXAMINATION OF REC 
• 

-

54. Does the sheristadar examine the plaints ca 
.-

55. Does the report on each 
the stamp? (rule 19 (2)). . plaint a bout the 

---

56. Are the stamp centres duly punched? 
-

. 
!57. Are proc�sscs promptly sent to the nazarat? 

� in cases directed by the 
rule � 7 followed? 

. 

elfcont�ined (rule 134)? r---
ptice bOard before signature 

--

Collector? 
-

�6�istern' etc. kept by the 

II --

II RD 
-

uUy? rule 49 (i) ) 

fficien y or otherwise of 

-

ule 91� 
-

· 

· 

• 

• 

t: 

4 

• 

� 



58, Are retitions drawn up in nccordance \\'ith rule 14 & 2('? 

59, Are rctition� anu plc�,dJngs in, cJl"�r1y legible writing 
requj �d 'l1argin(rul..: 14 (i\ ) <) 

, 
60. Ar dllihited 

Ord�r 13, R�le � , 

. 
dOc'lments m<lfked i]'ld endor�ecl in tn, 

...--- -

.61 b th,- tiocument, w Itn ·�j';CkJ relu 'ned after jt has 
presc-Ibcd by '" Il, Rul 6 ) l.Rul< 'J8 (I) ) 

C::', Are the .rult Jj' par- f I 'eg;Jrdlll.1! d I'sifieation of Sulls 

.. - --- . 

63. Arc leeer'.:;. split. U) 4'Ito requ "ite lumber offl!es and 

':4, An tn to:! 01 conte11ls \\ 'ittcn t.Jp " iapzrs nre hIed ') 

IV RECISTEI{S 

65, (Comptrt: t 1e C'ntri�s with ;one rel.:ol,.L tiikcn ai ranrloll' 

66, A, the reg;' tl rs of title SUits, rent muney suits correctly 

fit. Ale the cntric", litHO dpte '" 1d n�.\1 m accordance \\.h 
at the foot of th legist�rs '! 

93 

th. 

• , 

) 
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------------ ..--,:-._-- ---- - -
, 68. Arc the addition or :)ubstitulion of partie particular'\ of claim cause � 

action etc. correctly and regularly ent�red? 

69. Arc results of disposal'i of suit.; and app� s corre�tly \!ntered'? 

-- --

70. Are intimations of appeal .. rccei\ed regula 
results properly entered? 

--- -----

, 

-, 

71. Are the entries relating to execution ca..;.e complete? 
. ' 

-� ----- - ------

72. Arc the entries made contemporaneously 
the progreis of the case Or sud)equenl preceedings 

ith pa, ing 
f any'! 

of orders during 

73. (a) Are � tati .. tical registers written up pc rly day by day? 

--- -

(b) Are these registen properlv maintained') 

--------

Register" of miscellaneou, judicial cases 

Register of appeals 

�-..--

Register of applications for execution of deer s: 

RegIster of insolvency petitions : 

-------

.. 
- ...,... - - .---

.------_. --



" 

• 

" 

• 

I I 

� ----�� 

74. (Talce some items fron, these registers and compare 
register) 
----- -'-�-- - -�_._, 

Register of application ror sale certificates 

�-�---

(a) -Are sail; certificates promptly drawn up'! Stale 

'--�'-

(b) Are Sale certificates prepared and made ready for 
order in which the ne.:essary stamps have been filed? 
---- - -- ----. 

(c) Are copies, of cenificates sent to the registry office jn 
110\'>' often ? 

-. '��-rrl -- ---.- �-. -�--�- ---

75. Register of application for return of decuments-

--- --- ---

(a) Are ,appiiC'dtions ror return complied with promptly 
taken ? 

-------....... -
--;;- -- .

_

-
---

- -
_

. -
�

-

(b) Are the decumcnts return strictl
.
y if!. the Order in 

made? 

- -� ........ - ---- - - -";---

, 
(e) Are the all �pplication� entered whetheJ rejected or 

" -- ,---- �- ----" --- -- - --- ---
, 

76, (I) Register or stamp duty anJ penalty-· 

--.----- -- .- �-----.., 

(a) Are copies· of impounded documents �ellt to the 
(Section 33 of the stamp Act and rule :98) ? 

- ---,-
-_ _ ____ ..c:''- ____ .� _� _

_ 

� 
_

_ 

�_ . 

• 

. 
Ex-9493 

th::: suit 

_-'---_ 1 

-11--. , 
noticed . 

in the 

.- .,....-

receipts 

--_0--, 
are 

promptly 



12 

_ ..-_-t--_ 

• 

en) ,\rc the ,UII1S lc ... iec! colleded (!!, once a:1d 

promptly' 

� _.---_. 

r- -

'" tte to the tn'a'iW 

(d .'\!:, lh"-' C'ctificltcs of ,'<,;Jlisation pT0:nptly s;; t lC, elector (llCC ion '8 

Slamp /,c') ') 

, eci' T· of cuurt fees and petitions· 

(I:':) ("1111('1 :�..: re�·isT.er (f ,.;"urt fee� wi,]] �OI1,.; 
at rundom aud . '.lie res�1t, 

--�--

itlOll� hil, s ,te ..... D 

Ie} ,'\n,: the orl�,·s on pc� !iODS �t"al!ra!ly rf!S�ed n t�� �o.; tlH.�s "'� fir'a� 

7 

is. }-! . .... e Jecrcc:=;. fn the e\CCdicrn or wh;,:h 11 

r;-Vlii:�,tly r.��UI-necl at the end of f, months'? (rute 

"7'.i. r resu!b uno�r !,(�;l('ln 4!. C\\,;1 Prm;cdl 

unc' J -I,)" (rule 20�) 

lO_ 
properly 

r' ll.C r,,"ishl' of re..:onb roc,_;"o!d rr�;·m tl 

ImJ.tnt�iincd
-

and r�cord returned promptly') 

• 

lUI • fO· e .;cu 

P9liC1t on IL ,,-c e JI iUO_ 
, 

-',-

ec. -� 

• 

• 
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-----

81. Registe.r; of recognised clerks of pJeaders-

(aj Is the register properly maintained and re\'ised annually? 

• 

(b) Are applications for annual renewal of cards made within 
time and order passed promptly, (rule 797)? 

• 

ee) Is care taken not to issue cards to clerks who \-\-Tites a 
hond? 

82. Service Registers-

.. (a) Are these maintained in respect of every permanent member' 
ment? 

(b) Are these in good condition and kept undor lock and key 
Ministerial Officer and the Nazir '/ 

(c) Are the entries up-to-date, verified annually and certified 
by the presiding Offu:er ? 

(d) Are leave accounts maintained c{)rrectly and in tho proper 
and periodicaBy Checked and attested ? 

• 83. (a) (i) Are all account books with the exeption of 
deposits received) paged throughout anft certified before brought 

(ii) Are a corrections correctly made and initialed? 

Ch·ef 

effect 

Qf 
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-------- -- --11---,----
(b) ."-re the following registers properly main illed and up·to-date ? 

Rcgistr,. 01 ..:ho 'lan�,. 

Regish:r of payment orders 

---- --- -. 
1 

Daily reg;,ter or deposits (A&B) 

-------.- ---
Clearance register of A deposits 

---- ,... ---------

84. Register or judicial deposits (other than 
rC<.:dpts) and refunds therefrom? 

\ 

-, --

and peremptory 

- - -- -
" 

85. (i) Compare casbier's cash book with th registet of challans and pay­
ment orders and state result (rule 660) 

(ii) Compare the register of deposit, receipts nd rep�yment with each other 
and \\ltb the register of challans and the register f paYI;nent orders and state 
result (rules 671 & 672). 

(ii) Compare the clearance register with the gister �f A deposits received 
and state result (rule 693). 

(iv) Is the receipt of daily advice list from t treasury insisted upon? 

(\0) Compare some treasury advice lists with e register of challaos and pay­
ments and state result. 



.. 
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86. (i) Ale attachments of amounts or prohibitory 
duly noted in the deposit register? 

, 
�------------�- -----. 

87. (i) l!�amine the register of payment orders No. 
No(R) 34 and note whether there has been mdlie delay in 
over payment Qrders (Rule 643). . 

---.;.0------_ .. ______ , _____ . 

(ii) Is there any case of undue preference to applicants 
. . 

(iii) How many payment orders \'vere returned from 
Room withcut counter-signature on the allegation of defect 
month? 

-----�----- . -- --------------� 

VI. NAZIR'S AND CASHI[R'S ACCOUNTS 

Are the follO\ving accounts duly maintained :-

• 

Contingen register 

Contract contingent register 

(ii) Are Ihe vouchers duly filed and cancelled ? 

(b) (i) Register of service postage stamps. 

(ii) Do ilie entries correspond with the entries 10 the 
dent? 

thereto 

register 
making 

Record 
last six 
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------ -----------.--4�----------
89. (i) Is the c.sh hook written up daily'? 

. ------II---.�-----

(ii) Are the heads of account prqperJy classified 

(iii) Is the daily balance struck and written In 
, 

- ---- .----

rdf as well as in �gures? 

- --------------------411---,--
(iv) See that the balance are correctly brought t the ne t day's accollnt. 

(v) Is the cash in hand correct on verification w' the en ries in the register '! 

------�------...u-.;;-.------
(vi) Does the judge in-charge verify the cash ba nCI every day? (Rule 660), 

I .. -.--

90. (al Does the cash book show scrutiny by the ccountant at the close of 
each day (rule 641) ? 

(b) Compare several items in the treasury p�ss 
and state result ? 

ok with the cash book 

-------------IIt--........ll�-
(c) Are remittances of Rs. 500 and over signed the treasury Officer ? 

--.------------II-�'-! -- ---

91. (a) Is the peremptory cash .register properly 
entered .., 

------� 

(b) Does it bear evidence that the accountant 
day with the counterfoils of receipt books and with 
supervision effective ? 

aintained and correctly 

amineq the entries each 
YD).ent vouchers. Is the 

-----*-------

• 

• 
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• (c) Compare a few item. in tbe peremptory cash register 
book and .tat. result. 

9!. (i) Is the maximum fixed for peremptory cash adhered to 

(ii) Does the cash exceed the limit? If so, how often 
year? Ssggesl remedy. 

(iii) Is systematic attempl made to reduce exce •• over the 
civil deposits? 

9J. (i) Is the sale account register properly kept and put 
• presidin� Judge at the clo,e of the day? 

(ii) Io tho forfelture of the earne,t money or the payment of 
purchas. money watched? 

94. (i) Are credits to Government (e.g, earne,t money 
properly unclaimed, sale proceeds of stores, furniture etc) correctly 
made? 

(ii) Are st.O)p duties .nd penaltie. recovered separately cre<dit. 

95. (a) (i) Io the register of moveable. attached properly 
be answered with wed.1 reference to columns 9,10,11,13.). 

(ii) Are tit. arrangemento for keeping attached rno_bl .. 
satisfactory? 

• 

receipt 

one 

bcf.ore the 

of 

(To 



� 
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, 

(b) (i) Is the register of jewellery, securities, 

(ii) Examine the register and compare the 
the Nazir 

96. Is application made and is the order of It 
the Nazir before the refund of unexpended diet 
peremptory cash? (Rule 657) 

97. (i) Do the Nazir's account books show th,· 
ptriodically as required by rule 716,? 

--- -

(ii) How often dotS h. inspect? 

VII. NAZARAT 
, 

98. (a) Are tha rIlle, in Section 2, Ch. f!!, " and distribution of processes under5lood and 

(b) Examine the division of beats and the 
beat and suggest improvements, if any? 

. 

maintained? 

stoel< in the hands of 

ctrts concerned taken by 
or other amounts in the 

the seristadar inspects them 

• 

II 
. 

·A;, �rrang:ement of work 
" 

--

comprised within each 

(c) (i) Are processes distributed evenly and 
serven with due regard to the number and class � 

:1 Jt . 'p •• malIY among the process 
and beats? 

(ii) Is there any complaint by the 
of processes? 

I�eg.rding the distribution 

(d) What procedure does the Nazir adopt uch even diitribution? 
Suggest impr<lvements, if any. 

-". -- -- - -

.II 

. 

. 

• 

• 

• 
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• (e) (i) Are all the process-servers given both short-heat ani 
in order to equa ise works? 

(ii) Report if some process-servers are systematically 
heat work . 

(f) Doe. th� Judge in charge preside over the distribution af 
time to time? (Rule 90) 

99. Are processes issued from the nazarat without undue 
And are they returned after service to the courts concerned within 
time (Rule 97)? 

• 

-----.- :.-
• 100. Are cases of undue delay brought to the notice of the 

and dealt with by him? (Rule 84 ) 
--,-------''----- -------- --- -_._--_._, 

101. Are many processes returned unserved 00 the ground of 
Ascertain whether the Nazir or the peon was at fault and suggest 

---------_._------

102. Do the reports of the process, "rver< contain the 
by the rules? 1f a process is affixed on a person '5 bouse, is it 
what attempt was made to fin. him out? 

103. Note observance of the rule in Note 2 of rule 64 . 
.. rvice obtained from chaukidars and dafadars as often as pO'ISitll. 

104. Report if there was any neglig,nce or undue delay in 
of processes received from courts outside the jurisdiction of the 
(Rule 85, Nete 1). 

, 

work 

. short-

fee,;, .. from 

? 

report 

�ifi�lltions of 
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, 

. 

- - --- -------- ------

105. Wbat is tbe average number and perce lage II processes executed 
during the last three working months by a process-s i'ver ? 

-

cesses Itnd of 
. 

106. Is the proportion of personal service of � execution of 
warranb of arrest and attachment of moveables sat actory ? 

-

il 
IQ7. (a) Compare some items taken at rand 

with process server'l> diaries and ,state result. 
r f�om the proc ... register 

--

(b) Is the diary submitted by tbe process serv 
headquarters, and is it regularly scrutinise. by th 
.Note 4 to rule 99). 

immediately on return to 
Nazir � (Rule 81 (iv) and 

--- -

(c) Report on the general condition of the dt 
ic

iplino among the process 
servers and the efficiency of the administration and . the Judge in.-cbar&e exercises 
proper supervision and ·control over the department ir 

• 
-

108. (a) Are the rules regarding grant of ree 
money realised in execution of decrees strictly obse 

ip�s by process 
;:d' (rule 152) ? 

servers for 

- -

(b) E<amiDe some receipt books of the proc, serve and compare them 
wilh entries in the cash. book and state result. • 
--- -

{I09. (a) Are receil't books for payment into 
cashier in conformity wIth rule 636 ? 

reflPtory clsh i,sued by the 

. ---- -

o� the Judge in-char&e ? 

-

(b) Is the book number attested with. the initi 
• 

--
.. 

(c) Is a separate slock book maint�ined 
receipts and issues correctly entered 1 

of receipt books and are all 

.- '--
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-.. -�- ------ _.- -

(d) Is the s k verified an�uall)' by a gazetted Ollicer? 

-- � 
-� ----

(e) Compare the balanc� according to the stock book with 
actull stock and tatc result. 

---_ ... . 

VIII. COPYING DEPARTMENT 

-_. - ---- ---- .•. -----

110. (a) Examine a nl1mb�r of application� fo� copies and on 
the register of cogies, a'3Certain whether the rules tn Part TV are 
in every particular, step by step, before copy is ready (Each rule 
ted on separately when the prescribed system is not ·followed). 

----.---�----- -------

(b) £s the arrangement for lighting, safe eostody of records 
the public satisfactory? Suggest improvement, if any. 

---_. --- ----------- ---
Ill. (a) Examine some of the �ntrie$ in the register of copies 

whether all the column') are properly and correctly filled up � 
-------

(b) Are the entries made contemporaneously with several 
which an applicatl(ln for copy passes ? 

--, ------_. --_ .. _----------------_._- ---.., 

112. Have cases of serious delay occured-

--_. ----

(i) In furnishing originals from any_ pffice, 

(Ii) In the preparation of copies after receipt of originals, 

(iii) In comparing the copies, 

"c1I!�ion of 
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_ ---- _ � _ ---- - ---.--------

1: �'. I. , /'; � \.�tjm�ltc_ .� <:n·- f, lios 2:,d 00 
pl -�cr, d lan:-. r l uk 49\1 '\ \? -

( t ( ) \ e lprL..;. : iot, njel .�d if foLes a!\" n 
�dtil.· • 

f "t1' "'riv n' t fled ip t ,e 

-� . I with! 1 'he "rc 'c-i-• 

--.---.-----. -- ---+f-

(-- I . 
I II) _ •. ''ll::,!,t; 

perly r.'iocteu. 

114. Do the estirnt'te� geT'" �r<! lly corresppnd v,' 
the ";l1f'1Y.' 

they \\'cre pl o· 

II tbe � hos :lctually used in 

t 

- . 

II�. Are unu>r� folios actu.cly returned? 

-� - .-

116. Does each page of the copies contain t 

- - --- ----.-. ------

number of words'! 

-;r---------
11 7. Is the number of words written or type noted on each page and does 

each page contain the required number of words? 

----------------

11 8. Are the columns in the register of copi showing folios supplied, used 
and returned unused totalled every month? 

--.-- -----�------------
119. Docs the total number of folios suppli 

returned unused? 

• 
agree with those used and 

----------.------11;..-------
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120: \Vh, IS. t};e -'tuL11;�t}r of typbts ant! cOl,yis:� '? vas 
been made since h� t:.l{ insp!ctor'j If so, 5tatf" "cason ( 'uk 

----- -- - -. --

12. S.i) d 'C � lc.!S n"� 21Y cOl Y;�. ," r 
�ccount of lIr IU,c ory wo: k ('cle <'4 (I) )7 

.,---- . --. -. -� 

I L FOil is 

122. Is t ,. .. I�ter of !I1h.d. for'1i..� p'i' "!r y 
iSj,utS re.: 11 ')9 eo' ·C( vi IS :lC b� I -cc btn.' -'.� mOD Iy 
OJlicer othe.. it 11 t1e i. bk llt in-charge of forms c:ct-'l led for 
the Judge in-c irZ::'1 

>(, FURNITURE, rrr . 

123. Is a rcpj�ter kepI of �111 fUfilturc and ptopertie:, of 
and are' {he entries up-to-date? 

XL LIBRARY 

----c------.---.-----.----_ 

124. Is tM catalogue of library books kepI up-lo-date? 
been properly classified and indexed? 

125. Is a physical verification of the stock of books made 
charge annually (rule 820)'1 When was last verification made? 

Xl[. RECORD ROOM (OVTLYING STA 

126. Are t:he records neatly placed on the racks and well 

-94/93 

properly 

books ' 
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----·-II,� ----il 
XIII. MISCELLANEO 

------

127. Is the guard file prescribed by rule 812 rr erly m�lintained'J 

128. Ha5 necessary action been taken with r 
defects pointed out by the District Judge in prcviou 
the explanation? Note itny undue delay of omission 

erencc 0 aU the material 
insrect�" n. If not what is 

this respect? 

-- --- ---.---- --- - -----

____ -.... _· __ ....,...-.. __ M --- ----

FORM NO. (M) 6-A 

jl 
�-----

, 

Form of inspecdon of ,the district record rooms ( c rule �06) 
--- -

129. When was the record room last inspected 

.....L _ ______ ___ _ 

----- -- -- - ---

130. Does the Judge·jn-charge inspect the reeor room from lime to time? 

131. Is a note note book kept in the record rO 
orders are recorded? 

----

in w/lich all important 

___ ""---0-- -----:-n:-----

132. Is a statement hung up in the record r how to find 
where a particular document is deposited? 

--- ----- ---iJ-
133. Take tbe lists of the bundles of records coived during the last six 

months and nole-

----------------------------*-- -�---------
(a) If they were received on due dates from all Ourts. 

-If--....:�------

• 



.. 

, 

(b) Were the different classes of records accompanied by lists 

(c) By what dates were the records of each month-

-----------"""'7 --------- --

(i) examined? 

____ ___ --------1 -- ---------------, 

(ii) deposited on racks? 

134. Eiamine a number of records with a view to see WblOtJ" 
------ -- --------

(i) the rules relating to classification and arrangement have 

(ii) the contents of each file correspond with the table of 

(iii) the title pages are properly attached to each record, 

(iv) table of contents are properly written out. 

135. Is the register of records sent out frorn the record room 
tained and every entry correctly made? 

136. Are the racks properly used (rule 382)7 
• 

137. Are all the registers prescribed properly maintained
' 

• 

:caTli\!d out. 

ppe4;main-
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--- --- --- ---- ------tl---:: 

138. is des,ruction cf record carri ed out qu er1y (r�le <34)� 

--.- -,-� .. - . - --

139. (0) ]; the regist<r of inspection allowed nd� pt<'per condition? 

--- --- ---- . -- -� -------It--

(h) How many appJ:cations for inspection \ re fil ed duri ng th e las\ four 
qu ar tL:rs ':' 

_ .. _ . __ ...... - �- --.-------IIf-.--�--

140. ( a) Is the r egister or apolieatlOn for 
information sheels ddivered within the presc ride' 

mation? 

ormatipn properly kept? Are 
time Iyith tbe requ ired infor-

---�---�- -- -- -- --�-- ------ . - ---

(h) How ",any applic.tio ns for i" for!Jlat.on 'ore fil�d during the lait four 
quarh::r s? 
-- -.---- - -_ ..  -.- - --- --_. :... - - - --- . 

(C) Is liiere uny rca:mn tv su. pose that tier s Ica�Jlg e of infonnation? 

-- - --. 

--- _. -------- -'- -tft--:-'-�---
141. Olher :-en,arks . 

• 

--------._--- ---- ---------- -------

Date : District Judge 
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