
VI. A Statement of the Categories of Documents 
That are held by it or under its control. 

Pakka hand written minutes book containing the proceedings of the General Board, Standing Committee, Special Committees & 
Adhoc committees are maintained by Secretary Office. Normally, last two years minutes books are kept in the custody of Municipal 
Secretary. Minutes books of preceding years are sent to the Record Branch of SMC to maintain as a permanent record. Office copy 
of the resolutions of Board & Committees along with original proposal & the attachments thereto in respect of the proposal are 
kept in the custody of the Secretary Office.  In the administration, the service books of the employees as well as office orders, 
notes, circulars are maintained by Secretary Office. 
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