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Sr.. (usaipllono Record - ; Rétention perg'od (years)
No. 1=
1 2 3l

1. Dak registe 2 1. .
! 2. Invoice i - 1 V. C.E/Admn. &HR
i 3. Branch dia ' & 3 3
. 4, MovementHHp of receipt ~ To be destroyed ifter the OV & C'E:!P'annmg& TA.

i refevant receipts have been Dy C.E.H.T,

received I the =~ Brarich

concerned. ; P S‘ \
5. Assistant’s cary i g i
6. Standing gulrd files . Permanent. The ealier ver-

sion of these leconh ‘will

normall bé wéeded out V.., C.E/HR, plannitg & LT.

R L. ST 7. Standingndfe . a2s.soon as the revised /
bj\\\“."i;._: . ! versiont bemmz M)l&ble p R' Dlal'y No ‘ng? CE,HP[
ST} 8. Distributionkchart 1 q?£ / ully.....
dc Q 9. Typist's diar 1 1. Dy. Secy. Bt
"6‘ u e 10.  Issue diary = 14 A/U/QI)GQH 1
%‘.’; L 1. Despatch refister " 5 | pd
s 12 Postal registhatlon books| 5| 3: USIL;{!H.-}{ ;
13. Receipts of flegrams > 7 4. ASE!Trg. Czi
13-A Register of dhily abstractjof ; 5. Sr. XenlAdirmm.
i o "
", :::Z::f g : & §. AMIFarsonnel
15.  Stamps accojnt register .| - 5§ 3 ‘e
16, Weekly statefment of casés disposed ,
of without rdfererice to Minister B 1 T 4
17 File uginuﬁ e A 1 e
18.  File movemeht register e oA (
19, Index Slips .. 5years or till printed Index

becomes available which-

ever Is later.
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Much of the.
purposes will be: frlntq Jg
following!ceateg es _hoTlf

historian i~ " f.

) Paper _frelatins tQ the ortgln of a depqnme
, nt; ltsidrganisation lndsit&fumions
d'why It w?iﬁl's;olveﬂ. gt

Data; gbout what:the . Mg amnem/ageney aceompiishen.
25, by, tllusu:g Ion y:be enough, but the need
it 8 th: ,where pubiished
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“h ‘ne ep! 30!
‘ -‘ %ﬁ;ﬁm e’ng“; erg ho 1;1be-'
: o p eall such papers, .lnaudlng those
T ﬂeﬁnmpoln@p&vim ¢ In the sease: of dinter-departmental
ttees, however, ‘qu«lmpm&osim
papers be kept:anly by the departmenf , mainly c
“usuallyth bﬁeb d[n" Eretat

(6) Paper re

@ Pape relating m a well known pubhc or |nter-national ;ve'nf‘_ ;
or cal celebre, or to other ‘events whlch give Tise to interest. .
or controvarsy on; the national plan. -

(8) "Paper; containing direct réference to trends or dqvelopmems
in pol tlch!.,sodag economic or dther fields, part!cglarlywlf they
contaln unpublis} %ed smlsﬂul or bnanclal data coﬁetlng a: long £
peri orawide ) :







APPENDIX - 5

“[Referred toin Rule 2 48)

(A 4

Destruc on of Record

General

,estruction of records (in luding correspondence) connected
:an dccount is governed by the following rules and such other
1S diary rules consistent therewith, ag may be prescribed by
nment with the concurrence of the Ac ountant—General

The followmg record should o no accouht be destroyed

Records connected with ex enditure Wthh is within the period
of limitation fixed by law. ;

‘Records connected with e pendnture ‘on. projects, schemes, or
works not completed, although beyond the period of limitation.

Records connected with clqlms to serPnce and personal matters
affecting persons in the serrce ;

: _'Orders and sanctions of a permanent character until revnsed
e follewing should be preserved for not less than the periods

Penod of preservation
expressed in complete years.

5 1

i
|
i

Provided that where local
check is exercised by
departmental  authorities
or by A G's office sub-
| 'vouchers  should “not be
destroyed ‘until “audit for
1] the “relevant ‘period has

|{ been- “conducted and
'| objections settled.

5
5

i

|5 years from the .date of
resignation. .

o.| (1) 5 years if no case is pending in
hed' |.any court.

il) '3 years after final judgement
* '{-under: the normal course of law,




| who' retires from seMce/dles 'w l
service. ;

Nute' P

Governmentemployees Lih .

(vi) Lcave accbunts of non-gazelbed"

(vli) Statement of monthly rogressi'
expenditure and. correspondence rel ting: to
discrepancies in figures -

(viii) Pay bills and acquamtance ro]ls, where
these ‘are  maintained ‘' separately; | of
Government employees for whom  fio

rolls are maimained.

service books or service books or Servlce _

-35; 71

allowance).

(%) Muster Rolls.

) Cash books mammine by meing and'
Disbursing Officer. * )

(xii) Nominations relating to famlly pEnslon
and D. C' R gratuity. received under
Liberalised" Penslon Rules. If the gratuily;

and / orfamily gensxon are gaid -

a) - tominors.

nominations have been made

with the order in which nominanon
-has been made

€) to other than minors in accordance. |/

] % 30‘ :
b). to / other.: than - mlnors not inl
accordance - with . the’ accordance:’
with  the ' ordér whi;h, '




the las lment 2
pension has been paid

: Same as in the case of (xii) above.
Ffxiv) Paid cheques returned By the Bank to | 3]
¥ the Audit/Accounts office. '

v) Cases in which invalid
en sanctioned.

25 or three years after. the death
of pensioner. :

[3]2years after retirement.
counts records in Public Works Office

ote1. -The periods of pr
re prescribed separately b

Is are destioyed, the periods of temporary and
the service books or service rolls (as the case may
ee concerndd should be verified by the head of the
the fact of [such verification should be recorded
e service bboks or service rolls (as the case may
ry and offidiating service, the head of the office
ecessary pa‘rﬂculars with reference to rules 3.19
ervices Rules, Volume 11, with the view to enable
r on by reference merely to such particulars either
j rvice will qualify for pension’or nat. For example,
fin the case of officiating ¢ pature of the -vacancy-In. which: the
EGovernment employee officlited and in the case of temporary service whether'
fthe temporary post was sub quently made permanent should be stated.

: 5 nder proper attestation in
§be). In regarded to tempo
should also invarfably give

ented to-Government:in the form of rent-
rposes,. the departmental file regarding
of land for such leases should:not, in the
be destroyed until the land is returned by
the owners or their successors.

e competent ‘to sanction the
bir own and subordinate offices
ist of such record as properly
Accountant General should be
in their destruction before the
epartment.

b rmanently, in each office, of all

'I details should be m
Bt destroyed from tim

20)-2FCD-85/9047, Dated 7" August, 1987.

bituted vide Notification No. §(20)-2FCD-3 5/0047, Dated 7" August, 1987.
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