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UNJAB STATE TRANSMISSIOi\I CORPbRATION LIMITED

R Sy P
p STC‘ (Regd. Office: PSEB Head Ofﬁfée, The Mall, Pativala'—147001)
ST Corporate Identity Number: IJ§40109PBZOIOSGC033814
(Office of Dy.CE/HR& Admn., Shaki Sadan, PSTCL, Patiala)
To :
1. Chief Engineer /TS, PSTCL, Patiala.:
2. Financial Advisor, PSTCL, Patiala. -
3. Chief Finance Officer, PSTCL, Patiala.
4. Company Secy., PSTCL, Patiala.
Memo No. ’\'\'\\\Qm U\é /
Dated: 2 g\g \
Subject:- Destruction & preservation of old office record.

During the visit to Shakti Sadan Building by the worthy‘Director/Administration

and Director/F&C, PSTCL, it has been fpund that standing instructions on the subject for

3

Deéstruction of old unwanted disposable record are not'ﬁ:e'ing followed properly. Wooden Almirahs/

unwanted record are lying. which gives a very slxabb&?ook. This has been viewed seriously for not

carrying out the disposal of the old record. Therefore, it has been directed that the disposal of record

lying in the offices which requires destruction must be destroyed.)Further all are directed to pay

personal attention for disposal of the old record and ensure weeding out of the old record
periodically so as to improve the working conditions/environment in the offices as well as to make
available additional working space which is presently occupied by old record which is due for
destruction. A copy of instructions for destruction & preservation of old office record is enclosed
for information. It has been deéidéd that the disposal of unwanted record lying in the offices which
requires destruction must be destroyed after observing usual formalities. The record more than 10
years old may be destroyed by 10/9/2014 and the record which is less than 10 years old and not
required may be destrayed by 20/9/2014. A certificate 10 the above effect may please be sent to this
office by 11/9/2014 and 21/9/2014 respectively.

The compliance to the above instructions must be ensured.

DA/As above %[
Dy.CE/HR & Admn.,

Endst.No. \\r\\&/\\\}\g, / Dt. égir Iia Patiala.

*,

Copy of the above alongwith a copy of instructions for destruction & ‘;%reservation
of old office record is forwarded to the following for information and similar further necessary
action. They are also requested to make the compliance of above instructions and furnish
certificates on the specified dates as mentioned above:-

1. Chief Engineer /P&M, PSTCL, Ludhiana.
7. Chief Engineer /SLDC, PSTCL, Patiala.

DA/As above .'
WO ST ¢d\ PSTCL,
cc: ™ .

Sr. PS to CMD, PSTCL, Patiala.

1

2 Dy. Secy. to Director/T echnical, PSTCL, Patiala.
3. Sr.PSto Directot/F&C, PSTCL, Patiala.

4. ° PS to Director/Admn,, PSTCL, Patiala.
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Recor‘ds Retention schedtle in respect of recerds pertaining to Distribution/’
R.E.Offices in £3EB Sab Di.wisional Offices to Chief &ngineer' 5 offlce.

Description of Records Retention Period : Remarxs.
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Establ ishment
1 Personal files 1. T hose eligitle for retirement/ As per Gov t.Instructions

(Sawetted officers) ‘ terminal benefits. Item No.7 pace.b. /
’ -3years.after issue of final '
pension/gratuity pay ment order.
2. Others.
-3 yrs after they have ceased to
. . begin service, -
2. Per-sonal files - As per Item No.1 above{1x2) : As above. . '
{Non Gazetted) ' - ] : e YU

3. Poéting& Transérs: " e
a) Correspondence file 5 years from the date of Last a)Sub;ject to the conditions
corresgondence. % that entires sre made in the
& ~ servics Book/Service record.
_ i % Incurtency Ragister,duly
b) ?ff_ice ’order ﬁ'le .o 10 years from the date of authenticated.
(Master file). {gsies of igst offies order. b)Proviu. the entries of postmvs

& transfzrs are mede in the
relevart Service Book/aerv1ce
record of the eazployees'
concerp—ed.
i

Contd.es2/scuee




3,

9}

- 10.

11'

S 12.

13.

afCa~ual Leave Account Register

b) caéusl Leave Account application file

Attendarcé.Register.
Pay LedgercArrear Ledger,
‘e)l lary Register

b)Despatch Register.
c ;;amp Register
a)

Liverz Register:;

ag Stock Register of Livery cloth
b) Uriform cloth issue Register.

’ St;tementss-(ﬁonthly)

ag Vacancy StatemédthA

eon Book

Juspended Emgloyeds statements,
Scheduled Castes andg Backward Clasges.
Ste s';ems;rt.

d) Uisciplinary Ccases statezent
fentoritylist and selection list

C

Seniority list for regulat stafr
Oxerhiime file
'Crﬁ;correspondence file

.-,—.—._.-.-'_.—_.- e e ey = - e ey~ - - -

One year ;fte} ihé énd or.tﬁe.
Calende: ycar.,

-do~ - 5 '

3 years. d

35 years.
5 years,

5 years.
5 Years,
5 Years.

10 years.
5 Years.

3 years.
years.
1 years.
1 years.
35 years from the finalization.of 1ist.

35 years from the, finalisation of list.
1 year after audit.

10 years.

' Cor.td..3/ ....




19)

21.

S 2lection Grade file
Confircation f1 le.
Creaticn/continustion of staff
Confidential Assessment Reports..

Sevvice Books

e) Officials entitled to retirement/
termiral benefits.

b) Other employees.

benergl Files :
Tour Notes, Tour Programumes

t. Journey beyond sphere of duty.

c) Deputation/Training files.

Accider t cases( Fatel/Non Fatel)

2) Twian beingzs.

b) ' .. 1= Animgls

E) : Arbitration cases/Court cases.

>

10 Years; : i
10 Years, : :
10 years,

3 years after the official cease to
be an employee of the Board.,

2 years after issue of final pension
Gratuity payment orders.

3 years after they have ceased to
be in service, As per Govt.instructisns
Item No.4 page-20.
Subject to the condition
thet T, A.claims have been
2oy liguidated,

Y

One Year ;
“

One year “
&

Cne year arter the training/
deputation period is over.

Tiil fingliisation of disciplinary case/
cozpensation claims or 5 years whichever
! <

is later. .

-_dO—

Till finalisation of the cases or
S5 yezrs whichevzr is later.

Contd.. &4/_.....
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22.
23.

24,
25.

J26.
.27.

28.

29.

30.
31.

- 32.

33.

FEY I Al

2.

Zmbezzlenent Cases file.
- .

Telephona ‘}e cister

Unions file
Complaint file
No De-mend (ertificates

Co.nmerci_-ll_ clles/Registers;
a) Consumer's Ledgers.
) C.C.R.Bocks

‘c) R.O.4

\d) B.A.1d .

€) Sundry ckarges x Allowan
Rgglster.

Energy Variztion Registér.

Feter Iiispector Register.

Meter reading records.

Meter sealing records.

S undry job orders.
Fuss replocement ord'er.

o~
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33)8ne year after audit. _ S ,

—aTeT

e e

3 years after final settlement of
the embezzlement cases.

3 ye'ar(s provided no gudit par§
is pending.

3 years after closing ofthe file
1 year after final dispc:al of the comglsints.

1 year from the date of last correspcndence.

10 Years.
10 Years..
10 Years.
10 years. .
10 years froa the last date of entry.

After one year of settiemant of suéit objections/
cases or 3 years from %tHeidate of iast entry
whichever is later. : '

After 3 years from the date of last entryd in the
register or one year after the settilcment ofaudit.

observation whichever is latsr. .
A_i_‘geoz 10 years fromf.he last eatry in the register,

32) After 3 years from the date of last entry or one :

year after the settlement ef amdit objectiong

whichever is later. . . !

contd..5/..u0
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- 34, Service Connection qrder/&ecconnection order, - Original is to be placed in consumer case
| ' ' ‘ : file and duplicate mi; te retgsincd for one
_ year after settlemert of sudit objections,
- 35, Dis-cnncction orders: _ . R
a) Temporary corr.ection Original is to be retained in book for one
year after gudit.
'. b)Permanent Jisconnection orders, Original is to be planad in oonsumers file
. ' and duplicate msy be retzined for one year
7 after Fettlement of audit objections,
36 Statements (Acccunts) ' One year after close of the year to which
. Revenue assessed and realised statement, the statement pertains,
T b)Elacy,duty stetement : ~do- .
, ¢)Expenditure statement (works) —~do-
: revenus & €apital) o . .
— " d)Arrears in Accounts Statement, ~do~
s eJMAS Account, . ) ~do~ .
2 f)Bstt.Ex.P.Statements ' : —do~(Ttems should be M25 5 yeat to which
< P ; _ the statement pertsins, . :
£osl g)Defaulting Amcunt statement,
f - =7, Statements < Comt ércial/Technical): .
a)P_endi-ng Heter change order. Gne year after the close of year to which
R . . - the statementpertains,
: bi}pending disoornectiof order, ) —~do- .
cypremises 1lscked. ‘ a ;
dp Trippinc statement, - :
efpending Test Feports. L i
~fyrending agplication Return, ] y
. g3 Development Re turm, ' u :.
: hy Connection che cking Return, a 2
: i)Installation cf HI/LT shunt Capacitors. 4
o i contd.,.5/,
o R e S, . . %
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L1,

Lo,

1) Inergy Accounting Statement

k) & tatistical Return’

l; lemaged Transformers rzturn
a) leederwise maximum demand statesent.

Casl. Stubs
i‘..I.R.date
4ork Rscords x legistars

Estimates
a) Anual MR

7] fori}cs Estimates. | 1)
ii)
a) Electrical r;eésxanmt Zooks
b) Smau_measuf ement books
c) Fof:n Pla-4

Tdle Service re-ister.

s

e, -
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.

Crie year after the close of year to

wh ich the stgteaent per tains,
_d@
~do--
—~do—-

10 . years after agudit,

One vear after the close of the year,

one year aiter the close of works account audi ted
by the. audit‘ authoritics provided that no audit
fara is penddng,

for mzinor WOrks, thz zeri:d of retention

should be 5 jears sfter closz of the work.,

For zzjor worksatte feriod of retention should
be 1G years after completion of the work.:

‘For 1’5 years provided accounts of the wora
recorded in the 2&E have been settled/finalised.
ad no audit zarafcourt case is pegding. U=
15 years provided the SHB has been

checked in the Divisiznal office.

5 Years after ccmjleticn of the works and
settlement -7 accounts of tke officiasl

concarned,

fne year after ithe re istzr is used ‘ug,action
ot the orders of the competent authority in
respect of a1l tre idle service liness,records
in tre rezister kave been finalised and the
Sga:e Izs been got zudited. :

; dontd...?/p...‘, o
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2.
43 Disaer.:legent Reglster ~ fae year after settlement of all entries in the
dismantlement Register,provided nc gudit para is
, : / _ pending.
a) Lorry Log Eook - ' To be ratained untill the vehicle is disp osed off.
b) Lorry Maintenznce Register. -do-
c) Jehicle performance statement One year.
survey Repor ts. 5 years after audit. ‘
'/C X Daily wezes sanctiones. 3 years or one year after completion As per Govt,
. ¢ of audit whichever is later‘. Instructions item
. Nc.13 Page-4,
fles resating to theft of material One year after the case is settled and
, audited by CaAO/R:0.
diles pertaining to office accozmo- One year after vacatlon/myu;ent of rent/
~-dations. _ claims ,whichever occurs latdr.
#Files per taining to Enforcement Files to be maintained financial year-.
checking. wise and retained for a peridd of five
, ) L ] " years from the date of final settlement.
Mgt GUGECUICH/SNLT palas/RotEs: 3 years after final settlement. As per Govt,
’ ) instructions itex
. ; . o . . No,15 mge-56.
51. Inspection Reyj-orts fila. ) One year after settlement., ' o
52. Files re_.ardirg Drawing limit. To be retained upto the close of
- : Tinancial year.
"53. Files reiating to write qff cases. 5 years from the dztc of writing off and

final se ttlement.

-

Contd..g/8..
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54. Records relajing to Lines X sub.
stations:- :

a) Petrol Books

b) Line maintengshce Register.

C) ECPEQR

55, Grid Substaticn Recoris: -
a) Telephcue Mescage Register.

b) Log Shesats
c). P. T. .. Fooks

d) Battery Insjection Register,

€) E.M,R
56. Recuirement.of materiagl files.
57. Purchsse Order filed.

58. Account: Rescord 2nd Register
a) Cash Books ‘
b) Cash sweceipts(Counter foil)

- S

- - ,-._.—.-'—.—.-?-.1.'—‘— oo \-,—.—,—.—.—.-—.—.—5_—'

i) Peramanent record for 65 aV and above lines. ,
11) 5 years for other lines i.e. 33 AV & bel ow.
—do- :

Permanent,

One Yegr

5 yeass.

.Cne Year. . }
These shculd be maintaﬁne *t111 the life of
Battery or after expiry o one year from
replacsment of battery..

Permanent.

5 years.

3 years or final settlement of claims whithever
is later provided no audit pars is pending,

z X §
10 years. :

.10 years provided that the re
froperly accounted for in the

ceipts have been
ledgers and the

» Dbalances tally with the monthly aceount of Eead

office.The provisien of the f

unds nesds to be -

amended to the extent that these msy be allowed
with reference to note/remarks in the deposit

ledzers instead of 2z note on

counterfcils.,

Contd...9/p....
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61,

62"

63,
64.

65,

- - -

Petty purchase register and
contingent sanction register.

' a) xontrly accounts(Divr)

{to te sent to Cx0)

b) “ontkly Accounts adjustments.

(Miva. office).

¢) Monthly Vouchers except
VA'R011 x 4/C « Daily

wa ges Roll.

Suspense schedule .

w orks Reglster(rorm—27)
(Pevanue X ‘Ca;g.ta,.) s

C ounterfoils of
T. .‘./Trcl sf=r T.A bl_lls.

% ToD/ 4 Tu Cs

cl'e sue pOukS. ;

S, e s 4 s t

3 years provided no gudit para is pending.

10 years provided no audit para is pending.

~do— Y
»
As above. Govt, instructiogsnot possitle
: to be followdd bédcaus< saperate
voucters upto 0.25/-zre not main-
~tained in PSEB ,
5 years. Provided that outstanding i{tems duly

authenticated have been carried over
in the current year & the balance tally
with the Ezad Office.

5 years after completion of yorks acaaunts and
settlement of azudit paras provided the as:cet

accounts have been properly maintained 2nd these
tally witk the He2ad office.

10 Years. .
5 years. As per Govt.instructions Item No.17 pnge—po.
3 yeers or one year zfter coaplztion As pcr_uovt.Lnstructlons
of andit whichever is later. . itess Noi21,page-50.

C ontd,..P-10....
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66, .- - L.2.C. d ; 3 years or one’ year af ter completion of gudtt

) Mg ermee ‘ whichever is later, i
67. \Abstract Bioks(Piwa-23) ‘ This should be preserved fpr 30 years.
j 6. ‘ r\ixed <harges register --- --—-s_ -..One_year—after clssing of financial year.
'3 €g, Contingent expendi ture , % e . \
‘i ) . Register, ' g
i L e 70, ' . Job éost Register. 5 5 year's. ; 1 L5

: 71. Stock cards. ’ 10 years provided that the balances as per sitonck card

] ! : _ tally with the value ledger and the dalgnce of inventory
fI tallies with the Kead offide account. ’
: 72. Stock Value le-dger 10 years. ‘ '

4 E 4 ¢ .l

f' 3. Su:nmar'y‘quk 10 years. & 5

': 74, Survey ofr RPegister 5 years from the date of last entry provided the

A u ) s ) , register has been audited.
; ' _BIDGET FILES:
75. Files pertaining to Budget - o :
5 . both capital X Revenue and 05 pomfe . | ]
' Estt .ato, w7 g ' '

lote:~ The word' audit'wherever referred to _above,cou-._—ers the enti're_
period audi.ed by the concerned pudit Party/aathority. ’
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