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F{ffi-ffi' 
toirljl"rririarjna eorr., sr'uti Sadan' PSrcL' l'atiala) 

[ .,$.n'
TO rd nc r-t Doriala :

il; [m'n**::t"#'L',]Fh3il?1fi." t s{/,,\i
4' ComPanY SecY'' PSTCL' Patiala' V 

v \

H;,T;^"I?[t[u"' .rj
Subject:- Destructiou'i ptJt*tli"" "t't1"1:t 

t:::::: 
..,^"thv Director/AdministrationSubject:- l-lestluutrurr ---. 

irector/Administration
Duringthel.isittoshaktiSadanBuildingbytheworthy'D

a'd Director/F&c, psrcl-. it has been found that standing instructions o, the subject for

Destruction of old unwanted disposable record are noi't'ling followe6 properly' Wooden Alrnirahs/

unwantedrecordarelyingu,hichgivesaveryslrabb${ook.Tlrishasbeetrviewedseriouslyforrrot

canyingoutthedisposaloftlreoldrecord'Therefore,itlrasbeendirectedthatthedisposalofrecotd

lyingintlreofficeswhichr.equiresddstructionmustbedestroyed,Fuftlrerallaredirectedtopay

personalattentiontordisposaloftheoldrecordandenstrreweedingolltoftlreoldrecotd

periodicallysoastoinrpror,etlreWorkirrgconditions/environnrentintlreofficesaswellastonlake

availableadditionalworkingspacewlriclrispreserrtlyoccupiedbyoldrecordwhiclrisduefor

destruction.Acopyofinstructionsforrlestruction&preservationofoldofftcerecordisenclosed

forinformatiorr.Ithasue"ndecide.lthatthedisposalofurrwantedrecordlyingintheoffrceslvhiclr

requiresdestructionmustltedestroyedafterobservirrgusualforrnalities.Therecordmoretlranl(t

yearsoldn-raybedestloyedbyl0/9/20l4andtlrerecordwhichislessthanl0yearsoldandnot

require.lrnaybedestroyedbv20lgl?o|4,Acertificatetotlre.aboveeffectmaypleasebesellttothis

office by lltgl2ll| and 21t9t2014 respectively' 
'

The compliance to the above instructions mgst be ensured' q-J 
-- ^

DA/As above 
?1,ff1,3i,*Admn"

Endst No "]li,Y}l[onj*i*, a copy or r,*,::rii:Tfl.*H'::u freserva'lio'r

copy

ol old office ,"to'a i'"'r'l'l*'ut'otJ t" tr* r"rr"*l'"-,!"rl' i"r]"""i"" 
and sinrilar further necessary

action. T'ey or. ulr-o'r-equestea to ,',rk"^t#"['pfi"tt "f above i,structions and fu.rrish

certificates on tt't 'ptjf 'tJ'du't' 
u' tttetttiotteC ahove:-

r. chi'i;;;in'orpar'a'tt1S.i;*'^1'llf" fil

l. Sr. PS'to CMD' PSTCL' Patiala'

r Dv. Secy' to pirector/fectrnical' PSTCI" Patiala'

'", I'li",;irl;";to'rPsc' PSrcL' Patiala'

'^ i!;;;;;;;ino'''n''PsrcL'Patiara'
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tecords Retentlon schedale ln respect of r€cr,rds pertalnln& to Dls'trlbutlonl'
R.E.O{flcee 1n ?SEB S{b Dlvl6lonal Offlc€s to Chlef Englnerer's of,flce'

l:o.a-.:.-...!r.,l-l-l't-r-r.r-,'r-i....-r.lrrf..-

S,No. DescrlP.tlon of Records Retentlon Perlod RemerKs.

Es ta bl lehrnen t

1. Personel Fl1es
( Ssietted offtcers)

2. Pcr-sonal flles
(Non Gsze tted)

3. P:sting & bans€rs:

-|

a) Correspondence fi1e

b) Offlce order flle
(ligster f11e).

1. T hose e1 lglble for r€tlrement,/
termlnal benefits.
-Jyears.after lssue of flnal
penslon/gratulty pay ment order.

2. Others:
-5 Yrs. eft€r theY h3ve ceased to

begin service.
As per I tem No . 1 above( t;<2)

As per Gov t.fnstructtons
ften No.7 paEe.6, I

As above.

5 years froo the
correspondence.

date of Last

a\-t 
,.''

'i{

1O years froo tlrg date of
lssues of last offj.ce order.

dSuUject to ti:.- cxditions
that entires are nade j.n the
gervici Booit./Service record.
In cuclercY R,:3lster''duJ.Y

authen ticated.
b)Provlcs tE enEi-es of Postings
& transf=rs are oade jl the
releva:.'i Serrice Book/Service
r€conf cf the eaPloyeest
cor'lcerit-ed-

i
Contd; ..2/ . . ,. .

u

il

u

it
II

ti

il

ll
.:;1, I

)

,6)



:' Pqy LedlerLAmear Ledger. . J_Years.
7 . d I lary Re6,1s ter J5 ye ars .
8' ADespstch Re.glstef. 5 Y€ars.r' ;i".35f neersiei--^' 

? {!3;i",:
g. 

. -llverv Realster: 5 rears.

a) stock Recr.;^r r {-.- -E, r,:iil;=:*H"r:j.l';:;I"*:: to .2"""=.
9) steteaentss (rionttrly) 5 years.

\-gitaffi \u1 ':r'rjpend;8 A![3"iio*."sITo*L"="... j {:"ff:c) Schedul,

a) uiso'plinary cases stqteaent10' feni-or-;ty1i.st and selection list 1 years.
J5 years frotr tJre finalisation.c,f l1st.::. sen].ority l]-st for ..g,rr."t staff 
J, vears :!ror

12. Orer-tlae fj.le J5 years fron the* flnalis,ation of 1i.st.' 1 year after audit.

Cor.td- .3/ .....

1. 2. '---f:.-

4' arcarual Leqve Account *"ar"a."' '-.-'-'-'-;::-:.:-r-.r:-.-:r.-.-.
b) cesuel Leave Accounr apprlcatl0n f11e 

E:i:il."SI ;:::: ttre eno lr'-'r''"
-do-5. Attendor: ce Reglster. -:

I

I

li,
[,ir

itti
lril
,iri:

tillr

iiiir
lllrl
ll1iil

iillti

rl r'

itii,

llt,'
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n1Y;

?4, b :lectlon Grsde flle
15. Conflruatlon fl 1e
16. CreAtlcn/contlnuatlon of steff
17. Cenftdentlel Assessoent Reports.

18. Servlce Books
q) offlclaLs entrtLed to retlreoent/termlr.al beneflts.
b) Othe: employees.

. -lie:rers 1 Fl1es :t>t 4Tour ltotesrTour progrsoaes

b,' Jou:ney bayond sphere of d.rty.

c) Degrtatlon/Traln:ng fi.les.
Accider t cases( Fstel/(on i.atel)

-a-.-r-.-a 
-.-._..-a_

1O Yesrs.
1O Years.
10 years.

).

J. y"..r after the. offlclaL cease tcbe an ecployee or-u:e-si;";:"'= '

2_y:.1: af ter'1ssue cf flng1 penslonGratulty payoent ordeis-
J years after they have ceased tob€ ln servlce.

One Year )

one ye3r il t

;ts pe.f Govt. lnstructlcnsf tem lto. 4 paSe-2O.
-s9bje9t to .the condiliJn--'thet f. l. cl.alos havJ ee-n. i. r li.:u.Ldated.

a

a) ru':3n bein6s.

i . :.: .*11n315
; Arbitration cases/Court

Cne yesr arter ttre tratni.ns./oeputstion period is over. 
*

tii.-L fir:aiisation_ of dj.scipJ.ln;.rrl case/
P.!.+".tlcfi cl6ims or 5 yEars ,r[,ict.vl"Ls tat€r. -;-
:d+

Ti-l1 fi.'ralls6tion of the csses or5 iears wlichever is 1ater. - --

b)
21. c) c35 es.

!

Contd. . 4/_..;..



,l+,flF, I

-"'*i'--...- - --^hedBl€' !l' I r-t !- rh{.,f . ttnlr1tn€{tr:.b_-":.::::-

Embe;lie:rent Csses fi.le.

Telephone ie 
"lste:'

Unlons f11e
Conplalnt flle
No De-msnd (ertlflcates
Co,rner cl fl t llesL@Ls ters;.
d Consusrert s Ledgers.
b) C. C. .1. Bo c ks

' c) R.o. t
\d) ts..1.15

e) Sunary clerges i Al.Iowance
Regrst:r.

Energl' t-arletion Register.

i.ietcr il,spe ctor -Register.

li3ter re3dir: g reoords.
lieter se3lirtg records.

S tmdry lob orders-
!\rs; replec€oeni order.

:

-aF.-.a-'

1-

J years after flnal settlement of
the embeuzlenent cases.
3 yea/s provlded no. audlt psrg
ls pendlng.
1 years after closlng ofthe fl1e
1 year after f1na1 dlsPo:-al of the

Iear froo the dat= of .Lest correspcndence.
compleln ts.

1O Years
10 Years
10 Years
10 years.
10 years fro& ttle last dgte of erltt:y.

{,fter one y€ar of settl.e-ment of auiit ohjectlons/
cases or J years froo t$tst date of i ast entry
rttchever ls later.
After J jiears fror tle dat* of las'l; entryi in the
reglster or one year after the setiiement ofaudlt.

__. observatioa rrhicbever ls latsr,
3?iii$Er'ntT.'J!*ffi;iL'i.;EEhfrv 

jn the regis ter.

1z)Af Er 3 y.ars frqo lhe d3te of )'ssi entry or one'ygar after the settleoent of atrdir obJectlonq
whichever is lgter.

.J-l)flne 
year af ter

contd..5/....
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23.

24.
25.
26.
27.

28.

:

?r
I

29.

Jo.
31.

32.
33.

(,



.E'

.qg

54.- s€rvlceco*ectlonor{er/Recconnccttono.rer. 
--;*l,......-

u1s-conn(ction orders:
6J'lEoporar, cori. e ctlon

Olf81nel :.s L be retalned in book f,or o.neyear after eqdit.
orlglnal ls to bt pr=".d .in ocnsumers flle
$i.: ** t;*.*"fi ?," i. Jo;l+, I #n:ne ye ar

One yesp rfter close,of the ye3r to whlchthe stateaent perrarns.
-qo-
-do-

-d.o-
-do-
-do-(Itens should-be FI:S 5 y.ai. to whlchthe stateoent perta,as. .

t

i b)peroenent Jlsoonnectlon orders.
:

' 36 rsftateo€nts (rcc<.unts)
JRevenue assesse,i aird reaffse,l stateoent.bl$."y.cuty "t.G.i1 

'
c,l ]jxpenditure stateoent (rerks)

. -rtevenur.e n €ap5'tal.)
c, *rrears ln. .iccouE,ts Stateaeale)H.tS tccoturt.- -
f)EsttEx.p. Stateaen ts
g) DefaultinB *trcunt stetenent-
s}geT:"tr- 

-i Coot ercial/teckricar ) :{Pend-ing iiefsr .n3n€,e or,ler.

3)3=ffi : 
"oi," 

a:l: "tiori o "c""'dlbippinc 
"i.t i".,t.

e{ eendlng Test t-eports.

E{ EsHSrEit'i.'.',HT 
Re turn'

nl'{4nnection che clcing Retrrrr-iI In s ta.1t ation c f Hiii, i- J"r-i calr ac:. tor s.

}7.

.
One ye3r after the- close of year to whichtbe statenen tpertlixs 

"-Oo-
aa

I
I
itl
r.,.i
T

ia,

I

l

:l

.t,

*
con td. . .5./.
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*-.,r fn{trffd
I

il,l":

$ 1) Inergy Accountlng Ststement

k) : tatlstlcal ileturn
i) I "t"g"d thansforrn€rs returnn) l.eederwlse maxkum demgrd state.nent.

318'. Casl. stubs
3?. r,..I.R.date
b, j!9.__ES.cot9_s_jr_:19d-rs.I€l5_

8s tlaates
a\ .Ant-ua1 rui R.

14 .crks Es tiaatss.

41. 2.; LJ,ectrical .a.e3s::reaent 5ooks

U) saalL Ereasur eraeot bocks

c) Fora P .lr4
, ".r

.i..k2. Idle se.*ui-ce re_istei.

y...yu"" qiter ti:e close of work.s account audltedby the. auct_t authorltlc" pr"iiiia ir,"t-"o 
"=;;i;--

: \ -i=". i= PenQing"L) .-or :&lnor uorKsrth= ;,e.li;d of retentionshculd be 5 ieais'after clcse of the-work.
ii) For.ia;or worksrite period of rctentlorr shouldbe 1o years after ccipletJ.or: cf f,n! *,oi*I;--*-

Tor 15 i]€ars prcvrd,e,i accounts <lf the woritreLordei .i,-o. t&e ci.E lav-e beer:. settleOTiGaffsea.
errd no'audj.t ;sra/couit c*"* is peq3iirl. ---i---'
15 ye6r:5 ;rcvj-ded tLe SilB has beenciiedced jjl the DiulsL,-na} of.fice.

5 Years after ccs;].etl-on of t!:e works andsettlement cf accoun.ts of the official -
conc=rned.
$ne.tear after tle re ist:r is used u:,ractlonoc t&e orders of ti= coageteat authoritv -:n ---
r€silect of, a:1 t.--e j.dl_e service 1ines,"L"o"A"i.lr tt.e reai_ster x6ve been rinaiised #e-ii;--sea:e i'as been 6ot audlted.

i'ne year sf ier ure close of year to
r"h lch the state-ient peltalrrs.

-do-
-do-
-do-

10 years aftcr audit.
tuS y""r sfter the close of th€ y€Er.

icntu. ..?/p.,..



1. 2.
_a_a..a

l$. /+i Dlslcr. :lerl'n t Reglster

'i z,t. s) Lory Log Eook To be ratqlned untl11 the
-do-
One year.
5 y"ars after sudtt.

vehlcle ts dtsp osed off.
b) Lorr, lialntenance Reglster.
c) Jehlcle 2erforarance statement

45. survey RePcrts-
16. :/c i Dglly u€ges sanctiones.

47. Jlles rerstin5 to theft of rnattrj.a.L

48. r'lles Fer+aining to offlce eccoqocF
-dations.

49. .?iIes per tsilir]g to Enforcement
cheekin6.

50. tudlt objectirn/*rdi.t Faras/notcs.

51 . Inspection i,e1-orts fi1e.
52. ?i1es re-srdir g Dravlng, U-.mj-t.

53. .ri.les relqtilg to rrite qff cases.

J years or one year after cornpletlonof ardlt ryhlchever is later.
'one year after tfre 

"."L ls settled and
audlted by C.{O/R.€.
one year after vacation/-tyqFnt of rent/
c1s{m-< ,wh.lchever occurs fatEr.
Fl1es to be aalntalned flnarrplal year-
ulse and retatned fcr a perltd o.f- fiveje3rs froo tte date of flnal settlement.

As per Govt.
Inst::uctlons i.tem
No.113 Psge-4.

5 y.ars after fina]. settleoent.

One ye3r after settleoent.
To be retained upto the close of
fi.oatciatr y€ar.
5 y.ars'froo the dste of wrltirg 6ff anafj-rial- se tt]-ecerrt.

Contd.. p/8. .

As Per Gout.
lnstructions lter
I[a.15 Ihgc-55.
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1. 2.

514.

a)

e) 8.l'irR
fi. Re;uireosrt.of
57. Purchase Orrier

58-

b) Llne tra;-ntenence Reglster.
c) E.&i. R

.r.' ri ::::' :'

naterlal flles.
flt€d.

.11 i.""*eflt record for 55LLt > years for other l,lnes
-do-

peroansrt.

: .. -.*--^-_1.,.r atnrtrrtlon/l

r_r-._.-.-a

Record-c relstlng to r-lnes i sub
s tetlon s: -
Petrol Books

(V end a'bove
{.6. JJ :rV &

.l.lnes.
bel ow.

!J. Grl'i Substatlcn Recor:s:_
d Telephcrre li;,ssage Register.
b) Lo6 She-.ts
c) P.T..r.F:oks

d) tssttery Insl ection Reglster.

One year :

5 yeass.
. Cne year
Tlrese shculd be

ii;tl#$.*:1" :il#:$ ;'i:',.T ir; "'
reruanent.
5 years.

?"ri#".;" j*sl';..."r;f it.n:1"13'$:"r*f .,."

1o yea;cs. : 
.i'

19_{"{" provided.that the receipts have beenprgperry accoulted. ii'. rn-tirlJ"'{e*". and t}le

::"i+trL='iil*i:" * m,*i",::*'i: li*
;fff"*r--*: :I.."t-tr,.t tilsl'"ny be all.owed
.!.Edsers instead or a n,otJ-6""io,ilt.r,fc11s.

': '' Contd...g/p....

,{ccqrntr R.=cord and Repister
a) Cash Pcoks
b) Cash ..eceipts(Counter fo;r)



1. 2.

Petty Iurcfiese reglster and
contl.nl ent sanctlon reglster.

s) i",ontr.ly Accounis( Dlvn)
( to te sent to C1P)

b) '1onthly Accounts AdJustments. '

(Dlvn. offlce).
c) r"ronthJ.y Vouchers exceptt'1t.lo11 .i 'n/ C a D3lIy

lra ges Roll.

Susgense schedule.

-9-
).

I years provlded no audl.t

1O yesls provtded no

-do-
i

As above-

5 Yean"-

1O Iears.
5 years.

J years or one y€ar :-ften co;:pl etion
of andlt uhrchever is later.

.i

pera 1s pen41ng.

audlt para ls pendlng.

,-.l
t

JiGovt. lnstructtorlsno t posstble
to b€ followdd bi*caus.: seperate
vouchers upto O.8/-ace not maln-
-tained ln PSEB .
Provlded that.outstardLnS ttems duly
authenticated haue been carrled over
ln the current year & the batance tsIly
vith the r:ead off,lce.

As per Govt. lnstnrctlons ftem No.'lZ pag€-to.

@.l*
r-1-1rt

.69.

61,

60.

62..

63
64.

65.

ir orks lteLis ter( Foro-27)
(P.evenue a Taqita:).

' l'

C'ounterfolls of che.;ue Eooks.
T. r,r/tbar-sf=r T. A Bi-I.J.s.

A. T.D/e. 1. Cs.

5 y..rr after coopietion of lorks s^djunts 3nd
settleaent of audit paras provlded tEe ascet
accounts have been properly oalntalneg an.l thesetal1y rith ttre liead ofli.ce. r

As per Govt. instructions
itecs Ilo'; ?-t ,F,3S€-50.

C ontd...P-'to....

j



\ --'€ w,
.)

- lu-
j.

'-'_a -.-./ J years or
whtchever.

-a-.-a-a-..- ._._.-._._._a

one' yeer af ter. comple.tlon of, aucl t I
ls Ieter. :

67,
5r.
5E.

'l 
" 

7o,
71.

"r..{bs trsqt e:ots(P iilrZ})
ilxea chs3g,es fe€j-s-te{l-
Contlngent expendi ture
Re5,1s ter.
Job cost Reglster.
Stock cards.

Thls should be .pqgserr"a .d. JO years.. .-oo,e-year*acren c}6s1-o6, of hrr,"n.ia1 year.
iL

-do- .,

5 Y"""".
1b yesrs provlded that the balsnces as per sbck cardtal1y wlth the velue ledger arrd the iralance oi lnventorytallles with the liead offtde account
1O yesr9. 

1

19 years.. t 
I

5 years froo the date of last entry l.rrovlded thereglster has been audlted.

Cne yesr.

I

I

I
I

I

t

I

;
I-t

I
I

I.,
I
!
t
i
I

:r
I- t-

-i-'s
ai

72.
v1.

I
i

G-.. i
I
I
!
I
I
I
i

i
I
i
1

'I
I
I
i

I

Stock Va]ue l+dger
Sucoary Eook

tt-&rvey Off ieg.i.st€r

EIDG,T T-TLES:.-
75.'. 

- 
i'iles pertaining to Budget

I both capital & Revenue and
Estt_eto.

I ote:-

ri

tbe rordr Audlttutserever referred toabove,@!-ers the entlne
period audl-ed by tbe concerned Aldit party/*uttrcrity.

:> 4


