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NATIONAL INSTHVUTE OF FLECTRONICS AND INFORMATION
TECHNOLOGY (NTELFD), CHANDIGARI CENTRE

NIELEZCH/ADMN- 1422019/ 24§ O™ January, 2019

OFFICE ORDER

Subject: Shifting of NIELIT Chandigarh Centre from Mohali to Ropar Camp us
and destruction of old records which is not required as per rules.

18 Rupar}vide their fetter dated 01.10.2018 had intimated to vacate the premises of
NIELIT Campus at Ropar on 31.12.2018.

The Governing Council (GC) in its 36" meeting held on 15.12.2018 has approved shifting
of NI:LIT Chandigarh at Mohali to Ropar Campus. In compliance of directions of GC, the
Competent Authority has directed Director, NIELIT Chandigarh to work on the decisions,

A meeting was convened by Director, NIELIT Chandigarh on 03,01.2019 in which
Director Incharge, NIELIT Ropar and all Additional Directors were present. In this regard,
all Project Incharges are required to submit the details of infrastructure to be shifted to
NIELIT Ropar as per format enclosed to Material Management Group latest by 11.01.2019
(Annexure-])

All Project Incharges are also requested to ensure that the record, which are not required
for any future reference may be got destroyed after preparing complete details of record
being destroyed and taking approval of Director.

Provisions contained in the Record Retention Schedule in respect of records common to all
Ministries/Departments published by Department of Administrative Reforms & Public
Grievances Sardar Patel Bhawan, Sansad Marg, New Delhi may be adhered to. Copy of the
aforesaid schedule is enclosed (Annexure-1I). The Training Section will also be required

1o keep the provisions of ISO Certification in view.

The complete record of files/documents being destroyed will be handed over to
Administration.

Contd.. P/2
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Details of infrastructure required, record and infrastructure 1o be shifted to NIELIT Ropar
must provided to MMG by 15" January, 2019 and activities relating to destructione of
record as per retention schedule must be completed by all concerned Project Incharges in

coordination with MMG latest by 31% January, 2019.

Material Management Group will consolidate the above information and submit proposal
regarding shifting: of remaining infrastructure from Mohali to Ropar Campus and IETE,

Sector 30, Chandigarh latest by 5% January, 2019,

This 1ssues with the approval of Director, NIELIT Chandigarh.

Copy to:

[, Director’s Office

2 Director Incharges, NIELI'T Ropar and Kurukshetra
3 Additional Directors (Technical/Systems)

4, Joint Directors (Admn./Technical/Systems)

5. Financial Controller

6 Vigilance Officer

7 sh. Gurpreet Singh, Joint Director (Systems)-

Notice Boards

o0

(Susheel Kumar Gabgotra)
Additional Director (P& A)

— Please bring 1t in the notrce
of staff working under you

With request to display the Office
Order on the Website of the Centre.



NATIHONAL INSTITUTE OF ELECTRONICS AND INFORMATION TECHNOLOGY CHANDIGARH
Annexure - I

Details of infrastructure required, record and infrastructure to be shifted From NIELIT Chandigarh at Mohali
to NIELIT Ropar Campus

Project Name :

I. Details of Record/infrastructure available to be shifted :

' S. No. Items ' Make/Item No. Quantity
_ (if available)

Computer (PCs)
Printers |
Almirah and Rack

Tables (Staff)

Side Table

' Printer Tables {Small)

- Staff Chairs

' Visitor Chairs

' Peon Chair

' Boxes of Project files {approximately)
Telephone/Intercom Sets

' Any other Items

-
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il. Details of additional requirements for shifting to Ropar Campus

' S.No. | Particulars - Quantity |

1. ' Power Points ”

2. - Networking Points

— a

3. Intercom Connections

4 ' Telephone Connections

3. Any other requirement

|
Date: Signatures :

Name :
Designation of Project Incharge :
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o SWAMY’'S — MANUAL ON OFFICE PROCEDURE

7 keep each ser of 2 paper index slips in scparate sprmg clip folders
25T ¢ach vear; and

(g} mdicate the date of indexing on the file cover and initigl it in the
space provided for the purpose.

-4} Index slips will normally be typed on good quility paper. Inthe case of
rmportant files requiring frequent and urgent referencd however, card indexes
: be prepared. Even here, the duplicate set meant for incorporation in

¢ deparmmenial index will be typed ongood quality paper. Card indexes, where .-

b

manamed, will be kept according to an aiphabetical order of their respecve
cain-words, In g single series for all the years. Each gepartment will issue
ceparonenial inswuctions specifying the categories of fles in respect of which
rard incéexes will be maintained.

.3} To ensure consistency and facilitate consolidation of departmental

inCex. nles relating 1o parliamentary business will be indexed not only under the
Aopropnae sizndard heads and sub-heads but also, under the nature of such

i

cusimess, e.g., parliament questions, cut-motion, resolutions, etc.

T 1

wmm_.m_mﬁaawmﬁumﬂmm@mﬁrﬁuHmmxmmwmﬁ:wﬂmmﬁﬁ;m nﬁﬁo&dm

.
;
ThAs e FE i

B T e iy

=) Adterall the files relating 10 a year have been recorded, the set of index
31PS 1 rEspect of that year meant for use within the section (viz, thatarranged in

ziphaceical order) will be neatly stitched and the stitched compilation kept ata
convenient place for reference by all concerned.

10S. Compilation of mmﬁmwgmmﬁ index.~— (1) The index slips pertaining

-0 I3 reienng 1o @ year will be sent to the compiler of the departmenta] index

co wrarater the close of the year to which they relate. If some files of that year
S TOIMEIR CUITEnT gven &l the time of sending the index slips as envisaged
"¢y = =fgceing hand with the approval of the section officer will prepare
—-on 3eDE 2 respect of such files as are likely to be refained for 10 years or
~wrT eim e qare of recording. These will also be added 1o the set of slips
-¥--£ 3¥3TI0 Tne compiler of the departmental index. ..

- byl

-7 <22 tompuer of the departmental index will-

._.x_.__ﬁﬁﬁ.ﬂmﬁwm&wmﬁmﬁ mﬁﬁmmﬂﬁﬁwoﬁﬁwmﬂmﬁwﬂa@w slips, 1.e.,
dste dexed under the mdex beads; and

i) scorming out the title on the Subsidiary index slips, i.e.. those

HOCRTS RIGCT 6 ndex sibeheads anA0iving a eroge reforence

"0 g révant index head, as per specimen in Appendix-26;
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RECORDS MANAGEMENT 91
(5) mﬂmbmm Emﬁmoﬂmwwm H.wnn.ﬁm_m fTom different sections, in alpha-
betical orderina sigle series for the department as a whole;and.

L

- departmental index:for each year:

(e} . nﬂwwmm_.__. H.ﬁuww ﬁnﬁﬁm oi.:cyclostyling. ‘of Hw@. consolidated -

- NOTE~-In a computerized. environment, indexing will facilitate easy
refrievalo ol oo L

..+ 110 Precedent Book.— Byery.section will maintain 2 precedent book in
the prescribed form (Appendix=27) for Xeeping note.of important rulings and
decisions having a precedent value for ready reference. Entries in this record
ﬂ&_ﬁ%mﬂwam atthe-earliestopportunity and; in any case, at the stage of recording
thefile., - 7 = S

111, Record wﬁﬁmmm ,mﬂwﬁm__?i.ﬂﬁw To ensure that files are neither

?oﬁmﬂu&% destroyed, nor-kept: for perinds longer than necessary, every
department will; | |

(a) .in respect of records connected with accouits, observe the
. -mstructions contained. in Appendix-13 to the General Financial
Rules;: .. - -

(6) in respect of Tecords, relating to establishment, personnel and
houseg-keeping matiers comimon to all.departments, follow the
‘schedule of periods of retention for records common to all depart-
ments® issued by the Department of- Administrative.Reforms and

Public Grievances;, ,
(¢). mrespest of records prescribied in this Mantial; observe the retetion

periads specified in Appendix<28;and. -,

(@) in respect of Hno&m connested: withi'its substantive .wﬁomoﬁ%
issue a departmental fetention schediile prescribing theperiods for
which files dealing with specified subjects should be preserved in
consultation with the National Axchives of India.

(2) The above _mnwnuﬁmm should be reviewed af least once in 5 years.

112. Custody of records.— (1) Recorded filés will e kept setially arran
. . . . 16011 | ally artanged
i the sections / desks-concerned for not.more than one year, after Mﬁ% Mm ey
Will be ransferred to the departmental record roorn. Far files due forsuch fransfer
the register at Appendix-24 will be cousulted, L |

3

files also will be transferred; after being Hmmﬁ_a@h._ﬁ_awwmoﬁ@.. in the form at

ﬁﬁ%ﬁbw. One Copy-of this list will be tetained by the section taking over
the files for its record and the other acknowledged and retumed to the section
transferring them. . - |
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WAMY'S — MANUAL ON OFFICE PROCEDURE | RECORDS MANAGEMENT . 95

5: Considenng the urgency to reduce the volume of records now being . section daftry or sent to the departmental record roomorthe N tional %Hoﬁdmmq
-rrzmed without any significant need for their retention, the following MEasures as the caseniay be, for replacing the original requisition which will be returned
2y be taken in the Ministries / Departments:— o b0 1hg office congerngd. In the case of records obiained fom the National

. . Archives, the fresh requisition slip will be prominentlyTharkad “charige slip’.
{z} A special drive may be launched every 6 months to record / review HESTEE Ty SO AV RIRNE Rl WL DG PIOT Y I d-chay

all old files and to weed out those no longer needed. The results of
such special drives will be sentto G.Pm%bum in the pro forma shown
i Appendix-33; .

(6) *On return; the requisitioned file will be:restored to-its. place and the
requisition returned to the section / official concerned.

..“ (b} Each Jomnt Secretary may review every quarter the state of indexing/ (7) Files .nmﬁmpmm. by a section from the departmental record room will

recording / review / weeding out of files in his wing and allot time | normally be returned within 3 months, If they are'not received back within this
W bound tasks towards this and to the members of the staff: WMEP_ the mw%ﬁmﬂﬂmﬁ Rnﬁmmﬁmy E:E.thm}o mmnw@u%onmaﬁmm. wam.
- . | . : : | PUIpOse, therecord reom whl'maintdin a simpleé register for Keeping arecord
m (c) Inspecung Officers may be asked to pay special mﬂmuﬁwwhw MMN S ot tne files issued to the various sections each month. A similar register will be:
& stage of Records Management i the sgctions as we . maintained by each section as a record of files borrowed from it by other sections.
2 Departmental Record Rooms during their inspections. _ _ _
m (10} The following manner of Weeding / Destruction of records willbe (8) Files obtained by-a department from the National EaEﬁmm_. will not
= tdomrad . normally be retained for more than 6 months except with the latter’s specific
= Bt | | . ~ knowledge and consent.

£ a2 Routine files / records'will be manually torn into small pieces and | . | |
W Gisposed, EXTRACTS FROM “NOTES ON' OFFICE PROCEDURE”
e b: Classified files / records will be destroyed by use of shredder, and |

- } . " . . . WHH. a ﬁ.ﬂp & . Eoog m
| icy Secret files / records will also be incineraied afier being shre -wm | |
. . _ z - . t I m . . S .- . . . -

= &S per provision under @Mﬂmﬂ.ﬁﬁﬁ Security Instructions” issue Records are tools of management, memory of an organization and source
= oy the Mimsmy of Home Alfairs. | of information. The effectiveness of decisions which ultimately reflects the image
i 114. Records maintained by officers and their personal staff.— Each | . cw the organization and e tetency of its operations is dependent on the quality
= ceparment may issue departmental instructions fo regulate the review and ot 1S resources and information which is E.oﬁmom by the records.
£ waeding out of recor Intaj 3 . taff. s ey 1] . N
- g out of records maintained by officers and their personal sta (1) What constitutes Records.— Allpapers, books, maps; photographs or
2 113. Requisitioning of records.— (1) No recorded file will be issued from | other documentary matérial regardless of their physical form or characteristics

: ¢ sectionzl, departmental or Archival records except against a signed requisition created within or received by an organization form records. In brief, records

£t = form prescribed under Public Records Act, 1993 in the case of Archival records | constitute means of preserving information for future use, |

and ¢ form at Appendix-34 in the case of other records. “

(2) How records are created.— The creation of records in any or anization
() Requisidons for files belonging to other departments and in the custody takes place during the process of its activities / onﬂmmoum. .H.Ww_ wmmnoﬁmm 1]

, of the National Archives will be got endorsed by the department concemed Government Offices are created because of the following factors;—
&4 oefore they are sent 1o the Archives. If the requisitioned file happens to be a _ _ - R T )
= confidential one, the Archives will not supply the file direct to the requisitioning (@) External Activit ‘e~ Lnese take the shape of all communications
e Separmment but route it through the department to which it belongs. received from outside. I |
m .2, Therequisition will be kept in the place of the file issued. (6) | wﬁ@.&& mnnﬁ.mmmwi .H.w.mmw take %.m.mwmﬁn of written communi-
= . o o . | | cations conveying information / decision from all levels of authori-
e (%) II the requisitioned file is one that has been mucrofilmed or printed, ies and analysis of various reports / returmns, etc
mmm =ormally a microfilmed or printed Copy and not the original will be issued to the | - . . | »
L requisitioning denartment. . , (© M\%MH Sﬁuﬂ.&.ﬁ ﬂwmw show the essential of -original documents
= _— . o N | . . o 480 WIC Shape of runtiing summary of facts, standing notes:
- i ilarequisinoned file indtially obtained forbeing putup in one caseis - andstanding guard files, etc. These save officers’ time manan n
ﬁuw s-0stquenty put up on another, a fresh requisition should be given to the taking quick decisions, » * - | ,.
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| RETENTION SCHEDULE FOR RECORDS 189
| 53 SWAMY'S—MANUAL ON OFFICE PROCEDURE . . -
. s, . - Reference to L
. N . Reference to | No. Description of record Mwwmﬂﬂ”m Mn&:wm Retention period {vears)
” v RSCTiption of record ricvanipara,  Refention period (years) |
O of the Manual (1) .(2) ¢ 3) (4)
| (1) (2} (3) {4) _ | 30.
3, 31.
10. 3 32. |
17 33. Consolidated numerica] abstract of
. o - cases pending disposal for over a
8. File Register _ 91 ¢ Permanent month in the varous sections of the _
: File movement register 94 (1) l department 13 (8) (2} 3
W S, Register for watching the progress 98 (2) (B)and 3 Call book 1M 3
of recording : (3) Monthly Progress report on
W 20, Index siips 101 5 years or tll printed recording of files 120 (1) 1
departmentsl  index  becomes 34, Reminder diary 121 1
W avallzble, whicheyer is later Register for keeping & watch on
Consolidated departmental index 101 Perrnanent 1 | nnﬂwﬂﬂcumﬁmaﬁ Hmwmﬁna from - i
Precedent book 104 Permaneni * MFs. | tz2 !
p) List of files transferred to— , . 35.  Register of Parliamentary |
_ , ASSUFANCES _ '123 (1) 1
(¢) Deparmental record room 106 (3) )5 Check-lists for periodical reports 124 1 |
(5) National Archives - 106 (5) Pe ent _ | 36. Inspectionreporis 133 ] wnmm MMW. the date of next
W RECOrd review register - 106 (4) 1 | | 237,
m 22 Listof files received for | 33.
£ TEVIEW 107 (5} 1 39.
: £3. Register of spare copies of 40
= publications, circulars, .
m orders, ete. 107 (9) I . . . ——
i nicif . e e . . |
w Record requisition slip 109 To be destroyed after the Note.— The retention period will be reckoned with reference fo the date from which thig
: ﬁﬂcm,hﬂwcmomm mwmw wmmmmwﬁ record ceases to be current / active, Where, however, it is proposed 1o weed out a register wherelg
2 _Wﬁﬁwﬁ. | certaln entries are still current, €., file movement register where certain files entered therefi
m . WMH not wow%ﬁ mwnnn&& HE. the _.mmmmﬁwmw amwﬂmﬁﬁnﬂu where certain assurances have not begy
; - s -y . . . emented, e current entries wi t fi i 1
3 L% Record requisifion cerd 109 To be destroyed after all the weeded out thereafter, H ° wransEred to tho oW regisier and the Ea regiAd
m : space for entries has been used | R |
5 and the last file reguisitioned
: has been- retumed - 10 -the |
: ) sectional departimental recards. m
23, Wesekly amear statement. N7 @ 1
Case sheets of cases pENGing
disposal over @ manth, 118 (2) (a) 1

26, zcmﬂnnmw abstract of cases
pending disposal for over a month 118 (4) (&) 1

B R T o PR O BN
-}
(X}

.....................




e T L o T L o L e B Wy e T E D S A S 0 n T v 3

T4 28 S.1ASUMOTS IO JUOWIRSS JO SUIL SU2 j2 PSISRIPR 9§ PIIOYS PesUBARE 05
InoTIE AU T 3N 12 DURSTIOU) oAl Sadmy JO 1Y WNTHTXRH o) o1 dn Ared B

$UATIIISA0D OIT A 01 TSNS MB] IRM UCHOSUHOS I ISPES] JUSWIEISAOLY'2 0]
010813 973 U0[0UES Aptd jotmedaq J0 ADSTHIN 9L "667 oY

{51 }AIR[RS IXOU SIY WO PaIdA0031 o] [[BYS soueieq 70 SOUBADE uﬂ. ﬁﬂ&wﬂw@
“20URADE JO [2MRID 91} JO SARP Uy UIHAM HIRAISS JUSUITLIBACT) 843 Ag panrmqns
3q [reys ‘Aue J1 eowe[eq G Suole {Iq weunsnipe YL, (7) “T6T MY

o 90UEADE 3T} JO JUASAPE

10 AT8A0091 A[PUIN 101 81qIsTodsal oq [[BYS S030) W J0 PEIH YL (A1)
. ‘ssodind oy} JoJ 90G¥() 93 JO PRH SQ 0 .

nareBajep Jemod Uz ey 210U 5 10U PIROYS 30TRADPE JOJUNOUIE O [, - (1)

nims£s wswded wewamoonid-isod FwmSesiaus ‘sempesord
U0 91 JopUn peSeuel 6q 30T Ueo ssodmd Jopo 10 sseomd oy, (1)

1 JO IO IO 3] JOTURS ‘O[qR[IBAR SOUBADY -
JasURULsd I TRyl 1041y Suleq a1ipuedxe JO JUNOWRIYY {7) ¢

—SUOHIPUOS SULMO[{O] 3Y) 03 100{qNs 0010 9110 JustsBeupur
ch |
0] TEBAISS JUSTHUISA0D) 2 O) SO0UBADE UOHOUES APLLOIHIO 34130 PESHE Y]
-—3s0dind snosur[eOSIA pUre JWABURTOY) I0] SIUBADY (1)."T6T MY

Jrun

- 3TM{OA “JENURIA SINOSOY [IALD 9GH O 7101 "eled T S[qeiieAt axe jseaduy 1o

SuRAD? JUsURILISd JO SOURUSIUIRW IO SOMPL00L "SUIONOUN WD ots uﬁﬁmﬁwﬁ

k.2

CTIIRUTUL O 01 SOUBADE IO jumowre 2y} Surdsey ‘BUIA SOURLLY [RWISIU] Uiim
CORRYRSTOD Ul usunTedo(T 9Y3 JO PR o1 Aq JUBAISS TUSWILISAOL) B0} pojuess
2q Aew sxmurpusdxe jusSIsurs pue JueSunuos Asp 03 ABp SUMSSW J0] ssxduy
10 S0UEAPE JUstRULISd —'3S94dHuY 10 QUBAPY JUIUBULIJ 16T oYy .

-1

€951 ‘SeImy (SiuswAR] pUR E&w&@ﬁ%ﬁmqpﬂmﬁﬁmﬁo 0

3170 86 01 06 SN PUR /6 ‘SN SIOMOJ [RI0ULBUL] SULJO UORS3[e(] 2} JO
1 STy 12 9] GR{IRAE 218 IMPUsdxaUsEULIN00 0 SUNRISLSI[NY. ‘peZony -

AUNLIGNTIXE SAOANVTTEDSIA ANV INFONLLNOD . “XI

| ‘¢ 1-xipuaddy o suorsiaold o, 14 0UepIooge
01 3080Xe DIAOIISSD 5¢ [[BUS SIUNOSOR TIIM PPIDoTT0ND PIO3DT JUSWIUISACD

ou ‘sjenuein jeyueuniedsp Iewi Ul poquigserd se siuountedsp Jpinonted

oy o1geoljdde SISpIO IO mﬂﬁ,wﬁuumﬂm _.E_wuﬁw. Kue 03 ﬁmﬂﬁw 687 Iy

SINAODDY HLIA TLLOANNOD
SAIODTY 40 NOLLDAWISEA IHA

sadmy Mmmﬁmm 3} 01 JO Papunol 2q Jieus
$31p0Q [200] PUE JURWIWISAOD) UIIMIS] SUOTIORSUR [RIOURTL] “Q87 SNy

e CSID3rENs SNOINVTIZOSIN [ €67 -310Y
.h,),._
BNl
L

- g s .. s - e g . . - "
e o L L R e e o o el e S f oo b R T g B it B oy o B gl W ol B i i el e,

103 papaou-asodmd reeds B30 AUR 10 SSOIAILS: 10..5POO3 jo.oseysmd

e T e
_.r-;'!_._",:",‘.'n,";:..'.- -

S R AR B T

FHEEY

T

NSRRI R N
REATCR PR TSI T o

R TR TR
P P e g Fba s

L e Nk e B b =L el ma e iy

T
g e g A et B’ g s H e

e ruhbomy

—tl— - —g il

Tariers

Wi A A e R e e e L e 8] D o e N Nl e

pue I3[6RAWO0) Y SISYM SISO Uf PIOIO _
gm0 ST 180Ty} [eIUen-IONpNY pue Jofjonduwo]) ous. g suop SI yipne
o1 235UsA S3520-9S0T] UL PRATEM 89 PINOYS ‘olay 0} SUIL} WIOY PPUSTIL S€ 9661
9o satmedwo] Jo (§) (¢) 619 U0HAS ISpuri p2IonpHod Jpne Areyuoworddng Jo
1509 94} mm”_?gﬁﬁ a3 _hmowﬁ@ﬁobwmummmgo@ Joased s Ul "L8T IHY

At e g e, )

*

ipne Araenra(ddng oy Ioy si0yipne [euolssejoxd sAojdus [rIsue-I0)puy
S - _ . 5 3q PINOYS 11q Jeis frmennredap

'§59F HPNR IO ustiked o woly Afenred 10 A[joyMm HOHTINSUL

..5_@5 ﬁu&.-_ﬁﬁﬁﬁm Aue. Sundusxe JUSTIoAOD JO STORINASH re1oeds
£Ure OPLIISAO 03 DAY 9 [y S[II SIY] U} PITIEU0D Furiou 18y

POPIACIY

MAB] J0.20103.01) SUIARY ST %pmc M £q.
3qussead.am S]qeIGA0D SO 1O §6381 U} HOIYM JO PG 3T33 105 Spur out
w%wa JIOWITIAAQD)-UOT IR0 PuR.feso] Jo JIpne o1 10 Jusunreda( ﬂﬁouwﬁ
pue fibny UEIpUT 54} Aq PaGIeyo 3¢ [{eys oW 0f SN TWOL JUSUIILISACT) qQ
poquasaid satex A]iep JO.SiSeq AU} U0 599 JpNY — s394 HPIY '98T Ny

T T I S LI AL TR AT~ 3. MR S ST -_ e uﬁﬁmozuﬂmﬂmﬁ
PIPULJO [BRUSHAIOIPUY PUR [jONAUION o7 PUE JUSLEIAOL)

ﬁmw.&m 3q Apiu se’SUOHIPULS pue suie} Yons mpun jusunreda(] SJENOdYY PuUB
11PNV UEIDUL 943 Aq PAIIPUE G [A SUQHIINSTY JO-S3IPOQ JUSWITIAA0H)-LIOT F9H}5
“Sa1p0G 2901 JO SYIMOOOE S} UQHMESTOY) 83 JO 611 SJONTY 10pun Speul A2} Aug 3o

suoisia01d 3 01 109fanS —~SSIN0G. 807 JO W0V JO HPRV-ST 3Ny,

AT IAAG a0 Te1ads 16 TEISUsE £ DAZLIOT q Kewl se ‘oyep Yous uo pue
IAUILIBAGE) JO S10pI0 [Eroads 10 [RISUS3 AQ peziotne 8q el
JOUUET TINS, U PR 8¢ [EA JIRUSq.AOU; UO. JUSUILIAGY) AqQ POATIQRAI 10 pasiel

L4
o

. $ASUOW OO PUE SNUSASE JO 302dSaLUL SITPO] T80 01 sjustuked ‘so[ny pue 108

nreAstpl Jo woisiAcad 01 393[Qns —+531pog [£007] 03 sjuawde  ‘pRT Ny
| ME[ AQ PIZLOYINE
£15531dX5 $5o]n pun{ PeIEPIIOSTeD 91 YBnoa uroys Suissed JROYILAL pURY 1200 ©

-~ 037053p pajersdordde 54 10U TeYS SSIPOQ 12001 JO J{ereq Uo JO J0JJUSUIIISAO)

Kq D3105[[05°10 POTAS] SanUdAST Jaq10 10 SoUIy ‘soxel Jo _mwmuoﬁmihmﬂﬂcm
(2207 JO JIBYoq HO JUSUIWINA0L £q P3)O3[10d 333 SAXEL, "€8T AANA

- . - nOL
uwu&mmm_na%@uﬁ%uﬁﬁﬁww_ﬁﬁﬁﬂmﬁom%ﬁ._ﬂnm peistfpe aq AgurApoq o]
e KQ JUSUILIZADD) O} 818D 3np wo pred jou U0} J0 JUNOWE AUV *Z8T 10y

IR QeoH J0-ANSIUN
a1} JO-$1045(] $3301S [BIIPSIA WOLf SATIOIPaUL JO A1ddns 103 S9TPOQ [200] WHOL
nodrti PSKIST 84 10U M juswked-aid ‘sorurepide- sg Gons AJUSKISWS JO IFED
w (1Y 787 oIy UT PoUTeIueg nolsiacidoyy SmpuelspImMOoN (7) 187 oy
- 'SPUN] Fe00} 24U} WO AIA021 Fuipuad 20U
ISIE SY3 Ul-sputy d1qnd WO SSOUBADR S8 SpBRUL P suatded  (71)
| 10 YUHIILISAOL) YA PUry {230] Y1 JO sjIsodop
o7} JO §90UB[Eq 9} OF PSSP I8 JUSWUISAOD) Aq Spell sjuetuded - (1)
- - —UT} 9T} JO JUN000E U0 JUIURLIAACE) AQ

DRISPURL 3G 0} SHILAISS 0 1502 JO PILIOTT 54 0] SITEND JO JMOTIR PARTILSI 3G

187 FTNY] STINY TYIONENII TVHINID — S.ANVAS vel

TR P P e e e e e e




T e T R R E L FA L T A R T A

ay

3 . . A Dt = ' L
H i",.{.lr‘;l.'"l"i:i'l-'.!?u‘-hq;b'ﬂ.:'-‘n'"5'.-"5.-= T LR B

A el Bk -y 2 e T Pk Rt i

L T L

P L LT Y

e

i<

SR .

10

o]

e A T

P R R e e e

17— L iy o]

W

Ll Lo FT RN}

b e Ry v . -

No. of ense in
Form No,

e e e L

:h

Serial No.

LI e e

o T LI —

Date of entry

To what fund of trust the
investment belongs

L

To whom interest is
to"be remitted

) i3
y
I~ | :;
5
5
| af
.
e SR S R T P ....’:I
oz
| o] 20
" FRE:
W Q'
" L
E 7
&
o | &
- 5
o 3
I ] 3
E+
5.
-
o
o SES
"-::g "q:.
-
Eimg*w
4 L
&
° E‘

The

typiell il R R

d 2

Amount of
investthent %

d 2

Axpdﬁut_ of hatf.
yearly interest

d 3

(Pair of coluns foir
noting inferest
payment order):

Ll R L LT R

*

destruction. of xecords (includin

o

B L Rl nl L P b LTV VR ST s

[

R T NN
' ’ ) ) e R ST L LT LR LA

DESTRUGTION. OF . OFFIGE

Rules and such other subsidiary rules-vonsistent th
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(7} Expenditure  Sanctions not
coveted by Paragraph |
above (including sanctions
relating to granis-insaid)

(i) Cash Books maintained by
the Drawing and Dlshursmg
Officers  under  Ceniral
Government Account
(Receipts  and  Payments)
Rules, 1983,

(1':';} Contingent ﬂxpﬂnditurc.

(i) Arrear  claims (including
safiction: -for mvcshgatmn,
wherémemsary)

Papers relating to:
(v) GPF Membership.

 credits in GPF Accourts -

L S O O e R A S A P S i P e et e .
B s R e Mﬁéﬁﬁﬂﬁiﬁ#ﬁﬂfﬁﬂﬁﬁ?ﬁﬁﬁﬁﬁﬁﬁﬁhﬁﬁ“&Qﬁ‘i‘fﬁﬁmﬂﬁ‘eﬁxﬁ*ﬂhge )

11-year,

(vi) GPF Nomination.
Accnunt
(vif) Adjustment of missingi ! year.

=, EE RS bt PP b L L Rk B ———— —-_—Ln

2 years, or one year after completion
of audit, whichever is later.

10 years.,

1
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Remarks

3 years, or one year after completion
of audit, whichever is later.

3 years, or | year after completion of
audlt whmhevcr s Iatcr

I year - after fi nal setﬂem&nt nf GPF

Subject to:

(@) Original nominatiory being
placed in Vol. Il of the Service
Book of Group ‘D’ Gmrcm-
ment servants; and
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(vif{) Final withdrawal from GPF,}1 year. {b) Nomination in_original or an
e.g, fot. hu.usc bu;}dmg, : authenticated . copy thereof
hlghemcc‘lm;ca -education uf | being. placed in-Vol.. I~ of
chﬂdrcn, ctq v - the . Service Bﬂuk/Pcrsnnat
T ) | 1 File in case of other Govemn-
' ' R ) | ment scn*ants )
(x T-Afl‘ranszf'ch.Aclatms 11 ye.ar. ‘ : Sp‘?{eﬂtto hnfﬂuﬂitnhcawd?cﬂ ﬂf
| ) S 1 yﬂars of one yeat aﬁer mnq:lennn & s"?anctmﬁf*r?c‘rﬁé 1513&6«:! ﬁn *ﬂ‘tﬂ
S ; u’fﬁhdtt, w!'uchwcr is later. pét‘sun’ai filg, *uewine
. 1 Budget Esnmatcs! Revised ""”';3 ears. 'Thc rc‘tcntiﬂn ﬂd hcre reiated 10
’ nEstu%latcs o yeas. _ ithe Budget/ Rewsed Estimates as
e {: O T 2 “xpicompiled by the Budgctfﬁccounts.
* | :Section~for the Dﬂpartnwnt a5 &
: . . swhnlt;-"
3, |:Service Books of: ey 1
! , i T IR S E IR ;
(@) Officials entitled.to 3 ycm after issue of ﬁnal pensmn /i
marcmcnt! términal .; gratmty fayment order, |
E(bj Other efﬁploym. 3 years afler thc;-.r havc ccascd tobeinf (o wrnayy |
- ; service. , CAUORHL A T R B
: e Rt AP 0y e
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51 8ervice records,

- Descriph ' i
Ny cxerpiion of records
Muin Head Sub-ltead
AL @ (3)

(0) Nowination  relating  to

fumiily pension and DCR

gritity,

(& Civil List’
Scniority ligf—

(D in the case of Depart-
ments  preparing  and
bringing out the
compilation.

(/) in the case of other
Departments (i.e., those
supplying  information
for such compilation).

(¢) Alteration in the date nf
birth.

" Gradation/

(@) Admission of previous
gervice not supported by
- authenticated service recnrd;
¢.g., through cullatcml
evidence.

6.} Bxpenditure statements.

7. Surtt}; Bonds executed in
- { favour of a temporary or a
| rt:tlrmg Guvcmmcnt setvant,

8. (a) Pay Bﬂl register,

(b) Office _
Establishment pay bills
| and related schedules (in

which pay bill register is.
not maintained).

shment pay bills for the
period fm' wiuch pay bill
register s mzintzined.

copies of] .

respect of period for

(c) Schedules to the Establi-

Py bk TR . s g A TR -

Ketention period

{4)
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Remarks

(5)

I year - after settfement of henefits,

3 vears.,

I year after issue of relevant

cotnpilation.

3-years.

audit, whichever is later.

il

3 years;ior 1 year after completion of

s P Ty e e T R e e b e e ST SRR ) e L e e e

Subject to the nomination in
original or an authenticated copy
thereof (where original is kept with
the audit} as the case may be being
placed in Vol. Il of the Service
Book / Personal File.

o g,

Subject to suitable entry  being
made in the  appropfiate seérvice
reeord and' an “authieriticatéd copy
of the order being kept in Vol. {1 of
Service Book / Personat File,

~do-

.
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(&) Verification of service,

{(¢) In respect  of lower

formations.

(6) In respect of Department
itself,

{c} Register of monthly expen-
diture (Forin GFR 9)

1

5 plcttcm of audit, whlchever 15 later

§ years.

T 1
To be weeded . out at the end off .

financial year,

{'To be weeded out_after. the . Appro-)-.

priation Accounts for-the year have
bcenﬁnahzcd

To be weeded out”

enforceable.

35 years.
35 years.

3 years, or On¢ year aﬁcr the com-

gfter  thel-
Appropriation Accounts for the year|-
have been finalized.

3 ycars after the Bund ceases o bei

Subject 1o 2 suitable record being
kcpt somewhiere,-e.g., in the Scrvim
Boukurfhstmy Shnct C

§
3 years, or one year after thel
jeompleion of audit, whichever is
;m
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No. SEPHON of records &
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Main Head Sub-Tiead
}
UM . - D S ) ¢
2. Musier Rolls. -
Such period g may be presciibed ; m
s behalf iy the u:i{:pamncntal )
regulations subject 1o a minimum of %
three financia) years of payment ex-

cluding the f maneia! year of payment,

10.{ Bil] -R':gis,mr hmfuminm in
Form TR-28-A. 3 years.

11. Pa:d chcques returned b}f the |
Bank o thc AudzﬂAccnums > yeats.

<
¢
A
[
g
_ The counterfoils of Paid cheques
GH" 1ce, ¢ I
E

should be preserved fox the same
period  gs prescribed  for

| . o | . pmma(ﬁ,wr paid cheques, viz,,
s - S°years, owever, I cuses where

settlement of .some enquity, ee,,

these: should. riot fhew destroyed
unless otherwise “advised by the

authnnucs cﬂndut:tihg the en-
quiry. The other - Instuctiong
| contained m this App::ndl.x will
1 continue o be applicable in {his
___1 case hefﬂrc the counterfoi Iy whicl
| . | arc mMore! fhian f‘ﬁﬁ"}fcam old are..
[ o , (- o ;ac‘tuallydﬂsfmycd“”"
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12. | Files, papers and ducumcnts | | o 5 years after the confract/agreement js
_ relating 0 confracts, ' o - (fulfilled or terminated. . In cages
- ~ [agreements, etc. ~ | . where audit objections havc been’
_ | | | ‘ S raised, however, 'the felévant files and
> - dﬂcuments sha not, under any

mrcumstancas, be allowed to be
destroyed till such time as the
objections have been cleared to the
satisfaciion of the audit authorities or
have been reviewed by the Public

_ Accounts Commitiee,
13, {:Sub-vouchers relating to the | I3 years aftcr the expity of the
Sectet Service Expenditure. financiaj year -in which the
| | Expenditure-was incurred, subject to ' "
I - completion of adnumsh*aﬁve audit]
- and: issue of audit certifs cate by the]
1 - | » . Rominated Conh‘ollmg Officer.
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NOTES .~
| (1) B(;forc any pay bills / ay | bill registers are destroyed, the service of the Government servants cnnct:mad shoulad be
verifiedd i accordance with Rule 257 (1).

() The periods of preservation of account records in-Public Works Offices are prescribed separately by Goverriment.

(3) Where a minimum period after which any record may be destroyed bas been prescribed, the Head of a
Departexint or aity other authority empowered by him to do so, thay order in writing the destruction of such record En theéix
own andsubordinate offices on the expxry of that period counting ﬁrnm the last day of the latest ﬁnancml year covesred by
the recoxi.

(4) . Heads of Departments shall be. cnmpctant to sanction the destmctmn of such mher recurds in \ their own and
subordimite offices as may be considered uséless, but a list of such records as prnpf:rly appertain o the accounts audited
by the Txidian Audit and Accounts Deparlments shall be forwarded to the Audit Officét and or the Aécolnts Offic:érs, as
the case may be, for his concurrence in their destruction before the destruction is ordered by the Head of Department,

(5) Full details shall be maintained permanently, in each office, of all records destroyed from time to time.
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ANNEXURE TO APPENDIX~13
Destruction of records referred to in Para. 1 (i1} of this Appﬂndix
SL n Dﬂscﬁpﬁnﬂ ufrcﬁnf‘d%h R TBg bl ogde Mait po pS RE.tBn'[iﬂﬂ pﬂﬁﬂd " Rﬂmﬂrks :
No. " Main Head SubcHead
) @ ® @ 2
| inuance / revival of posts. | I year. Subje:ct to ~ particilars  of
1. Crcah::m ar}d Classification nf . (i) Continuanc P Y sancigﬁﬁ bcmg Ponied B Esta-
posl:s | | bh‘éhmcnt f Sanc:tmn Reglst’cr.
(if) Conversion of temporary posts. { 10 years. do-
(iif) Creation of posts. 10 years o~
(iv) Revision of scales of pay. Permanent in  the case of] ~do- |
Departments issuing orders and
Departments  concemned;  other
Departments need keep only the
standing  orders, weeding  out
supcerseded ones as and when
they become obsolete.
(v) Upgrading of posts. 1( years. ~clo-
2 .[{::vif;w for deternuning Establishment / Sanction Regiser. Permancit. Wh_f::c, _f:::-rr ii:fiu :ﬁﬂﬂgi :}}]15
' loye ' regrisier 1§ re- N, '
'illﬂ;ll“ i Sfrfglﬂ{ggﬂs o volume wili be kept for 3 years.
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No.

(1)

e T —— .

Government servant,

Pension / retirement,

Mam H-:*:ﬁi-
2

l?ltrm n;:n!n::rn m“u C mfia

Ik FELETE T o P VT

Surety Bonds executed in favour
of a temporaty or a retiring

B LI T

—_—a— e S eterrrETELL J

‘&111‘.' i h' 1{1

L T D] P S e e e anpeg e

(i) Grant of GPF advance

(xvii) Grant of house buitding
advance

(xviif) Grant of motor. cycle/
scooter advance

(xix) Grant of pay advance
{(xx) Grant of T A. advance
- (xxi) Grant of £.TC advance

(exii) Grant of other advances

() Rules and Orders
aspecis.) |

e L E LX) e

Retention period

VLT T IR R

—Trares., q-;n_.“_.uu._.-n..n.-.m._..__.—\.ﬂ_h_".._‘.,.\, -

] vear.

(general

3 years afier the Bond ceases' io
Ve ﬂnfnmeable.

Pennamnt in the case of Depart-
ments- issuing the rules, orders
and . instructions; other Depart-
ments need k@ep only- the stan-
ding rules and orders weeding out

thay become obsolete.

Bkt e R TR T P O

LT T

the superseded ones as and when |’
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(@} copics of  manction hetng
placed on personal files: un{l

(0} morigage dexeds and other
agreements exxecuted being
kept separately in  gufp
custody for the period ey
are valid, "

bea
(X}
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- NOTE~The principle to be adopted in respect of files having financial implications and hence liable to be called by
aiudn fm'.inf;}:-cciiun 15 that, such files shouid be retained {or a period of five years afier they have been recorded. I, at any
time duning the period of five years, an audit objection having reference to the transaction dealt with in that file ari ses, Is
{'ﬁcuivcd, the ite will not be destroyed until afier the audit objection has been settled to the satisfaction of the audit. Also,
if local audit does not take place within the period of five years, the Head of the Office should ascertain from thes audit

- authorifies whether they have any objection to the files relating to the earlier years, due for weeding out by the appli cation

of Ihc::l five year formula, being destroyed or retained for a further period for scrutiny by the audit party and, if so, fox what
period.

While records may be reviewed and weeded out at periodical intervals in the light of the retention periods pres cribed
to avoid their build-up, the attempt should be to make a confinuous and conscious effort throughout the year to weed out
unnecessary records. In other words, the working rules should be ““weed as you go™’.

INSTRUCTIONS:

. 1. The retention period specified in Coliumn (4) in the case of a file; is to be reckoned from the year in which the file
18 closed (i.c., action thereon has been comipleted) and not necessarily from the year in which it is recorded.
2. Inthe case of records other than files, e.g., registers, the prescribed retention period will be counted from the year
tn which it has ceased to be current. o - -

3. In exceptional cases, a record tnay be Tetained for a period longer than that specified in the smhle, if" it hay
certain special féatures or such a course:is warranted by the peculiar needs of the Department. ‘In no case, however, will a

LS

‘tecord be retained for a period shorter than that prescribed in the schedule. -

) r o= -
.
i

4. If a record is required in conniéctivn Withi the' disposal. of anothét fecord; (he: fi I“ nnt:rwilll not be weeded out until
after all the issues raised on the latter have been finally decided, éven.though-the ‘retention period marked on the ormer
may have expired in the meantime,; In fact, the retention periods nitially marked on such records should be consciously

reviewed and where necessary revised suitibly””.
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