ESTABLISHMENT

	                             Description of record

             Main Head                                     Sub Head                                               Sub Head                                               Remarks


	
	1
	2
	3
	4

	11.
	Creation and Classification of posts


	11. Continuance /abolition /revival of posts

12. Conversion of temporary posts into permanent ones

13. Creation of posts

14. Revision of scale pay

15. Updating of posts
16. Re-designation of Posts

17. Plan/non Plan posts
	C-3

C-10

C-10

Permanent in the case of departments issuing departments issuing the orders and departments concerned; other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.

C-10

C-10

C-3
	Subject to particulars of sanctions being noted in Establishment / Sanction Register.

Refer GFR appendix 13, Annex-1

Subject to particulars of sanctions being noted in Establishment / Sanction Register.

Refer GFR appendix 13, Annex-1

Subject to particulars of sanctions being noted in Establishment / Sanction Register.

Refer GFR appendix 13, Annex-1

Subject to particulars of sanctions being noted in Establishment / Sanction Register.

Subject to particulars of sanctions being noted in Establishment / Sanction Register.

Subject to particulars of sanctions being noted in Establishment / Sanction Register.

Subject to particulars of sanctions being noted in Establishment / Sanction Register.

	12.
	  Recruitment

14. Scheduled Castes and Scheduled Tries

16.  Verification /re-verification of character and antecedents

17.  Medical examination

19. Personal Files

Gazetted

20. Personal files (Non-Gazetted)

21. Service records

22.  Posting and transfer

23. Seniority

24.  Leave (other than study leave and casual leave)

25.  Casual leave (including special leave)

26.  Pay/Special Pay

27.  Allowance

28.  Confidential / 

       Assessment report

29. Increment

31. Probation/

      Confirmation

32. Promotion/reversion

35. Deputations and 

delegations

36. Delegation of powers

39. Resignation

43. Nomination of 

employees

45. Study Leave

49. No objection Certificate for issue of passport, arms licenses etc. to Government Servant.


	11. Recruitment (general aspects) including provisions of the Constitution.

12. Appointment of dependents of deceased employees

16. Employment priorities and maintenance of roster.

18. Framing of recruitment rules

19. Notification to and release of vacancies by

(i) Local employment exchange

(ii) D.G.E. & T

20. Nomination of candidates by local employment exchange and their selection

21. Recruitment through employment exchange (general expects)

27. Reservation in services:

(a) Scheduled cases/ Scheduled Tribes

(b) Others

31. Selection Committees for recruitment of personnel:

(a) Constitution

(b) Proceedings

32. Relaxation of age/educational qualifications

35. Engagement of casual labour

11. Representation in posts and services policy and implementation of safeguards

12. Reservation of vacancies  (including grouping of posts, and execution of posts from reservation order

13. De-reservation of vacancies.

15.  Complaints from associations regarding non-observance of reservation in services

16. Annual statement regarding representation of Scheduled Castes/ Scheduled Tribes

11.  Rules (General aspects

12.  Group-A

13.  Group-B

14.  Group-B (Non Gazetted)

15.  Group-C

16.  Group-D

11.  Rules (General aspects)


12.  Group-A

13.  Group-B

14.  Group-B (Non Gazetted)

15.  Group-C

16.  Group-D

11.  Secretaries/Special Secretaries/ Additional Secretaries

12.  Joint Secretaries

13.  Directors/ Deputy Secretaries

14. Under Secretaries

15. Section Officers

16.  Stenographers (Selection grade)

17.  Stenographers (grade-I)

18.  Correspondence regarding requisition , transfer, return, etc.

11.  Research Assistants/Technical Assistants/Statistical Assistants

12.  Assistants

13.  Stenographer (grade II)

14.  Investigators

15.  UDCs

16.  Stenographers (grade III)

17.  LDCs

18.  Staff Car drivers

19.  Jamadars / daftaries

20.  Peons

21.  Farashes

22.  Sweepers

23. Correspondence regarding requisition, transfer etc.

11. History of service

12.  Group ‘A’

13. Group ‘B’

15.  Change in name of a government servant

16. Alteration in the date of birth

17.  Change in qualification of government servant.

18.  Civil list, gradation/seniority list:

(a) In the case of department preparing and bringing out the compilation. 

(b)  In the case of other departments, (i.e. those supplying information for such compilation)

19.  Verification of age and educational qualification

20.  Admission of previous service not supported by authenticated service record e.g. through collateral evidence.

22. Nomination relating to family pension and DCR gratuity.

23.  G.P. Fund nomination

11.  General aspects

12.  Group-A

13.  Group-B

14.  Group-B (Non Gazetted)

15.  Group-C

16.  Group-D

11.  General Principles

12.  C.S.S. Rules

13.  C.S.S.S Rules

14.  C.S.C.S. Rules

15.  War service Rules (lien & seniority)

16.  Established organized services

17.  Political sufferers

18.  Representations

11.  Rules (general aspects

12.  Group-A

13.  Group-B

14.  Group-B (Non Gazetted)

15.  Group-C

16.  Group-D

17.  Leave roster

11.  Rules (General aspects


12.  Group-A

13.  Group-B

14.  Group-B (Non Gazetted)

15.  Group-C

16.  Group-D

11.  Rules (General aspects)

12.  War service (Rules)

13.  Political sufferers 

14.  Group-A

15.  Group-B

16.  Group-B (Non Gazetted)

17.  Group-C

18.  Group-D

11. Rules (general aspects)

12.  Children’s Education Allowance CEA) Rules (general aspects

13. Claims regarding CEA

14. D.A., H.R.A. & C.C.A.

15. Deputation (duty) allowance

16. Overtime allowance

17. Travelling allowance

18. Washing allowance

19. Educational concessions for children of political sufferers 

20. Air travel by non-entitled personnel

21. Grant of non-practicing allowance

21. (a) Grant of Risk allowance

11. Rules (general aspects)

12. Recording of confidential report in respect of Group ‘A’ Officers.

13. Recording of confidential report in respect of Group ‘B’ Officers.

14. Recording of confidential report in respect of Group ‘B’ (non-gazetted) staff.

15. Recording of confidential report in respect of Group ‘C’ staff.

16. Recording of confidential report in respect of Group ‘D’ Officers.

17. Communication of adverse entries.

18. Representation for expunction of adverse entries.

11. Rules (general aspects)

13. Withholding of increments

14.  Representations and petitions

11. General principles (Probation)

12. Rules (Confirmation)

13. Confirmation/extension of

Probation of Group ‘A’.

14. Confirmation/extension of

Probation of Group ‘B’.

15. . Confirmation/extension of

Probation of Group ‘B’ (non gazetted)

staff.

16. . Confirmation of Group ‘C’ staff.

17.  . Confirmation of Group ‘D’ staff.

18. Confirmation in ex-cadre posts.

19. Representations and petitions

11. General Principles

12. Departmental

13. Group ‘A’

14. Group ‘B’

15. Group ‘B’ (non-gazetted)

16. Group-‘C’

17. Group-‘D’

18. Representations and petitions

11. Rules regarding deputation, including deputation on foreign services in India and abroad.

12. Delegation in India/abroad


13. Deputation of A.I.S. 

Officers.

14. . Deputation of C.S.S. 

Officers

15. . Deputation of C.S.S.S. Officers

16. . Deputation of 

       C.S.C.S. Officers

17. Organized services

11. Rules (general aspects)

.

11. Rules and orders (general aspects)

13. Group ‘A’

14. Group ‘B’

15. Group ‘B’ (non-gazetted)

16. Group-‘C’

17. Group-‘D’

11. General aspects

12. Census operations

13. Committees, working groups, etc.

14. Election work

15. Invigilation

11. Rules (general aspects)

12. Group ‘A’

13. Group ‘B’

14. Group ‘B’ (non-gazetted)

15. Group-‘C’

16. Group-‘D’

11. General aspects


12. Issue of passport.

13. Issue of arms licenses


	Permanent in the case of departments issuing the orders and instructions; other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.
C-5

(a) C-10 in respect of Scheduled Castes/Tribes

(b) C-5 in the case of others

Permanent in the case of departments issuing departments issuing the orders and departments concerned; other departments need keep only the standing rules, weeding out the superseded ones, as and when they become obsolete.
C-3

C-3

C-10

C-10

C-5

C-3; or C-1 after reconstitution, whichever is later.

Period of limitation or C-3, which ever is greater.

C-3

C-3; or C-1 after completion of audit, whichever is later

Permanent in the case of departments issuing the orders, instructions, etc. other departments need maintain keep only the standing orders and instructions, weeding out the superseded ones, as and when they become obsolete.

C-5

C-3

C-1

Permanent in the case of departments issuing the orders, instructions, etc. other departments need maintain keep only the standing orders and instructions, weeding out the superseded ones, as and when they become obsolete

C-1

Permanent in the case of departments issuing the orders, instructions, etc. other departments need maintain keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-1

(a) Those eligible for retirement /

terminal benefits :C:5 after issue of final pension gratuity payment /order

(b)  Others : C:5 after they have ceased to be in service

C-1

(a) Those eligible for retirement / terminal benefits : C-5 after issue of final pension/gratuity payment order

(b) Others: C-5 after they have ceased to be in service.
C-1

(a)  For departments preparing and bringing out the compilation C-5.

(b) For other departments (i.e. those supplying material for inclusion therein): one year after issue of the compilation.

C-3

C-3

C-3

C-3

One year after issue of relevant compilation.

C-1

C-3 or C-1 year after completion of audit, whichever is later.

C-1

C-1

Permanent in the case of departments issuing the orders, instructions, etc. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

(a) If involving change of office: C-3.

 (b) In other cases : C-1
Permanent in the case of departments issuing the orders, instructions, etc. other departments need maintain keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

 (a)  Permanent in the case of departments issuing the rules, orders, etc. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

(b)  Fixation of seniority in individual cases : C-5

C-5

Permanent in the case of departments issuing the rules, orders, and instructions, etc. other departments need maintain keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

             C-3

To be destroyed at the end of the year

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

(a) Casual leave : To be destroyed at the end of the year

(b) Special casual leave: C-1

Permanent in the case of departments issuing the rules, orders and instructions, etc. other departments need maintain keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

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

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-3; or one year after completion of audit, whichever is later 

C-1

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

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-1

C-3

C-3

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-10; or C-3 after the final disposal of appeal or final judgement under the normal course of law, whichever is later.

C-3

Permanent in the case of departments issuing the orders instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-5

C-5

Permanent in the case of departments issuing the rules, orders instructions etc. . other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete

(a) Constitution : C-3 or one year after the D.P.C. has been reconstituted, whichever is later.

(b). Proceedings : C-5

C-5

C-3

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-3; or one year after completion of audit and settlement of all audit objections, whichever is later.

C-3 Plus the period of deputation

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-1

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-1

Appropriate retention period to be prescribed by departments concerned.

C-1

(a) Departments organizing examinations and appointing invigilators: C-3; or one year after completion of audit whichever is later.

(b) Other departments: C-1

Permanent in the case of departments issuing the rules, orders and   instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-1 after the expirty of the bond / agreement executed by the government servant.

Permanent for departments issuing, orders/instructions;. other departments need keep only the standing orders etc., weeding out the superseded ones, as and when they become obsolete

C-5 or one year after completion of audit which ever is later.


	Subject to the application of the candidate and an authenticated copy of the order of appointment being kept in the personal file.

Subject to the application of the candidate and an authenticated copy of the order of appointment being kept in the personal file

The Department of Personnel & Training and Commissioners for Scheduled Castes and Scheduled Tribes as authorities responsible for overall policy and co-ordination in the matter, may keep such records for appropriate longer periods to be prescribed by them in their respective record retention schedule.

Subject to a suitable entry being made in the appropriate service record (i.e. service book or service card) and an authenticated copy of the order being placed in Vol. II of Service book/personal file

Refer GFR appendix 13, Annex-1

The Department of Personnel and Training and Commissioners for Scheduled Castes and Schedules Tribes as authorities responsible for overall policy and co-ordination in the matter, may keep such records for appropriate longer periods to be prescribed by them in their respective record retention schedule.

Subject to a suitable entry being made in the appropriate service record and the verification report itself being kept in Vol.II of the Service Book/personal file. 

Subject to a suitable entry being made in the appropriate service record and the verification report itself being kept in Vol.II of the Service Book/personal file. 

On the expiry of the specified retention period, personal files of officials who have made significant contribution in any filed of activity (e.g. administrative, scientific, economic, social) and have won national/ international recognition, should be sent to the National archives.

On the expiry of the specified retention period, personal files of officials who have made significant contribution in any filed of activity (e.g. administrative, scientific, economic, social) and have won national/ international recognition, should be sent to the National archives.

Subject to a suitable entry being made in the appropriate service record and an authenticated copy of the Order being kept in Vol.II of the Service Book/personal file

Subject to a suitable entry being made in the appropriate service record and an authenticated copy of the Order being placed  in  Vol.II of the Service Book/personal file

Refer GFR appendix 13, Annex-1

Subject to a suitable entry being made in the appropriate service record and an authenticated copy of the Order being placed  in  Vol.II of the Service Book/personal file

Refer GFR appendix 13, Annex-1.

Refer GFR appendix 13, Annex-1.

Refer GFR appendix 13, Annex-1.

Subject to authenticated copies of the relevant certificates being kept in Vol.II of the Service Book/personal file

Subject to a suitable entry being made in the appropriate service record and an authenticated copy of the Order being kept in Vol.II of the Service Book/personal file

Refer GFR appendix 13, Annex-1.

Subject to the nomination in original or an authenticated copy there of (where original is kept with the audit), as the case may be, being placed in Vol. II of the service book/ personal file. 

Refer GFR appendix 13, Annex-1.

Subject to (a) the original nomination being placed in Vol. II of the service book of Group D government servants and (b) the nomination in original or an authenticated copy thereof being placed in Vol. II of service book/ personal file in the case of other government servants.

Refer GFR appendix 13, Annex-1

Subject to a suitable entry being made in the appropriate service records and register of postings, and an authenticated copy of the order being placed in the personal file. 

Subject to a suitable entry being made in the register of postings. 

If the representation results in the original seniority being revised, an authenticated copy of the relevant order/decision will be kept in Vol. II of service book/personal file.

Subject to a suitable entry being made in the appropriate service record and leave account.

Subject to a suitable entries  being made in the appropriate service record and pay bill register and an authenticated copy of the order, where issued,  being placed in the personal file. 

Subject to an authenticated copy of the order being placed in the personal file. and  a suitable entry being made in the appropriate service records. 

If the representation results in the original order being revised, an authenticated copy of the relevant order/decision will be kept in the precedent book, personal file and suitable entries made in the appropriate service record.

Subject to suitable entries being made in the appropriate service records and an authenticated copy of the order being kept  in the personal file.

If the representation results in the original order being revised, an authenticated copy of the relevant order/decision will be kept in the precedent book, personal file and suitable entries made in the appropriate service record.

Subject to a suitable entry being made in the appropriate service records and an authenticated copy of the order being placed in the personal file.

If the representation results in the original order being revised, an authenticated copy of the relevant order/decision will be kept in the precedent book, personal file and suitable entries made in the appropriate service record.

Subject to particulars being noted in the register prescribed for the purpose. Before weeding out files, reports should be removed and kept in the departmental record room for five years. On the expiry of this period, the reports should be reviewed and, if necessary, weeded out in consultation with the National Archives.

Subject to a suitable entry being made in the appropriate service records, and an authenticated copy of the order being placed in the personal file.

A copy of the communication accepting the resignation may be placed in the personal file.

Subject to suitable entries being made in the appropriate service record and leave account and an authenticated being placed in the personal file.




