RECORD OTHER THAN FILES

	S.No.
	Description of Records
	Retention Period
	Remarks

	1
	2
	3 
	4

	1
	Staff Car log book
	C-3 or one year after completion of audit which ever is later
	

	2.
	Stock register
	C-3 or one year after completion of

audit and settlement of audit objections,  which ever is later
	

	3.
	Departmental security seals register
	Permanent
	If for any reason, a register has to be rewritten  the old register will be retained for 3 years

	4.
	Register of identity cards
	Permanent
	If for any reason, a register has to be rewritten  the old register will be retained for 3 years

	5
	Register of CGHS identify  cards
	Permanent
	If for any reason, a register has to be rewritten  the old register will be retained for 3 years

	6
	Telephone bill (including trunk calls)register 
	C-3 or one year after completion of audit which ever is later
	


	HINDI

	1.
	11. Progressive use of Hindi in government offices
	11. General aspects and Hindi Committees
	Permanent in the case of departments issuing the, orders & instruction;., other departments need keep only the standing rules, weeding out the superseded ones, as and when they become obsolete.


	

	2.
	
	11(a) Hindi workshop

11(b) Hindi week
	C-3
	

	3.
	
	12. Circulation of order
	To be destroyed at the end of year
	

	4.
	
	14. Periodical reports regarding use of Hindi for official purpose
	C-3
	

	5.
	
	15. Constitution of Hindi Committee
	C-5
	

	6.
	
	16. Meeting and Follow up action of Hindi Committee
	C-3
	

	7.
	12. Hindi Teaching Scheme
	15. Grant of awards
	(a) For departments making the award. C-3 or one year after completion of audit, whichever is later.

(b) For departments in which the recipient is employed C-1.
	Subject to a suitable entry being made in the appropriate copy being kept in personal file. 

	
	
	16. Conduct of Hindi Competition
	C-5
	

	
	13. Translation into Hindi
	11. Books, reports, periodicals etc.
	C-3 after the publication insprinted/cyclostyled.
	

	PUBLIC  RELATIONS 

	
	
	
	
	

	1.
	Reception 
	11. Enquiry /Reception Office
	Appropriate periods o be determined by; the department concerned acceding to the importance of subject matter.
	

	
	`
	12. Regulations regarding entry into office premises
	Permanent in the case of departments issuing the orders &  instruction etc;., other departments need keep only the standing orders,  weeding out the superseded ones, as and when they become obsolete.


	

	12.
	Complaints and enquiries
	11. By government representatives

12. traders
	Appropriate periods to be prescribed by the department concerned.
	

	13.
	Representative Committee
	11. Constitution of

12. Processing of cases against 

       the decisions
	Appropriate retention period to be determined by administrative departments concerned.
	

	
	
	
	
	


	FINANCE, BUDGET, CASH AND ACCOUNTS

	1.
	11. Creation of posts
	11. Continuance of posts
	C-3
	Subject to particular of sanctions being noted in Establishment/

sanction register 

Refer GFR appendix 13, Annexure-1

	
	
	12. Creation of posts
	C-10
	Subject to particular of sanctions being noted in Establishment/

sanction register 

Refer GFR appendix 13, Annexure-1

	
	
	13.Revision of scales of pay 
	Permanent in the case of departments issuing rules, orders &  instruction;., other departments need keep only the standing rules, weeding out the superseded ones, as and when they become obsolete.
	Subject to particular being noted in Establishment/

sanction register 

Refer GFR appendix 13, Annexure-1

	
	
	14. Upgrading of posts
	C-10
	Subject to particular of sanctions being noted in Establishment/

sanction register 

Refer GFR appendix 13, Annexure-1

	
	
	15. Conversion of temporary posts in to permanent post into permanent ones.
	C-10
	Subject to particular of sanctions being noted in Establishment/

sanction register 

Refer GFR appendix 13, Annexure-1

	2.
	12. Pay
	11. Rules (general aspects)

12. Group A

13. Group B

14. Group B (non-gazetted)

15.Group C

16.  Group D
	Permanent in the case of departments issuing rules, orders &  instruction;., other departments need keep only the standing rules, weeding out the superseded ones, as and when they become obsolete.

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


	Subject to 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.



	3.
	13. Special pay
	11.  Rules (general aspects)

12.Group A

 

13.Group B

Group B (non-gazetted)

15.Group C

16.  Group D
	Permanent in the case of departments issuing rules, orders &  instruction;., other departments need keep only the standing rules, weeding out the superseded ones, as and when they become obsolete.

C-3 or one year after completion of audit which ever is later
	Subject to 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.



	4
	14. Allowances

Delegation of powers
	11. Rules ( general aspects)

12. Children’s Education Allowance

13. City Compensatory Allowance

14. Daily Allowance

15. Dearness Allowance

16. Deputation Allowance

17. House Rent Allowance

18. Overtime Allowance

19. Travelling Allowance

20. Washing Allowance

11.  Civil Services Regulations

12. Delegation of Financial Powers Rules, 1958

13.. FR & SR

14.  GFR

15.  Central Treasury Rules

16.  Central Public Works Accounts Code

17.  Declaration of officers as Head of Deptt.


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


	

	5
	18.Honorarium
	11. Rules (general aspects

12. Group A

13.  Group B

14. Group B (non-gazetted)

15.Group C

16.  Group D
	Permanent in the case of departments issuing rules, orders &  instruction;., other departments need keep only the standing rules, weeding out the superseded ones, as and when they become obsolete.

C-3 or one year after completion of 

audit which ever is later


	

	6.

7.

8

9.

10.


	19. Pension/ Gratuity

20. Budget estimates/revised estimates

25. Accounts and audit

27. Payment and recoveries

28. Administrative approval and technical sanction

31. Budget Estimates for five-year plans.

26. Advances


	11. Rules (general aspects

12. Group A

13. Group B

14. Group B (non-gazetted)

15. Group C

16. Group D

11. Demand No.

12. Demand No.

13. Demand No.

12.  Audit objection and audit paras

13.  Estimates Committee

14. Local audit (annual)

18.  Accounts classification opening of new heads

11. Air passage bills

12. cancellation charges

15. GPF annual statements

16. GPF Membership

19. House rent and other allowance

20.  Last pay Certificate

22.  Pay claims

23.  Permanent imprest

24. Refunds

25. Refreshment bills

36.  Arrear claims (including  sanction for investigation, where necessary

37.  Postal life Insurance

38.  Write-off losses

39. Expedition Sanction

40. Surety bond executed in favour of temporary or a retiring Govt. Staff

11. General aspects

12. Major aspects

13. Minor works

11. Car Advance Rules

12. Conveyance Advance Rules

13. Cycle Advance Rules

14. Festival Advance Rules

15. GPF Final Withdrawal Rules

16. GPF Advances Rules

17. House Building Advance Rules

18. Motor Cycle/Scooter Advance Rules

19. Pay Advance Rules

20. TA Advance Rules

21. Travel Concession Rules

22. Other Advance Rules

23. Grant of Car Advance

24. Grant of Conveyance Allowance

25. Grant of Cycle Advance

26. Grant of Festival Advance

27. Grant of Final Withdrawal from GPF

28. Grant of GPF Advance 

29. Grant of House Building Advance

30. Grant of Motor Cycle/Scooter Advance

31. Grant of Pay Advance

32. Grant of TA Advance

33. Grant of LTC Advance

34. Grant of other Advance


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

a) Pre-verification of pension case                      C-3

b)Invalid pension    

c)Family pension

                                       may pl. see

                                       below
d) Other Pension

e) Gratuity                             C-5

f) Commutation of              C-15

pension
Note (b) to (d)  -  Till one year after the last beneficiary of the family pension ceases to be entitled to receive it or 5 years whichever is later. 

C-3

C-3

(a)  For departments reported upon    or predominantly concerned :     C-10                        

(b) For other interested departments- C-3

C-3

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

C-3 or one year after completion of audit which ever is later

C-1

C-1

C -5 after the settlement of case or one year after audit whichever is later

C-3 or till the relevant orders are superseded (whichever is later) in the case of departments issuing the orders; other departments need keep only the standing orders, weeding out the superseded ones as and when they become obsolete.

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

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

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

C-3

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

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

C-3 after the bond ceases to be enforceable.

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

C-10 or C-3 after completion of he work; or one year after completion of audit, whichever is the latest

C-5 or C-3 after completion of he work; or one year after completion of audit, whichever is the latest

C-10

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

C-1
   
	Refer GFR Appendix 13, Annex-1

Refer GFR Appendix 13, Annex-1

Refer GFR Appendix 13, Annex-1

Refer GFR Appendix 13, Annex-1

The retention period here relates to the budget/revised estimates as complied by the Budget/Accounts Section for the department as a whole. 

Refer GFR Appendix 13, Annex-1

Subject to a copy of the report being retained permanently. The National Achieves may be consulted before any file is destroyed.

Refer GFR appendix 13, Annex-1

Refer GFR Appendix 13, Annex-1

Subject to suitable entries being made in Pay Bil Register      

Refer GFR appendix 13, Annex-1

Subject to suitable entry being made in Pay Bill Register and PLI Index Register.

Refer GFR appendix 13, Annex-1

Subject to:

(i) suitable entries being made in Pay Bill Register; and

(ii) in case of motor car/motor cycle/scooter and house building advance:    

(a) copies of sanction being placed in personal files, and

(b) mortgage deeds and other agreements executed being kept separately in safe custody for the valid period. 

Refer GFR appendix 13, Annex-1



	
	
	
	
	


