	
	
	WELFARE
	
	

	S.N
	1
	2
	3
	4

	
	11.  General Staff Welfare measures 

12. Departmental council / office council

14.  Co-operative Societies 

17.  Departmental Canteens

18. Benevolent Fund


	11.  Board aspects

12.  CSS (Recognition of Service)

13. Recognition of Association (individual cases)
11. General  aspects / instruction

12. Departmental  Council-constitution

13.  Office Council constitution

14.  Meeting of Departmental Council

15.  Meeting of Office Council

16.  Meeting of Regional Council

17.  Staff Union/Association

(a)  Recognition

(b)  Representations

11.  Rules and bye-laws (general aspect)

12.  Election of office bearers

13.  Meeting of co-operative societies

14.  Recovery of contribution and loans

11.  General aspects/instructions
12.  Subsidy & grants and maintenance of accounts
13.  Purchase of crockery/cutleries/ Plates/furniture
14.  Fixation of prices of the eatable items of the canteen

11.  General aspects
12.  Maintenance of accounts
13.  Collection of contribution & sanction of loans.
14.  Committee meetings & related matters


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of departments issuing orders/ instruction etc., other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.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issuing the orders, instruction etc., other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.

C-1

Permanent

Appropriate periods to be determined by the departments concerned according to the importance of subject matter.
Permanent in the case of departments issuing the rules, orders and instruction:., other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.

C-1 after the next election.

C-1

C-1

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departments issuing the orders/ instruction etc., other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.
C-3 or one year after the completion of audit whichever is later.
C-3 or one year after the completion of audit whichever is later.

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

Permanent in case of departments issuing orders/ instruction etc., other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.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 the completion of audit whichever is later.

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

C-1

	These records may have some historical value.

Such records may have some historical value.



	

	
	VIGILANCE
	

	
	11. Central Civil Services (Classification, Control & Appeal) Rules- Clarification and interpretation of

13.  Complaints

14. Disciplinary proceedings

15. Prosecution
16. Appeals
17. Petitions

18.  Court Cases
19. Central Civil Services (Conduct)  Rules, 1964  Clarification and interpretation of  
29. Moveable/immovable property

31.  Vigilance Administration

	11. General notifications

12.  Schedule regarding Appointing Authority, Disciplinary Authority 
and Appellate Authority.

13.  Regarding  charge sheets, documentary evidence, Enquiry Officer, examination of witness
 and show cause notices

14.  Regarding penalties

15.  Regarding consultation with UPSC

16.  Regarding appeals and 
petitions

17.  Regarding suspension and subsistence allowance.

11.  Group A

12.  Group B

13.  Group C

14.  Group D

15. General against two or more classes


11.  Group A

12.  Group B

13.  Group C

14.  Group D

15. Joint enquiry

11.  Group A

12.  Group B

13.  Group C

14.  Group D

15.  Joint Inquiry

11.  Group A

12.  Group B

13.  Group C

14.  Group D

11.  Group A

12.  Group B

13.  Group C

14.  Group D

11.  Group A

12.  Group B

13.  Group C

14.  Group D

11. General notification
12.  Regarding Rules 1 to 7

13.  Regarding Rules 8 to 11
14.  Regarding Rules 12 to 18

15.  Regarding Rules 19 to 25

11. Property returns (general aspects)
12.  Return of Group A

13.  Returns of Group B (gazetted)

14.  Returns of Group B(non-gazetted)

15.  Return of Group C
16. Intimation
17. Sanction

11.  General Aspects
12.  Acts, rules, manuals

13.  Vigilance Set up

14.  Meeting

15.  Appointment of Vigilance officers in Ministries/departments
16.  List of officers of doubtful integrity

17. cases of difference of opinion with other constitutional  Bodies

17. (a) cases of difference of opinion with other constitutional  Bodies
18.  Granting of vigilance clearance in respect of different classes of officers and staff.

19.  Annual report of CVC

	Permanent in the case of departments issuing the rules, orders and instruction, other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.
(a) Those leading        C-3 after the                to Vigilance /               final disposal disciplinary                   of appeal or enquiries                       final  

                                        judgement 
                                        under the

                                        normal

                                        course of 

                                         law.

(b) Anonymous or         to be                                            Pseudonymous            destroyed   

Complaints                   at  the end on which no                  of the year.
action is

taken :
(c) Other complaints:     C-3
(a)Resulting in              C-3 after the imposition of                disposal of
penalties                       appeal or

                          final

                                      judgement 
                                    under the 
                                        the normal
                                   course of law.
(b)Resulting in                   C-3
     Exoneration of
    The accused 

    Official with or 

    Without warning.

-  do  -
C-3
C-3

C-3 after final disposal of appeal or final judgment under the normal cause of law.
Permanent in the case of departments issuing the rules, orders/ instruction etc., other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.
Permanent in the case of departments issuing the rules, orders and instruction, other departments need keep only the standing orders, weeding out the superseded ones, as and when they become obsolete.

(a) In respect of          C-3 after the
      Employees             final pension
      Entitled to              /gratuity
      Retirement            payment

      Benefits.                 Order.

(b) In respect of           C-3 after the

      other employees   employee
                                        has ceased

                                         to be in 
                                          service

C-3
C-3
Permanent in the case of departments issuing rules, orders & instruction, other departments need keep only the standing rules, etc. weeding out the superseded ones, as and when they become obsolete.
(a) For departments    Appropriate
     Organizing such       period to be   meetings                      prescribed      by department
Concerned in

their record

retention 

schedule.

(b) for other                     C-1
C-3
C-10
C-10
C-10
C-3
C-5

	If as a result of the complaint a warning is issued to the Govt. Servant  a copy of the relevant order will be placed in the personal file.
Subject to an authenticated copy of the order regarding imposition of penalty or warning being placed in the appropriate service record.
Subject to a copy of the final judgment being placed in personal file and a suitable entry being made in the appropriate service record.
If, as a result of the appeal the original order is modified, a copy of he revised order will be placed in the personal file and a suitable entry made in the appropriate service record.

If, as a result of the petition the original order is modified, a copy of the revised order will be placed in the personal file and a suitable entry made in the appropriate service record.

Subject to a copy of the Court order being placed in personal file and a suitable entry being made in the appropriate service record.

Should preferably be dealt with on a separate file for each official to be kept open throughout the official career of the government servants.
Should preferably be dealt with on a separate file for each official to be opened under the appropriate subject/functional heading and kept open through out the official career of the government servants.

Subject to  follow –up action where necessary, being taken on appropriate subjects files to which relevant extracts may betaken




	Common Office Services
	

	
	
	
	
	

	
	11.  Accommodation
	11.  Office accommodation (general aspects)

12.  Requirement of office accommodation – Estimate to Directorate of Estates

13.  Shifting arrangement

14. Residential accommodation (general aspects)

15.  Application for allotment of residential accommodation Type-1-Vii

16.  Applications for change / exchange of accommodation.
17.  Applications for free/reduced rent accommodation.

18.  Application/offer of out of-turn accommodation, its acceptance, rejection and relevant correspondence in relation there to
19.  Application for sharing residential accommodation

20.  Application for providing water and electric connections-issue of letter of guarantee.

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

C-1

(a) if involving expenditures: C-3 or one year after completion of audit, whichever is later.

(b) In other cases : C-1

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

C-1

C-1

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

C-1

C-1

C-1


	


