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No: 9-1/2020-Misc/Acad. Dated:i.ﬁ./OS/Zl

Sub: - Regarding disposal of Acacdemic Records.

A Meeting of Academic council regarding above cited subject was held on 28/01/21.
It has been decided by the Committee that:-

1. Digital Records of all the available documents will be prepared till date and in the future.

2. Hard copy of records of MBBS students/Post Graduate students/Non-PG Junior Residents
/Senior Residents/Interns/Externs will be maintained for 5 years after completion of their
tenure/course/training.

3. Hard copy of records will be disposed off after approval of Competent Authority. It would
be ensured that digital/soft copy is properly saved before disposing off hard copy of records.

4. The PG students will be asked to submit soft copy of their thesis after signature of all PG
Supervisors, Head of the Department, Principal and Medical Superintendent.

5. The Standard Operation Procedure (SOP) will be formulated to destroy the hard copy of
records.

6. The digital records would be preserved permanently of all the documents as e-file.
7. Data operator/technical expert for scanning may be appointed for scanning the files.

The above recommendations are approved by the competent authority.

Dr. GEETIA KHANNA

Principal, VMMC & SJH
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