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GOVERNMENT OF INDIA 
MINISTRY OF CIVIL AVIATION 

INTRODUCTION NOTE 

(i) This Record Retention Schedule is for the records pertaining to 
substantive functions of the Ministry of Civil Aviation. 

(i) Retention periods in respect of records which fall in the category of 
Records Common to all Departments, such as, matters pertaining 
to Establishment, Hindi and Parliament etc. should be reckoned 
from the Record Schedule in respect of Records Common To All 
Ministries/Departments prepared by the Department of 
Administrative Reforms and Public Grievances. 

(ii) ‘The Retention Period for Category “A’ and Category “8° files is 25 
years from the date of opening of the files. In the case of a 
Category “C’ file, the retention period is to be reckoned from the 
date of their recording. The classification of each file should be 
distinctly written with the red ink on the top left corner of the each 
file cover. 

(iv) While prescribing the retention period for the category *C’ files in 
the enclosed Retention Schedule slabs of C-1, C-3, C-5 and C-10 
‘may be followed, where the numerical stands for number of years of 
retention of a file. All Category °C’ files must be reviewed by the 
concerned sections on the expity of the specified retention period. 
While doing so, these files, if so required, may be granted a further 
lease of life not exceeding a period of ten years, or upgraded as 
“B", depending upon the importance of the subject matter dealt with 
therein, 

(V) Category “A” and “B" files may be appraised by the said Records 
Creating Agency in consultation with the National Archives of India 
after 25 years of their life. The files selected for permanent retention 
after appraisal, may be transferred to the NAI for their permanent 
‘custody and scientific preservation as per provision of section 6(1) 
(6) of the Public Record Act, 1993 and the rule § (2)(3)(4) of Public 
Records Rules, 1997. 

(vi) In the case of records other than files, the retention period will be 
counted from the year in which is has ceased to be current. 

(vii) If records related to two or more subjects for which different 
retention petiods have been prescribed, it will be retained for the 
highest of such period. 

(vii) In exceptional cases, a record may be retained for a period longer 
than the specified in'the Schedule if it has certain special features 
for such @ course is warranted by the peculiar needs of the 
section/division. The records may be required to be kept for longer 
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period because of court cases, pending audit paras, elc. In no case, 
however, will a record be retained for a period of shorter than 
prescribed in the Schedule 

It a record is required in connection with the disposal of another 
record, the former will not be weeded out until after all the issues 
raised on the later have been finally decided, even through the 
retention period marked on the former may have expired in the 
‘meantime. In fact, the retention periods initially marked on such 
records should be consciously reviewed and , whether necessary, 
revised suitably. 

All sections of the Ministry may be directed to maintain the File 
Register as prescribed in Para 97 and Appendix 22 of the CS MOP. 

‘A regular Programme of recordingireviewingiweeding of record 
should be undertaken by each section of the Ministry and progress 
in this regard should be monitored. 

Timely transfer of all semi-current records to be Departmental 
Records room may be also be ensured, as per provisions of Para 
112 of the MOP. 

All sections are requested to ensure that the provisions contained in 
the Record Retention Schedule are strictly followed. 

Categorization of Records 

i) 

) 

Category “A” meaning “keep and microfilm’ 
(a) Files which qualify Tor permanent preservation for administrative 

purposes and which have to be microfilmed because they contain 
(i) a document so precious that its original must be preserved 

intact and access to it in the original from must be restricted to 
the barest minimum to avoid its damage of loss ; or 

(i) material likely to be required for frequent reference by different 
parties simultaneouslytrequentl. 

(ii) Files of historical importance. 
Category “B" meaning “keep but do not microfilm ~ This category 
will cover fles required for permanent preservation for administration 
purpose. It will, however, excluxde the nature of material faling under the 
category described in (i) or (i) of sub-para (1) (a) above and therefore 
need not be microfilmed, 
Category “C” meaning “keep for specified period only’ . This 
category will Include files of secondary importance having reference 
value for a limited period not exceeding 10 years. In exceptional cases, if 
the record is required to be retained beyond 10 years it will upgraded to 
B Category. For C-3, C-5 & C-10 means Category °C’ files to be kept for 
3 years, 5 years and 10 years respectivel 



COMMON RECORDS RELATING TO RTI APPLICATIONS AND PARLIAMENT 
MATTERS FOR ALL SECTIONS OF THE MINISTRY OF CIVIL AVIATION” AS 
PRESCRIBED BY THE DEPARTMENT OF ADMINISTRATIVE REFORMS & 
PUBLIC GRIEVANCES. 

‘SNo. 

PARLIAMENT 

Description of Records 
Main head | Sub head Retention period Remarks 

7. | Parliament | 11.General aspects or 8" calegory, 
matters, depending ont 

content value, in 
case of _deportmens, 
issuing the orders! 
instructions etc. and 1 
departments concemed: 
other departments need 
keep only the standing 
orders, weeding out 
‘superseded ones, as and 
when they become 
obsolete, 

72. Assurances and 
Undertaking 

ca Subject to a 
copy of the 
report being 
retained 
permanently. 
The National 
Archives may 
be consulted 
before any fle 
is destroyed, 

13. Committee (@) For departments 
reported upon or 
predominantly 
‘concerned: C-10 

(0) For other interested 
departments: C-3 

Cases 
containing 
material — of 
great 
precedence! 
reference 
value! 
historical 
importance 
may be 
retained 
permanent! 

14. Cut mation, 
resolutions! Calling 
Attention notices ~ Lok 
Sabha 

(a) Admitted and 
answered! discussed: 
cs 

(©) Disallowed, lapsed or 
withdrawn: C-1 

15. Cut motion, 
resolutions’ Calling 
Attention notices — 
Rajya Sabha 

16. Questions - Lok Sabha 
17. Question = Rajya The National 
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depending on 
‘content value, in 

issuing the or 
departments concer 
‘other departments 
orders, weeding out 

case of _deportmens, 
instructions etc. and 1 

keep only the standing 

‘superseded ones, as and 
when they become 

‘Sabha ‘Archives may 
be consulted 
for'ts up-keep 

78. Legislation Ko B calegory, 

ders! 
med: 
need 

obsolete, 
18. Furnishing of material | C-3 ‘Since they 

for speech of may attract 1" 
President, Prime Appeal so. 
Minister, Minister et. require a fair 

retention 
period. 

RIGHT TO INFORMATION (RTI 

‘SLNo.|  Subjectrecords groups | Proposed Retention | Remarks 
Period 

7. | RTT Gases aracting 2° Appeal |C-3 or til the compliance of | JudgmentiGIC ruling 
(without any remarkable decision) CIC order, whichever is | “BY 

later. 
2. | RTI Cases attracting 2nd Appeal | C5 ‘As these may attract 

(involving a remarkable decision) 2" Appeal 
3.__ [1 Appeal cases files o3 
4. | 2 Appeal cases files €-3 oF fil the compliance of 

CIC order 
5. | Files relating to the administrative | C3 

aspects of RTI Act, 2008 i. ©. 
implementation, suggestion, 
guidelines otc. 

| Files Register of RTI Applications | B- Keop 
ie records other than fi, 

Note : Only Assurances and Parliament Questions to be digitized and 
weeded out annually. 



RECORD RETENTION SCHEDULE FOR RECORDS RELATING TO 
SUBSTANTIVE FUNCTIONS OF MINISTRY OF CIVIL AVIATION. 

ADM ISTRATION 

S.No. Description of record 
Main Head ‘Sub-Head 

Retention period 

0} 2) @ @. 
Creation and 
classification of 
posts, 

Continuance/ab 
oltionirevival of 
posts 

Category 6 ‘Subject 10 
particulars of 
Sanctions 
being noted in 
Establishment 
si Sanction 
Register. 
Reler | GFR 
appendix 13, 
Annex-t 

Conversion of 
temporary posts 
into permanent 

e10 ‘Subject 10 
particulars of 
Sanctions 
being noted in 
Establishment 
si Sanction 
Register. 
Reler | GFR 
appendix 13, 
Annext 

Greation of post 
of permanent 
rrature 

Category 6 ‘Subject 10 
particulars of 
Sanctions 
being noted in 
Establishment 
si Sanction 
Register. 
Reler | GFR 
appendix 13, 
Annex-t 

Creation of 
temporary post 
in Personal staff 
of Minister 

e10 ‘Subject 10 
particulars of 
Sanctions 
being noted in 
Establishment 
si Sanction 
Register. 

Revision of 
scales of pay 

Category Bin the case of 
departments issuing the 
orders and departments 
‘concerned: 
Category | 'C' for other 
departments who may keep 
only the standing order, 

Subject 10 
particulars of 
sanctions 
bing noted in 
Establishment 
si Sanction 
Register. 



‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

Upgradation of | C-10 Subject 10 
posts particulars of 

Sanctions 
being noted in 
Establishment 
si Sanction 
Register. 
Reler | GFR 
appendix 13, 
Annex-t 

Fe-designation | 610 ‘Subject 10 
of posts, particulars of 

sanctions 
being noted in 
Establishment 
si Sanction 
Register. 

Planinon-Plan | C5 Subject 10 
posts particulars of 

Sanctions 
bing noted in 
Establishment 
si Sanction 
Register. 

Recruitment Recruitment | Category ‘Bin the cast 
(general departments issuing 
aspects) ‘orders and departments 
incluaing ‘concerned; 
provisions ofthe | Category ' °C’ for other 
Constitution | departments who may keep 

‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

‘Appointment of |C-5. or after verification of | Subject to the 
‘dependents of | Audit whichever is later. application of 
deceased the candidate 
employees and an 

authenticated 
copy of the 
order of 
appointment 
being kept in 
the ~ personal 
file. 

‘Appoiniment of | C-10 ‘Subject to the 
honorary bio- 
workers! dalalapplicatio 
‘consultants a of the 

candidate and 



‘authenticated 
copy of the 
order of 
appointment boing kept in 
the ~ personal 
file. 

. Appoiniment of | C10 ‘Subject to the 
Non Indians application of 

the candidate 
and an 
authenticated 
copy of the 
order of 
appointment 
being kept in 

personal file. 
5. Estimate C3 (Three years would be 

(annual) of | compute after recruitment 
vacancies process is completed } 

& Employment (a) C-10 in respect of 
priorities and Scheduled 
maintenance of Castes/Tribes. 
roster 

7. UPSC CS in the case of 
(Exemption others 
trom 
Consultation) 
Feoguiations 

@ Framing of | Category “Bin the case of 
recruitment | departments issuing the 
rules ‘orders and departments 

‘concerned; 
Category | 'C' for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

3. Noification to | Category 'B’ in the case. of 
and release of| departments issuing the 
vacancies by | orders and departments 

1 Local ‘concerned; 
employment | Category ' °C’ for other 
exchange | departments who may keep 

ji. DG.E.&T. | only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

10. Nomination of 
‘candidates by 
local 
‘employment 
exchange and 

9 
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Their selection Ti: Recto trough Enpyment |, 
‘exchange c10 (Gono aspect 7a: Recut tough Misty oF Personnel Pubic Ghovanes and | 0-10 Pons 
inching Solet Subject to the 

Te: Retrment by the succes nists candle and 
including C10 authenticated BEDS Messeng Spy tthe Sor ve Reino oe ent 

ih top in 
market, the ” personal inauarg oxo te soertong and 
applatons 15: Recto througi Uso mneuang requstens_ tor ‘eet ad 
recommendatio | 10 feotuPse soup i_Growpe 16: Recut Subject o he 
throu cso Ho eaniate od an Sthenicated o10 Spy et the Sor 

Sepinimet ih top in tho petal is Seheduled 1 Raxarvaion iw] Caiagay "Bh hace To Sects and|" sovice. "|Gopattonts "Seung the | Boparment of Scheduled bes |(a) Schecucd | orars” and. dopaments | Persona & cased | eoncored, Trang and Sereda | Category © for_ ater | Commesioner ies eparnonts ho may Keep |S tor to) Ofer tr he sanding ore, | Scheduled 
10 

‘weeding out the superseded Castes and 



‘ones, as and when they 
become obsolete 

‘Soheduled 
Tribes as, 
authorities 
responsible 
for overall, 
policy and co- 
ordination in 
the mater, 
may keep 
such records 
for 
‘appropriate 
longer periods 
to be 
prescribed by 
them in. their 
respective 
record 
retention 
schedule, 

2. Return ci ‘Subject to (a) 
regarding files not being 
appointment closed till after 
‘and promotion the 
made without presentation 

‘consultation of the 
with UPS ‘Commission's 

report to 
pariament; 
and (b) 
corresponden 
ce. regarding 
difference of 
opinion between the 

appropriate 
recruitment 
file. 

3. Selection 
Committees for 
recruitment of 
personnel: C3; or C1 after 

reconstitution, whichever is 
(a) Constitution | later 

Period of limitation or 6-3 
(b} Proceedings __| whichever s greater 
4. Relaxation of | C-3 Subject to a 

ageleducational suitable entry 
quaiiication bing made in 

u 



Retrenchment 

Verificationire- 
verification of 
character and 
antecedents 

the 
appropriate 
service record 
book or 
service card) 
and an 
authenticated 
copy of the 
order being 
placed in Vol 
Il of Service 
bbook/personal 
file. 
Refer GFR 
appendix 13, 
Annex-t 

5. Condonation of 
break in service 

ca ‘Subject to a 
suitable entry 
bing made in 
the 
appropriate service record 
(le) service 
book or 
service card) 
and an 
authenticated 
copy of the 
order being 
placed in Vol Il of Service 
bbook/personal 
file. 
Reler GFR 
appendix 13, 
Annext 

6. Engagement of | C3; or C-1 aller completion 
‘casual labour | of aucit, whichever is later. 

1 General 
Principles 

2._Group A Catagory “Bin the case of | A Copy of the 
3. Group B departments issuing the | order will be 
“4. Group B (Non-| orders and departments | placed in the 

Gazettes) ‘concerned; personal fle 
5. Group ¢ Category | 'C’ for other 
6. Group D departments who may keep 

Rules (General 
aspects) 

‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 
Category ‘Bin the case of 
departments issuing the 
‘orders and departments 
‘eoncerned; 
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Category "for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 
1 forall Subject 10 a 

suitable entry 
boing made in 
the 
appropriate service record 
andthe 
verification 
epon itself 
being kept in 
Vol. Il of the 
service Book! 
personal fie. 

Wedical 1. Rules (General | Category “8” in the case of 
Examination aspects) departments issuing the 

‘orders and department 
‘concerned; 
Category | °C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2_GroupA (C1 forall Subject to a 
3. Group B suitable entry 
4. Group B (Non boing made in 

Gazette) the 
5__Group C appropriate 
8. Group D service record 

andthe 
verification 
epon itself 
being kept in 
Vol. Il of the 
service Book! 
personal fie. 

Personal files | i. Secretaries | (a) Those eligible for On the expiry 
(Gazetted) Special retirement) terminal | of the 

Secretaries /| benefits: C-5 after issue | specified 
Adtional ‘of final pension / gratuity | retention 
Secrotarios payment order period, 

2 Joint (0) Others: C-5 after they | personal files 
‘Secretaries have ceased to be in |of officals who 

3. Director/Deput service have made 
Secretaries significant 

© Under contribution in 
Secretaries any field of 

Section activity (e 
Officers administrative, 

Fa 



5 Senogragner sri tomate ceoron, fe) seca and 7 Srogapner Reve won igrset rena 

ee et femenNatorl feces 

3 Carespondone | occur 

= 3 —|Pevsonal tes} 1 Research | fa) —Theso ogo for (NoneGavatd) |" Assan | atm eminent, [ete cae gee Sa | Species 
Sect | Seer peroa eens Seal es a hsens os 5 Sioregraphan| ©) Others: C5 ater hey| vo" have ST Re aatedio beset | mo a Rees Soar $0 Seiten in 

6. Stenographers any field of ‘onset shay “tes ae Snr 
8. Staff car ‘scientific, 

‘9. Jamadars 7 social) and 
daftaries rave a! won 

10. Peons. nations 
11. Farashes eeoontions 
12. Sweepers recognition, 18: Goneapondene [C7 should be 
@ regarding ‘National ween 3 Sewice Records | 1 iio ata Far armors Somes preparing ana rng ct Zr A fetes 3 Groupe —| 0) For cher dopant (o ee Seeger 

Sion i change 03 Sia oa 
qennnert Boing mas 
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the 
appropriate 
service record 
andthe 
Verification 
report itselt 
being kept in 
Vol. Il of the 
service book! 
persona! file. 

‘Aeration in 
the date of 
bins 

3 ‘Subject to a 
suitable entry 
bing made in 
the 
appropriate 
service record 
andthe 
Verification 
report itselt 
being kept in 
Vol. Il of the 
service Book! 
personal fie. 
Reler GFR 
appendix 13, 
Annext 

Change in 
Qualtication of 
government 
servant 

3 ‘Subject to a 
suitable entry 
bing made in 
the 
appropriate 
service record 
andthe 
Verification 
report itselt 
being kept in 
Vol. Il of the 
service Book! 
personal fie. 
Reler GFR 

13, 

@ 

©) 

Guilt 
gradation 
Seniority list: 
In the case of 
departments 
preparing and 
binging out 
the 
‘compilation. 
In the case of 
other 
dopartments, 

as 

lox 

One year after 
relevant compilation 

Refer GFR 
appendix 13, 



Te —_those 
supplying information for 
such compilation) 

&. Vorftcaion of | C4 Subject of 
a90 and authenticated 
‘dvcational Copies of the 
ualifcations ‘elevart 

Centcates 
being Kept in Vol? i ot 
service book! 
personal fie 3. Admission of | CTor I year ater completion | Subject to a 

previous | of audt whichever is lator | suitable enty Sorice not boing made in 
Supported ‘by tho authenticated appropriate 
Sonice record Sorice record 
og. through andthe Colatral ‘encation 
evidence repo sett 

being. kept in Vol ‘oF the 
orice ‘book! 
personal fle Rotor GFR 

13 
70. Nomination | C4 Subject 10 the relating. to nomination in 

famiy pension oniginal or an 
and DCR Suthonticated sratuty Sopy thereof 

(where Original is kopt withthe 
aust), a the 
aso may bo, feing "paced 
in Vol. ofthe 
service book! 
personal fie Rotor GFR 
appendix 13, 
Annex! 

TGP. Fund] CA Placed in Val 
nomination of tho 

sowice book of Group D 
djovernmont 
Servants and 
othe 
‘nomination in 

16 



original oF an 
authenticated 
copy thereot 
being placed 
in Vol. rot the 
service book! 
personal file in 
the case of 
other 
government 
servants. 
Reler GFR 
appendix 13, 
‘Aonex.” 

70. | Posting and|1. General aspacis | Category “Bin the case of 
departments issuing the 
‘orders and departments 
‘concerned; 
Category | 'C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2. Group A (a) It involving change of | Subject to a 
3. Group B office: C3 suitable entry 
4. Group B (Non boing made in 

Gazettes) the 
5._Group C (0) In other cases: C-1 appropriate 
6. Group D service record 

and register of 
postings, and 
authenticated 
copy of the 
order being 
placed in the 
persona! fie. 
Subject to a 
suitable entry 
bing made in 
the register of 
postings. 

it. | Seniority 1. General Category “Bn the case of 
principles departments issuing the 

‘orders and departments 
‘concerned; 
Category | °C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

@_CSS Rules | (a) Permanent nature in the 
3._CSSS Rules case of department 

v 



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

(0) Fixation of seniority in 
individual cases : C5 

‘SRepreseniations | CS fF the 
representation 
results in the 
original 
Seniorty being 
revised, an 
authenticated 
copy of the 
relevant order! 
decision will 
be kept in Vol 
I of service 
book! 
personal file. 

12 | Leave (other than |¥. Rule (General | Category ‘B’ in the case of 
study leave and) aspects) departments issuing the 
casual leave)/ LTC ‘orders and departments 

‘concerned; 
Category | 'C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2. Group A ‘Subject to a 
3. Group B suitable 
4. Group B (Non entries being 

Gazettes) ‘made in the eee ©-3in all cases, Jporopriats 
6. Group D service record 

and leave 
‘account, 

7. Leave roster | To be destroyed at the end of 
the year 

13. | Modified 1 Groupe, C10 subject 10 
Assured Carrier 2° Group B (Non audit 
Progression Gazetted verification 
(uacp): 3. Group 

Casual__Leave | 1. Rules Category Bin the case of 
8 



14. | (including ‘eparimenis issuing the 
‘special leave) ‘orders and departments 

‘concerned; 
Category | °C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 Group A (a) Casual leave: To be 
3._Group B destroyed at the end of 
“4. Group B (Non) the year 

Gazetted) 
5__Group C (0) Special casual leave: C-1 
8. Group D 

18. | PayiSpecial Pay | 1. Rule (general ‘A’ or category, depending 
aspects) ‘on the content value, in the 

‘case of departments issuing 
the orders! instructions eto. 
and the departments 
‘concerned; other 
eparmenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
‘obsolete. 

2,_Group A C3 of one year after | Subject to a 
3. Group 8 ‘completion of auait, | suitable entry 
4. Group & (Non- | whichever is tater boing made in 

Gazetted) the 
Group C appropriate 
8. Group D service record 

‘and pay bill 
register and 
authenticated 
copy of the 
order, where 
‘sued, being 
placed in the 
personal fle. 

16. Increments T. Rules (general | Category "Bin the case of 
aspects) departments issuing the 

‘orders and departments 
‘concerned; 
Category | 'C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2. Ravance C3 of one year after | Subject to a 
increments | completion of audit, | suitable entry 

whichever is later. bing made in 
the 

Fe 



‘appropriate service record 
‘and pay bill 
register and 

authenticated 
copy of the 
order, where 
‘sued, being 
placed in the 
personal ie. 

3. Withholding of 
increments, 

C10 oF C3 afier the final 
isposal of appeal or final 
judgment under the normal 
‘course of law, whichever is 
later. 

‘Subject to a 
suitable entry 
bing made in 
the 
appropriate 
service record 
and pay. bill 
register and 
authenticated 
copy of the 
order, where 
‘sued, being 
placed in the 
personal fie. 

Representation 
and petitions 

3 it the 
representation 
results in the 
original order 
boing revised, 

authenticated 
copy of the 
relevant 
corderidecision 
will be kept in 
the precedent 
book, 
personal fle 
‘and suitable 
entries make 
in the 
appropriate 
rocord. 

%. Grant of 
Increments 

C5, subject to Audit 
verification 

7, Delegation 
Powers, 

of T. Civil Service 
Regulations. 

2, Delegation of 
Financial 
Powers Fules, 
1958 

3_FRa SA 

"Kor 8 category, depending 
‘on the content value, in the 
‘ease of departments issuing 
the orders/ instructions eto. 
and the departments 
‘concerned; other 
departments need keep only 

Pormanent in 
the case of 
dopariment 
issuing the 
‘order and the 
doparments 
concerned, 

20 



ie Honorarium 

4 GFR The standing orders, weeding | other 
5. Central ‘out the superseded ones, as | departments 

Treasury Rules | and when they become |need keep 
& Central Public | obsolete. ony the 

Works standing 
‘Accounts Code orders, 

7. Declaration of weeding out 
officers as the 
Head of superseded 
Department ones as and 

when they 
become 
obsolete, 

@ Declaration of C3 or til they are 
officers as | superseded (whichever is, 
Controling | late) for departments issuing 
officers the orders and departments 

‘concerned; other 
departments need keep only 
the standing orders, weeding 
‘out the superseded ones as 
and. when they become 
‘obsolete. 

7. Rule (general )'A’ or 'B' catagory, depending 
aspects) ‘on the content value, in the 

‘case of deportments issuing 
the orders! instructions tc. 
and the departments 
‘concerned; other 
eparmenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
‘obsolete. 

2,_Group A C3 or one year after 
3. Group 8 completion of audit, 
4. Group B (Non- | whichever is later. 

Gazetied) 
Group C 
8. Group D 

a 



78. | Pension/ Gratuity | 1. Rule (general |'A’ or ‘B category, depending | Refer GFR 
aspects) ‘on the content value, in the | appendix 13, 

‘case of departments issuing | Annex-1 
the orders/ instructions eto. 
andthe departments 
‘concerned; other 
departments need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
obsolete. 

2. Group A fa) Pro: cs Refer GFR 
veritication appendix 13, 
(of pension Aanext 

3 Group 8 (B) Invaid | Til one year 
pension _| after the last 

Group B (Non: |e) Family | beneficiary of 
Gazetted) pension | the family 

%. Group C (Other | pension 
pension | ceases to be 

entitled to 
receive it or 5 
years Whichever is 
later. 

%. Group D () Gratuity [os Refer GFR 
appendix 13, 
Aonext| 

() Commutat [6-15 Reter GFR 
jon appendix 13, 
pension Annext 

20. Advance 1. Car Advance |W’ or 'B’ category, depending 
2, Gonveyance | on the content value, in the 

‘Advance Rules | case of departments issuing 
@ Gyele Advance | the orders! instructions etc. 

Fules and the departments 
4 Festival ‘concerned; other 

‘Advance Rules | departments need keep only | Refer GFR 
B GOPF —Final| the standing orders, weeding | appendix 19, 

Withdrawal | out the superseded ones, as | annex-t 
‘ules and when they become 

& GPF Advance | obsolete. 
Fules 

7. House Building 
‘Advance Fules 

Motor 
Cycle’Scooter 
‘Advance Rules 

@ Pay Advance 
Rules 

TO.TA Advance 
Rules 

TT. Travel 

2 



Rules 
1. Other Ravance 

Rules 
Grant oF Gar Subject 
Tera oF 0) Suitable 

Somveyance erties, ‘Atowaneo. Being made 
Grant of Ole in Pay Bil 
favance Register: 

T6.Grant oF ond 
Festal i) Incase of 
hvance motor cal 

7 Grant of Fal rate 
Windrawal yee! 
tomer seocter and 

18. Grant of GPF house 
fovance bang 78: sro Rouse | C-1 nal cases acvanees 
Building (a) Copios 

20. Grant of Motor being 
Cycle’ Scooter placed in 
Advance personal 

2i.Grant_ of Pay files, and 
‘Advance ©) Moroa 

23. Grant of LTC agreements 
‘Advance executed 

FA Grant of Ofer being kept Grant sera 

tho ald 
poviog 

Rotor GFR 
Sppendi 13, 

Zi, Confidentiad |. Rules (goreral| Category "Bh the case of 
Assessment aspects) | departments issuing. the 
report ‘dors and. deparments 

Category "for other 
Sepatonts who. may Keop ony tho standing oder 
Mtoecing out tho superseded hos as and wen they 
Become ebstleto 

Z Recorting of 
Content 
feopect ot 
Grup 
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officers 
 Recocding of 

‘confidential 
Fepors in 
respect of 
Group 8" 
officers 

4, Recording of 
confidential 
reports in 
respect of 
Group 8" 
(Non: 
Gazetted) 
officers 

5. Recording of 
confidential 
Fepors in 
respect of 
Group’ 
officers 

&. Recocding of 
‘confidential 
reports in 
respect of 
Group 
officers 

©-3in all cases, 

7. Communicatio 
fof adverse 
entries 

& Representation | C3 
for expunction 
of adverse 
entrias 

8. Maintenance of | CS Five years 
‘AGRI APAR from the date 

of retirement’ 
Death subject 
te confirm and 
Vigilance 
section about 
its need in any 
Vigilance 

22. | Probation’ 1. General Category Bin the case of 
confirmation principles departments issuing the 

(probation) _| orders and departments, 
2. Rules ‘concerned; 

(Confirmation) | Category ' °C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

3._Confirmation? ‘Subject to a 
24 



Extension of ‘suitable entry 
probation of boing made in 
Group'A the 
Confirmation’ appropriate 
Extension of | C-5in all cases service record 
probation of and 
Group’ staff authenticated 
Confirmation’ copy of the 
Extension of order being 
probation of kept in the 
Group ‘B’ (non- persona! fe. 
gazetted) staff 
Confirmation’ 
Extension of 
probation of 
Group'C’ staff 
Confirmation’ 
Extension of 
probation of 
Group'D’ staff 
Confirmation in 
ex-cadte posts. 
Representation | CS TF the 
and petitions representation 

results in the 
original 
orders being 
revised, an 
authenticated 
copy of the 
relevant order! 
decision will 
be kept in the 
precedent 
book, 
personal fle 
‘and suitable 
entries make 
in the 
appropriate 
service book 

23. Promotion General Category Bin the case of 
reversion principle departments issuing t 

‘orders and departments 
‘concerned; 
Category | °C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

Departmental | (a) Consutation: G-3 or one 
Promotion year after the DPC has 
Committee been reconstituted 

2s 



‘whichever is ater. 

(0) Proceedings: 6.5 
3._GroupA Subjectto a 
‘4. Group B suitable entry 
5. Group B (Non- boing made in 

Gazetted) Cin all cases the 
Group C appropriate 
7. Group D service record 

and 
authenticated 
copy of the 
‘order being 
kept in the 
persona! file. 

& Representation | CS It the 
and petitions representation 

results inthe 
original orders 
boing revised, 
authenticated 
copy of the 
relevant order! 
decision will 
be kept in the 
precedent book, 
personal fle 
‘and suitable 
entries make 
in the 
appropriate service book 

28. Training T/T. Diploma course | (a) Cases C1 after | Deparment, 
scholarships! in pubic) involving | the period | organizing 
fellowships in| administration in| expenditure _| of validity | taining 
Indiaand abroad | the Indian | from public | bond-- "| programmers 

Institute of | funds and | /agreeme | and 
Public execution of |nt oF | responsible 
‘Administration | bond completio | for” overall 

2 Executive agreement | of audit, | policy and co- 
training of | by 12 | whichever | ordination 
officers in the| trainees; | islater. | thereof in the 
states matter (e.g. 

3. Retresher 3; or | Department of, 
course at the fone’ year, | Personal and 
National (0) Cases after Training and 
‘Academy of | involving | completio | Department of 
‘Administration | direct 1 of audit, | Economic 
at Mussoorie expenditure | whichever | Affairs) may 

@ Training in) trom public |is later. | keep such 
‘Accountancy funds but not records for 

5 Training of | execution of appropriate 
Assistants bon cl potiod to be 

26 



(Girect recruits y 
at the Institute 

agreement prescribed by 
them in. their 

‘of Secretariat record 
Training and |(c) Cases not retention 
Management involving schedules. 

6 Training in) rect 
HindiEngish expenditure 
stenography (e.g. training 

7 Training im] in typewniting 
Hind’ "English | conducted by | ¢-3 
typewsting Instituted of 

@ Training of | Secretariat 
LCs (direct| Training and 
recruits) at the| Management 
Institute of |} 
Secretariat 
Training and | (d) Reports 
Management submitted by 

9 Training of | trainees etc. 
Officers at the | after 
‘Administrative | completion of 
Staff College at| trainingistudy 
Hyderabad 

TO. Training for 
stenographers 
(direct recruits) 
at the Institute 
‘of Secretariat 
Training and 
Management 

TT. Training in O&M 
work study 

72. Training abroad 
25. | Deputation and 1. Rules regarding | Category “Bin the case of 

delegations deputation, | departments issuing the 
incluaing ‘orders and departments 
deputation on | concerned; 
foreign service | Category ‘C’ for other 
in India abroad. | departments who may keep 

‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 Delegation in| C3 or ona year after | Subject to 
India/abroad | completion of audit and | particulars 

settlement of all audit | Being noted in 
‘objections, whichever is later. | the register 

prescribed for 
the purpose. 
Before 
weeding out 
files,» reports 
should be. 

Fa 



vemoved and 
kept in the 
departmental 
record room 
for five years. 
On the expiry 
of this period, 
the fepors 
shouldbe 
‘eviowed and, 
it necessary, 
woeded out in 
consultation 
withthe 
National 
Aschives. 

3. Deputation of Sibjectio a 
AS officers suitable entry 

% Deputation — of boing made In 
CSS officers the 

5. Deputation of | c.a pus the perio of appropiate SSS ofcers _| Gopdttion service record 
©. Deputation of and an 

CSCS oticers authenticated 
7. Organized copy ofthe 

services cxder being 
placed inthe 
personal le 

26. |Honorarium’ 1. Rule (general| Category "Bin the case of 
awards aspects) partments issuing the 

‘oiders and departments 
‘concerned; 
Category C' for other 
departments who may keep only. the standing order 
woeding out the superseded 
‘ones, as and. when they 
become cbsolote 

2 GroupA To ono year afier | Awards 
3_ Group B completion of audit, | subject to 
4. Group (Non | whichever is later. 

Gazetted) (2) Entries 
5 Group c being 
6. Group D made in 

the 
Senco 
Book! CR 
dossier of 
the 
‘ 
employes 

Ey 



and 
(O)A. register 

boing 
‘maintained 

27. Pensioni 1 Rule (general | Category "8" in the case of |Refer GFR 
retirement aspects) departments issuing the | appendix 13, 

‘orders and departments | Annex-1 
‘concerned; 
Category | 'C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 Group A (a) Pre: o3 
3. Group B voriication [Til the 
“4. Group B (Non) of pension | youngest 

Gazetted) case sonidaught 
5. Group C (bo) Invalid er attains 

pension | majority or 
(¢) Family 5 years 

pension — | whichis 
() Other later. 

& Group pension Refer GFR 
appendix 13, 

(e) Gratuity | o5 Aanext 
(9) Commutatio | c-15 

‘of pension 
28. Resignation 1. Rules and | Category ‘Bin the case of 

‘orders (general | departments issuing the 
aspect) ‘orders and departments 

‘concerned; 
Category | 'C' for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 GroupA A copy of the 
3. Group B ccommunicatio 
4. Group B (Non) C-1 accepting 

Gazetted) the 
5 Group C resignation 
8. Group D may be 

placed in the 
personal fle. 

29. Extension of |. Rules and’ Category Bin the case of 
service ‘orders (general | departments issuing the 

aspect) ‘orders and departments 
‘concerned; 
Category | 'C’ for other 
departments who may keep ‘only the standing order, 

2 



‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2_GroupA Subject 10 a 
3. Group B copy of the 
“4. Group B (Non-| C-1 after retirement for all. | order being 

Gazetted) placed in the 
5__Group C persona! fie. 
8. Group D 

30, Re-employment |. ules and’ Category “Bin the case of 
‘orders (general | departments issuing the 
aspect) ‘orders and departments 

‘concerned; 
Category | 'C' for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 Group A ‘copy of the 
3. Group B 1 for all, after the order may be 
“4. Group B (Non) government servant cease to | placed in the 

Gazotted) bo in goverment service | personal fil. 
5._Group C 
6._Group D 

i. | Nomination 1. General aspecis | Category "in the case of 
employees departments issuing 

‘orders and departments 
‘concerned; 
Category | °C’ for other 
departments who may keep 
‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 Census ci 
‘operations 

3 Committees, | Appropriate reiention period 
working groups | to” be preseribed’ by 
et. ‘departments concerned 

Election work | C-1 
5. Invigilation (@ Deparimenis 

‘organizing 
examination and 
Appointing invigilators 
C3: or one year after 
completion of aualt, 
whichever is later. 

(©) Other departmenis:C- 
1 

32. Forwarding 1. General aspecis | Category “Bin the case of 
applications departments issuing the 

‘orders and departments 
‘concerned; 
Category for other 

30 



‘eparimenis who may Keep only the standing order, 
‘weeding out the superseded 
ones, as and when they 
become obsolete 

2. For C1 after announcement of | Subject to an 
examinations _| result of the examination or | authenticated 

3. For posts selection for particularpost. | copy of, 
forwarding 
letter being 
kept in the 
personal fie 

33. Study leave 1. Rules and| Category “Bin the case of 
orders (general| departments issuing the 
aspects) orders and departments 

‘concerned; 
Category | 'C' for other 
departments who may keep 
only the standing order, 
‘weeding out the superseded 
ones, as and when they 
become obsol 

2. Group A C-Afor all after the expiry of | Subject to a 
3. Group B the bond/agreement executed | sultable entry 
“4. Group B (Non) by the goverment servant | being made in 

Gazettes) the 
5._Group C appropriate 
8. Group D service record 

and leave 
‘account and 
authenticated 
copy of the 
order being 
placed in the 
personal fie. 

34, No objection| 1. General | Permanent in the case of 
certificate (for aspects | departments issuing the 
registration with orders, instructions, etc. 
Employment other departments need keep 
Exchange only the standing orders, 
Organization ‘weeding out the superseded 

ones, as and when they 
become obsolete, 

2 sue of [Ot ‘Subject to an 
Noc authenticated 

copy being 
kept in the 
persona file. 35. Review for | 1 General aspects | Category “Bin the case of [Refer GFR 

determining departments issuing the | appendix 13, 
suitability of orders and departments | Annex-1 
employees for 
continuance in 
service 

‘concerned; 
Category | 'C’ for other 
departments who may keep 

a 



‘only the standing — order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 Group A (a) If it results in premature | Subject to a 
3. Group B retirement: C-3 copy of the 
“4. Group B (Non) (b) It results in continued | relevant 

Gazette) retention in service: C-1 | orders! 
5 Group C ecision being 
6. Group D kept in the 

personal file. 
36. No objection | 1. General aspects | Category “B’ in the case of 

certificate for departments issuing the 
issue of ‘orders and departments 
passport, arms ‘concerned; 
licenses etc. to Category | °C’ for other 
govt. servants. departments who may keep 

‘only the standing order, 
‘weeding out the superseded 
‘ones, as and when they 
become obsolete 

2 issue af[ C5 or one year after 
passport ‘completion of audit whichever 

3 Issue of arms | is later. 
licenses 

37. Observance of cs 
special days 

38. ReportsiPeriodic o3 ‘As per MOP 
al returns. (Manual of 

ofce 
Procedure) 

39. | Conduct Rules ‘As per MOP 
(Manual of 
ofce 
Procedure) 

40, | Court Cases os Aer 
implomentatio 
not orders 

41, Disciplinary ‘As per MOP 
cases (Manual of 

office 
Procedure) 
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RECORDS OTHER THAN FILES 

‘S.No. | Description of record Retention period Remarks 
1. | Establishment’ Sanction Permanent ‘Where, for any reason, the 

Register register is re-written, the 
‘ld volume will be kept for 
Syears. 

2, | Rosters for Scheduled Castes | C-10 
‘and Scheduled Tribes 

| Register of oathiafirmation of | C-10 ‘Subject to suitable entries 
allegiance to the Constitution having been made in the 

appropriate service record Of the officials concerned. 
4. | Sarviee book: Refer GTF appendix 13, 

Officials entitled to retiement) | A-Safterissue of | Annex-1 
terminal benetits final 
Other employees Pensionigratuity 

payment order 
| Confidential reports’ character 

Rolls cs 
Aer retirement cs 
Atte death cs 
Aer resignation! discharge 
from service 

| Answer books of departmental | O-1 from the date 
examination tests, dclaration of resuts 

7. | Leave account of: +1 after issue of 
final pension’ gratuity 

Officials entitled to retiement! | payment order. 
terminal benetits C3 alter they have 
Other employees ceased to be in 

| Casual Leave Account To be destroyed at 
the end of the year 

9,__| Special casual leave Register | 0-1 
10. | Register of delegation to C10 

International Organisation 
Tf. | Register of CGHS identity | 6-3 For any reason, a register 

Cards have ta be re- written, the 
told register willbe 
retained for 3 years 
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CASH SECTION 

SNo. Main Head Retention period 
1. [Pay Permanent nature 

2. | Special pay Permanent nature 

3 | Allowances Permanent naiure 

| Tnoremenis Permanent nature 

‘Advance ineremenis ‘C-B or one year after completion of audit, 
whichaver is later 

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

5. | Deputations abroad (C3, plus the period of deputation 
8. | Honorarium C-3 or one year after completion of audit, 

whichaver is later. 
7. | Pension’ Gratuity Permanent nature 
| Re-appropration cs 
@. | Supplementary grants ca 
70, | Advances: 

Car Advances Rules ‘8’ or 'B’ category 
Conveyance Advance Rules 
yole Advance Rules 
Festival Advance Rules 
GPF Final Witherawal Rules 
GPF Advance Files 
House Building Advance 
Motor Cycle/ Scooter Advance 
Rules 
Pay Advance Fuules 
TA Advance Rules 
Travel Concession Rules 

‘As per GFR appendix 19, Annex-1 



Tr 
Grant of Car Advances 
Grant of Conveyance 
Grant of Cycle Advance 
Grant of Festival Advance 
Grant of Final Withdrawal from 
GPF 
Grant of GPF Advance 
Grant of House Building Advance 
Grant of Motor Cycle’ Scooter 
Advance 
Grant of Pay Advance 
Grant of TA’Advance 
Grant of LTC Advance 
Grant of other Advances 

6-1 forall 

72 

Ar passage bils 
Cancellation charges 

Contingent expenditure 

Electric charges- recovery 
GPF annual statements 
GPF- membership 

Grants-in-aid-contributions 
‘and donations 
Hospitality und 

House rent and other 
Allowances 
Last Pay Certicate 
Pay claims 

Permanent imprest 

6-3 or one year after completion of auclt, 
whichever is later. 

6-3 or one year after completion of auclt, 
Whichaver is later 
Refer GFR appendix 13, Annex-t 
cr 
ct 
co 
Rofer GFR appendix 13, Annex-t 
6-3 or one year after completion of auclt 
whoever is later. 
6-3 or one year after completion of auclt 
whoever is later. 

C5 after the settlement of case or one year 
after audit whichever is later. 
‘Subject to suitable entries being made in Pay 
Bill Register 

C-3 or til the relevant orders are superseded 
(whichever is later) in the case of departments 
Issuing the orders/instructions: other 
departments need keep only the standing 
orders, weeding out the superseded ones as 
land when they become obsolet 
a 



Refunds 

Refreshment bills 
Rent demand statements 

Service postage stamps 

TAMTranster TA claims 

Water charges- recoveries 

Reimbursement of legal 
Expenses 

Reimbursement of tution Fees 

Acceptance of credits/debits 

Adjustment of missing 
credits in GPF account 

Financing of insurance 
policies from GPF account 

Avrear claims (including 
sanction for investigation, where 
necessary) 
Postal life Insurance 

Write of of losses 

Expenditure sanction 

‘Surety bond executed in 
favour of temporary or a retiring 
Govt. staff 

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

6-3 or one year after completion of auclt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 
ct 

6-3 or one year after completion of auclt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 

ca 
Refer GFR appendix 13, Annex-t 

ct 
‘Subject to an authenticated copy of the 
‘sanction being placed in the personal fi. 
Refer GFR appendix 13, Annex-t 

6-3 or one year after completion of auclt, 
whichever is later 
Refer GFR appendix 13, Annex-t 
os 
‘Subject to suitable entry being made in Pay Bil 
Rogistar and PL Index Register 

6-3 or one year after completion of auclt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 

6-3 after the bond ceases to be enforceable. 
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RECORDS OTHER THAN FILES 

hrmans Description Retention period 
Ghil creat nales (Fo S142) | C-For one year aller compan oF avai, 

1. [and stock ‘whichever i ater 
register theroot 
Hegisler of monthly expenditure | To be weeded out aller the Appropriation 

2. | (Form GFR) ‘Accouns for the 
far have been tinalied, 

Fagistar for walching progress | | To be weeded out afer the Appropriation 
3. expenditure Accounts forthe 

Form GR 11 far have been tnalied, 
Fagislerforwalching progress of | Cor one year afer completion oT audi, 

4. expenditure ‘whichever i ater 
‘on local purchase of stationery 
Fagister for reconciliation of "To.be weeded out afer he Appropriation 5. | Becounts Accounts forthe 

ar have been finalived, 
Rater GFR 
appendix 6. |cash Book co Te Annext 

‘Gash veceipis (Form TRS) ‘C-Tor one year aller completion of aU, 
7. |eounterois anc ‘whichever i ater 

Stock egitr, 
Peily vouchers not fumahed a | C-Tor one year aller completion of aU, 

a | auat ‘whichever i ater 
‘Appropaion Accounts or 

10 [Pay Bil Register Cam 
ice copies of eslablshment pay| 11. pits and 20 
related schedules (in respect of 
Period for ‘which Pay Bll Register ie not 
‘maintained, 
‘Schedules To the eelablahment | C-Tor one year aller completion of aug, 

12. |pay ils for ‘whichever i ater 
the period for which Pay Bil 
Rogister Is 
mantaned 

C-Tor one year aller completion of AUST, 
13. | Acquitance rit ‘whichever i ater 

‘C-Falir al We pOUCIES enlered TneraTn have 
14, | Postal ite Insurance register matured for 

payment. 
15. | eraTneT PEGE oT 

‘C-Tor one year aller completion oF aug, 
16. | nerement ist whichever i later 
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GENERAL SECTION 
| Main Head ub Head Rotention period 

No. 
| Resommodaton Shiting TW iavelving expenditures: 0-3 or 

arrangements | one. year. after “completion of 
Suit, Wwhichovor is lator. 

Residential ‘1B category ascommadation | Permanent 
{General aspects) plication lor [C= Tor one year alfr completion 
aloiment” of | of aust, whichovor is later. 
fesdoniial ccommadation- 
‘Types Lil 

Freire es for puch ‘OF 8 catagory = permanent 
‘eondermnation 
{general aspects) Condemnation’ | C= or one year at completion 

‘disposal of | of aud, whighover is laor 
Ungorviceable 
articles 
Fiing/purchase | C=S or ane year altar complation 

of aust, whighover is laor 
Mainfenanée and}: 3 or one year after complaton 
ropars of aus, whighever's laor 

3 | Stationary {eal purchase: 3 or ane year ater completion 
of aud, whighover is laor 

| Supply at | + or ono yaar after complation| 
Sialonory of audit, whighover is laor 
Physical 5 or one year afer sompration vetfication of avait, whichover lator” 

“| Oiher offea machines including | Rules Tor | "Aor B category -perrianent Electronic! Computoritems | procurement’ "eon Ps 
fisposal(general 
aspocts) 
Condemnation C5 or ane year afr completion 
and disposal __| of aust, whighovor is lat. 
BOS kD vate ['N’ or B category: permanant 
contracts 

Bigjees Rules (general |"A"or'B catagory permanant 
aspects) 
Condemnation and | C3 or one year aller compilation 

‘disposal of aud whignover is liar 
Purchase €-3'or ane year alter completion 

of aut, whighever is lator 
Repairs —-and'|€:3 or ono year alter complation 
maintenance of aud, whighever is liar 
Physical 5 oF ane year alter compration vetfication of ain, wnignaver is later. 

| Office —eauipmant — including | Condemnation and |C-3 or one-year alfer completion 
electrical and mechanical 
pplances, “and” other miscellaneous stores: 

disposal of audit, whighaver is later. 
Purchase OF one year after completion 

of audit, whighaver is later. 
Fopaiis and | -S or one year after completion 
maintenance of audit, whighaver is later. 
Physical C:3 or one year after completion 
vvetication of audit, whichever is later. 
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Eloavic locks ane al-bois ocuremont and fhamtonance) 

‘or ane Year afer completion 
of audit, whighaver is later. 

wares Fidos. fenitoa sonnel andthe Scales ot toms’ of ives) 

‘or ane. year afer completion 
fof audit, whighaver is later. 

Procuromant of 
materal 

TOF One-Year aver coMRpaTON of auc whichever is ater” 
Sifehing and falorng. T-lor one year afer compreton of auc wnighever is ater 
‘Supply of shoes lor one year afier completion and chapels of auc whichever Is ater. 
turns, renewal, | C-1 or one-year after competion Surrender "and | of aud, whichever is ater. ‘tndrswal | BIRGIT OF Wa GonTacTors | InGual CASES ‘OF On year ar compton of audit, whichever I ater. 

3 | COnIFaERTS Tor SupES Ragiavation ‘OF On year ar compton of audit, whichever I ater. 
Wavgrredicion of 6% one yea af, capitan on or | of auch whighever is later, Condemnation of iroguany 

10, | Telephones Office telephones | C-F or one year after compretion installation and | of aud, whichever Is ater. Shing ot ielophon bis 
Residential =F oF one year after completion telephones: ot audit, whichever is ater. instalation of felephone bils Repairs and | C-¥ of one year after completion maintenance | of audit, whichever is ater. internet services ‘or ane yea afer completion ot audit, whichever Is ater, 1] Sia car ules — [genera or 8 category: permanant aspects) 
Non =olfial | C-¥ or one year after completion 
joumeys of audit, whichever i ater. Burchase oF POL] Cor one year alter compton accessories of audit, whichever Is later. 
arcing, —TepaIE | C5 oF One year ater completion and replacement of | of auc, whichever Is ater” parts and relevant Eorrespandence 12] Secu Confidential and} CF OF one year alr competion secret box of audit, whichever Is later. 

Duplicate Kays: 
maintenance 
thereot 

C= oF one year alter compration of aul, whichever is ater 
Issue of iden 
cards: wy 
‘correspondence 
thereat 

-1 oF ane. Year ater completion 
of audit, whighaver is later. 

Loss of identity 1 oF one-year ater completion 
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vals ‘of avait, whighaver is Tater. 
‘Temporary passes [C-1 or one year after completion arrangements" | of audit whichever is ater” 

RECORDS OTHER THAN FILES 
19.) Sta car og Book ‘0:3 oF one year after completion i ‘of auc, whichever later” 1. Stock register ‘€-3.or one year affer completion ° fault, whichever later” 
15. Departmental security seals register ‘or 8 category “permanent 
16. Register ofaentty cards "Ror B category “permanent 
17.) Talephone Bill ‘6-3 or one year after completion 

‘of auait, whichever is later 

a0 



HINDI SECTION 

‘SNo. Main head 
Progressive use 
oon in jovernment Stces. 

‘Subhead 

General aspects and 
Hindi Committees. 
Hindi Salahkar sami of 
the Ministry 
Parliamentary 
Committee's Inspection 
ofthe Ministry 

Retention period Remarks 

Kor B calegory 
depending ont 
content value, in t 
case of department 
issuing E 
fordersiinstrucions. ete. 
‘and the department 
need keep only 1 
standing orders, 
weeding out t 
superseded ones, as 
land when they become 
obsolete. 

TalHind’ workshop 
(b)Conduct of Hina 

‘competition 
(©) Hindi week 
Pakhwara 

ca 

Periodical reporis| 
regarding use of Hindi 
{or official purposes. 
Quarterly Progress 
report 
Half Progress report 
Yearly Progress report 
Review of quarterly 
report of the attached 
office/PSUs 

oa 

Constitution of Hind? 
Committee. 
() Office Language 
Implement Committee of 
the ministry 
w Parliamentary 
Committee's Inspection 
of the attached 
office/PSUs 
(ii) Contra! Officiat 
Language Implantation 
Committee under 
Chairmanship of 
Secretary (OL) 
(iv) Central Hint 

oa 

a 



Commitiee under 
Chairmanship of PM. 
Meeting and Follow up | CS 
action of Hing! 
Committee. 
() Office Language 
Implement Committee of 
the ministry 
w Parliamentary 
Committee's Inspection 
of the attached 
officerPSUs 
(ii) Contra! Officiat 
Language Implantation 
Committee under 
Chairmanship of 
Secretary (OL) 
(Central Hint 
Committee under 
Chairmanship of PM. 

Hind Teaching | Hindi Teaching Scheme C- 
Scheme 

“Training programme | C-t 

‘Examination (a) Applications: 1 | Subjectio 
(&) Results: C-5 for the consition 
departments that a 
conduct the | register 
‘examination, C-1_ for | containing 
‘other department. names of 

officials and 
their results 
is maintained 
permanently. 

Grant of advance | C-3 ar one year aller | Subjecttoa 
increments. completion of audit, | suitable entry 

Whichever is later. being made 
inthe 
appropriate 

record and 

authenticated 
‘copy being 
ey 
personal fle. 

Grant of awards (@) For depariments | Subject toa 
making the award. C-3 | suitable entry 

2 



‘oF one year afer [being made 
completion of audit, | inthe 
Whichever is later. appropriate 
(b) For departments in | service 
which the recipient is | record and 
‘employed: C-1 an 

authenticated 

persona! fie. 
“Translation 
Hind! 

Talo Books, periodicals etc. 
Tepors, ‘CB after the publication 

is printed! cyclostyled 

a 



AGREEMENT DIVISION 

SINo, Subject Category of Record and duration 
‘Air Services AgreementsiMoUs \"Permanent Nature 

2. Allocation of Traffic Right 

a) National cariers B 

b) Private carriers B 
| Code share by Aline’ 

a) National Carriers B 

b) Private Carriers B 
| Proposals relating fo amendment B 

to the Aircraft Fules 

'._| Intemational cooperation 5 
@. (a) IATA training palicy B 

(0) Nomination for WATA Training os 
7. | Exemption from provision of 

Aircraft Fules:- 

a) Routine exemption such as os 
those under Rule 5 etc. 

) Exemption under Rule 160 os 

& /a) Policy matters relating to cy 
International Civil ‘Aviation 
Organization (ICAO) 
) Day to day routine matters os 

(c)_ Payment of contribution to os 
Icao 

| Nomination of officers for ICAO cs 
assignment 

70. | Establishment matters relating to 
Representative of India on Council 
‘of International Civil Aviation 
Organization (ICAO) 
) Policy matters, appointment oo 
Fecall ete. the RO! 
by) Day to day routine matters os 

Ti. |Iniernational Civil Aviation C3 
Organization vacancies- 
Forwarding of applications 

a 



2. | Matters relating to Double Taxation C10 
‘Avoidance Agreements 

Ya. | Matters relating to Inter Winisteral C10 
Group Meetings 

14.| Grant of Visa to employees of ca 
foreign airlines 

¥5.| Permission to foreign averaft for cs 
staying beyond stipulated time 

6. | Non - scheduled operations:= 

a) Policy matters, B 
) Routine Matters os 

17. | Relaxation of _the conditions C10 
Stipulated in Tourist Charter 
Guidelines 

8. | Coordination of international 
‘cooperation proposals including 
proposals for foreign collaboration’ 
training matters relating to ESCAP, 
ICAO, Ev etc:- 
a) Policy matters oo 
b) Others os 

78. | Allforeign deputations relating to cs 
Minister of Civil Aviation 

20. | Matters relating to Oficial ca 
Language 

21. | O&M matters ca 
22. Court caselLagal matters C10 
23.) Country wise bilateral dialogue C10 

4s 



‘si. 

DOMESTIC TRANSPORT (DT)SECTION 

Subject ‘Category of Record and duration 

(Scheduled Operators 

(il) Non Scheduled Operators 
(i) Import of Aircraft — In principle 

Approval 

™ \Veritication of Character! Antecedent 
by MHA for Director of Aiines. 

°B Permanent Nature 

°B Permanent Nature 
°B Permanent Nature 

°B Permanent Nature 

2 
3 

)_Couri Cases 
"Polley File 

(Civil Aviation Policy 

(ATF matter 

(i) Foreign Direct investment in Aviation 

(iv) Regional and Remote Area Air 
Gonnectivity Policy. 

a6 

cs 

“B Permanent Nature 
°B Permanent Nature 
°B Permanent Nature 

“B Permanent Nature 



COORDINATION & WELFARE SECTION 

s ‘Subject ‘Category of Record and 
No. duration 

1. | Annual Report. os 
Copies of the reports (i 
published) to be retained in 
Departmental Library as — 

2 | Ciizen Charter. o3 

3._| Result Frame Work Documents. os 

| Examination of draft bils/ordinancesidrat | 6-5 or Notification in Gazette, 
Gabinet Notes! Acts. received trom various | which is earier. 
Slate’ Govis. and various administrative 
Minisries/Depit. which do not pertain to any 
paaricular Section’ Deptt. ‘and require 
‘coordination, 

5. | Monthly Summary forthe Cabinet ca 

6. | References received Wom other Ministries ca 
‘Depts. caling for information of various types. 

7 | Monthly D.O. leer to Cabinet Secy./ Secy. 10 ca 
PAM. 

@ | Dissemination of _Administraive —Gieulars/ ca 
COrdersiinstructions on various Matters received 
‘rom Nodal Ministries! Depariments /Or. 

9. | Panicipation in National and Intemational fairs! ca 
Exhibitions and Seminars, 

70. | Distrbution of Republic Day and Independence ca 
Day Passes, Calendars and Diaries etc 

77. | Implementation of the decisions of the Cabinet ca 
ICabinet Committee — submission of monthly 
Report —Reg. 

12__| Submission of retumns on Employment of family ca 
members of Govt. servants in foreign missions 
land foreign organisations abroad (while the 
officer is posted in India) to be sent to External 
Alar, 

73. ACC Appoinimenis Monthly returns about the ca 
Status of vacancies and proposals. in. the 
PSUs‘autonomous bodies (online) 

74. | Monthly status of ACC cases with regard to (a) ca 
pending proposals, (o) compliance of ACC 
ocisions & directions. 

15. | Request for advertisement receved from ca 

76. | Welfare of women: submission of Half yearly ca 
land Annual datalinformation, 

17._| Wotfare of Senior Citizen. ci 
18._| Weskly Senior Level Officers Meeting. CA 

a 



20. 

‘Compilation of information on 
PMOIVIPIDeliverables (RFD etc. for weekly 
meetings as follow-up to Senior Level Officers 
eating 

‘Annual “Report reg. Representation of | 
SC/STIOBC in Central Govt. Service. 

ca 

cs 
2 ‘Complaints from Associations for non: 

‘observance of reservation orders, 
ca 

2. Ropreseniations trom SCsiSTs employees reg. 
harassments, 

ca 

2B. Monitoring of reservation orders for posts 
reserved for SCs/STs. 

ca 

24. Foferences from PMOIVIPS. Et. ca 
Inspection of rosters maintained by the Depit, 
and all the Organisations under its control 

cs 

26. ‘Annual retuin for physically handicapped 
persons. 

ca 
2. ‘Annual’ Half yearly retum Tor Ex servicemen. ca 
2B. Monitoring of reservation orders for posts 

reserved for physically handicapped. 
cr 

28. Monitoring of reservation orders for posts 
reserved for Ex-servicemen. 

30. Recruitment of Minorities in Govi. Services: 
Quarterly report to be sent to Ministry of Home 
Atfairs (Minorities Celt) 

ca 

aT Prime Ministers New 1-Point Programme for 
the Welfare information relating to total Number 
‘of employees relating to Minories. 

ca 

@. Prime Minister's New 15-Point Programme for 
the Welfare of Minorities-Annual Repor. 

cs 

Eg ‘Special Recruitment Drive launched for filing up 
the backlog reserved vacancies of SCs, STs 
land OBCs: Half yearly and Annual Report 

cs 

35. 

Nomination of the Liaison Officer for the works 
felating to the welfare of SCs/STS, Physically 
Handicapped Persons and Ex-Servicemen in 

“the Ministry. | 
Forwarding of Grievances received from various 
‘sources to concerned organization) Admn. 
Section for redressed. 

ca 

ca 

3. Issue of suitable communication to the 
petiioner/DPGIDARPG etc. reg. Redressal of 
the Grievance/ciosure of the case. 

ca 

7. iroulation of the consolidated report on 
pending PG cases to all Organization 

ca 

3. CGiculation of various instructions/Guidalines 
feceived from DPGIDARPG etc. regarding 
Public Grievances Redress Machinery (PGRM). 

cs 

38. 
0. 

‘Appointment of Public Grievance Officer in the 
| Ministry | 

Matters relating to women welfare looking into 
reports! of Women complaints of sexual 
‘ColvComplaints harassment ot. 

c3 

a ‘Constitution of Women Cel, Nomination of cs 
a8 



Nodal Officer in the Ministry (main) for looking 
| alter matters relating to women welfare, | 

‘Constitution of Complaints Committee 10 look 
into Complaints of sexual harassment of women 
‘at work place, nomination of 
Chairperson /Nodal Officer ete. 

cs 

43



AVIATION SECURITY (AS) SECTION 

SR. ‘SUBJECT ‘CATEGORY OF RECORD AND 
No. DURATION. 

1. _| Union War Book & Ministerial War Book A 
2. International Agreements for cooperation A 

nn civil aviation security issues, including 
sharing of secret information with other 
‘countries 

3._| Major Policy matters (such as issues tke ry 
ant-hijacking measures, creation of 
aviation security force, re-structuring of 
BCAS, etc.) 

| Enactment of Bils 7 amendments of cs 
rulesiacts, etc. relevant to civil aviation 
security 

5. | Passenger Service Fee (Security 5 
Component) & related issues 

6. | CISF/APSU for security at all ports: 
(i) Deployment of CISF/State 

Police os 
(i) Norms of deployment, including cs 

vehicle policy 
(ii) Other matters, including service oy 

level agreements of CISF, 
complaints against CISF 
personnelilocal police, etc 

7. | ApprovalsiPermissions in respect of cs 
access of vehicles of WIPSIVIPs up to 
Tarmac Area at aiporis 

| Pre-embarkation Security Checks and 
Exemption therefrom 

(i) Policy matters A 
(i)_Other related issues cs 

8. | Aiport Entry Pass (AEP) & related issues 
(i) Policy matters B 
(i) Other related issues, including cs 

issue of AEPs to Government 
officers and recommendations, 
if any, for issue of AEPs to 
others, 

10. |Watier relating to Counter Terrorism C10 
Contingency Plan, Crisis Management 
Plan, National "Crisis Management 
Committee, ete. 

Ti, [Matters relating to Committee _ of cs 
Secretaries on Aircraft Hijacking (COSAH) 
and Central Committee and Aerodrome 
Committees 

12. [Advisory Committee on Civil Aviation 
Security (ACCAS) 

() General__issues __ike 
Ed 



Teconsitution of ACCAS, et C10 
(i) Meetings & Minutes c3 

13. | Meetings of other committees, including 
Technical Specification Committee & 
organization of civil_—_aviation 
‘conferenca/seminers:- 

(i) Day-to-day matters & general cs 

(i)___Meetings & minutes cs 
14, | Security functions of Ground handling 

agencies 
(i) Policy B 
(i) Routine matters & other issues cs 

15. | Various Policy proposals of BCAS C10 
approved by Ministry for execution (by 
BCAS) (such as Biometric Access 
Systems, installation of security-related 
devicesiequipment like RDEs, Body 
Scanners, shoe scanners, etc, 

16. | Matters relating to external security cs 
organizations such as TSA, etc., & studies 
by ICAO, ete. 

17. | Deployment of Sky Marshals of NSG & oy 
related issues 

18. | Deputation of officers of MoCA (Security, cs 
Division) and BCAS for international 
toursivsits, including seminars/trainings 
organised by CASP-AP, TSA, ICAO, etc. 

19, [Issues relating to clearance to hotel cs 
establishments in Aerocity, Delhi 

20. | Security arrangements, including mock 
dill, ete. at all aiports: 

() General issues including those cs 
related to Cargo Security, 
BDDS, dog squads, ete. 

(i) Matters relating to oy 
shortcomings 
Securtyrepors from 1B, MHA 
& others) & threats to 
airporis/alert messages 

21, | Examination of proposals received from C10 
CAS involving financial approvals 

22,_| Parliament Committees, including COPU cs 
23._| Audit Paras & settlement thereot C10 
24. | Court case/Legal matters C10 
25. | Documents & reports received from BCAS, 2 

(lke report on security clearances issued 
by BCAS) 

26, | Issues relating to AVSEC ordersicirculars cs 
of BCAS 

st 



AIRPORT AUTHORITY OF INDIA (AAI) SECTION 

‘SI. | Description of Records Retention | Remarks 
No. period 
1 Poliey matters relating to development of 8’ Keep Digitalze 

airport infrastructure in the Civil Aviation 
sector 

2 | Construction, development, modemization Keep Digitalize 
Upgradation of AAI alports and Civil 
Enclaves 

| Land matiers including transfer ‘alienation of |B Keep Digitalze 
AAI lang. 

4 | Land disputes between AAI and other) Keep 
agencies 

3 | Declaration of airports as Customs 7) "B Keep Digitaize 
International airports 

@_| Renaming of arports B Keep Digitalize 
7 | Creation of National Register of Airports C10 Digitaize 
'@ | Grant of Miniaina / Navraina status to AAT Keep 
‘9 | Matters relating to customs / immigration ot. cs 
10_| Aerodrome licensing B Keap Digitaize 
111 Corporatization of Air Navigation Services B Keep Digitalze 
12 /Mise, matters relating to Air Navigaiion| CS 

Services 
¥3__| Matirs relating to A Trafic Control e10 
¥4_| Matters relating to No fly zone os 
15 _| Misc. matters relating to air navigation C1 
16 | Matters relating to air space clearance cs 
17 Matters relating to air violations. c:10 
18_| Matters relating to NOTAM C5 
19. | Matiers relating to aerial sur cs 
20_| Matters relating to air shows: é3 
21_| Fatigue management of ATC personnel cs 
22 | Extension of waich-hours and night landing | _C-10 

facilities 
23_| Flexible use of air space (FUA) B Keep Digitaize 
24 | Creation of National Search and Rescue |B! Keep Digitaize 

Board 
25 | Policy/Rules/Guidelines relating to Height| “B Keep Digitalize 

| restrictions (SO-84 / ATM / VIP 83) 
26 GAGAN project B Keep Digitalize 
27 | Aviation metrology services and work relating | C-10 

to MET wing. 
2B | NOC for Heights clearance — forwarding of| C3 

‘Agpeal cases to NoC Cell, AAI 
23_| Policy on Flying Clubs B Keep Digitalze 
‘30__| Matters relating to Visa on arrival facility cs 
31 | Policy decision on User Development Fee & |B! Keep Digitalze 

Development Fee 
| Revision | waiver of various airport charges, | __C-10 Digitalze 

hanger charges, air space charges ete. 
33_[ Charges rolating to overlying operation of | _C-10 Digitalze 
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Toreignimiltary aircrafts 
‘34 | Exemption of aiport charges to UN Peace | OS Digitalze 

Keeping Mission, para-miltary forces otc. 
35_| Ar Indla/airines dues to AL os 
'36__| Budgetary Support (GBS) to AAI C3 
'37__| Release of budgetary support to AAT C3 
‘38 | All finance / budget / Planning Commission | C-3 

matters 
39_| Ground Handling Paloy Keep Digitaize 
40 Slot Management System and Slot Allocation |B! Keep Digitalize 

Poli 
“1_| MoU belwean AAI MGA os 
42 | Grant of license for CUTE, CUPS, CUSS, | C10 

Cute system 
| Purchase, installation & commissioning of al| OS 

necessary equipment at all airports 
4 Obtaining security clearance for akport | OS 

equipment 
45 |All customs duly matters, Exemptions trom | CS 

customs duty 
6_ Issue of Essentially Corficates os 
47_| Tender related issues c3 
48_| ACI-ASQ - Airport Service Quality survey C3 
49 | Al matters relating to thrust area C3 
'50_| AILRFD matters pertaining to AAT C3 
31 | Framing of Rules, Regulations and other Keep Digitalze 

folated mattors of AAT 
2 | Framing / approval / notiieation of rules and | ‘B! Keap Digitalze 

regulations under AAI Act 
'53_| Appointment of Chairman of AAT C0 
‘34 | Processing of Board level appoinimenis i] —_C-10 

AAAI through AGC. 
55 | Appointment of Chaitman and Boards level | _C-10 

Members of AL 
‘6 | Appointment of Non-Offcial (Part-time) | C-10 

Members of AAI Board 
‘37 | Appointment of Airport Advisory Committee | __O-S 

members at all airports 
'B_| Approval for foreign travel of Board Members | C3 

of AL 
'59_| Laying of Annual Report of AAI o3 
‘60_| Issue of MHA passes: VIP parking labels C3 
‘61 | Monthiy/Quarterly report on usage of Hindi C1 
{62_| Monthly DOs (ACC/Cabinet etc.) C1 
‘63. Parliamentary standing committee mailers cs 
‘64 | Establishment / service matiers relating to] C-3 

AA| employees 
@5. | All service | adminisiralive / establishment | As per Record Retention Schedule 

mmatiars of AAT published by DARPG 
@6. | Forwarding of VIP, PMO, and other Misc. | As per Record Retention Schedule 

references: published by DARPG 
@7. | Miscellaneous Court Cases ‘As per Record Retention Schedule 

published by DARPG 
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‘Sr. 

AIRPORT DEVELOPMENT (AD) SECTION 

Subject ‘Category of Record and duration 

File relating to concession Agreements signed 
between BIAL and Gol for establishment of 
Greenfiold Airport at Devenahalli(pre- 

| Transaction Period) 
File relating to concession Agreements signed 
between HIAL and Gol for establishment of 
Greenfiold Aiport at Shamshabad _(pre- 

| Transaction Period) 
Fie relating to implementation of Concession 
‘Agreements signed for HIAL & BIAL (post 
Transaction period) 
()Major decisions Le. tariff related issues, levy 
of UDF, ete. 
(i) Project detais related (ie. expansion, 
revisions of Master Plan, Board issues, etc) 
il) Misc issues 

Permanent Nature + digitize 

'B’ Permanent Nature + digitize 

()'B Permanent Nature + digitize 

@c-10 

Ai) C-4 
Fe relating to Project Agreements signed for 
restructuring and modemization of Delhi and 
Mumbai aitpors (pre-Transaction Period) 

"A’ Permanent Nature + digitize 

File relating to implementation of project 
agreements for Delhi and Mumbai (Post- 
Transaction Period) 
()File relating to land issues, Master Pian, 
O10G meetings, Tarif Related issues i. 
approval of OF, UDF, etc. ie. which are in 
Policy nature 
(i) Misc issues (Which are not Policy issues): 
(a) Le. request relating to day to day working 
facilitation, ete 
(©) request for car parking, complaints, issues 
relating to other agencies , etc 
(6) Issues relating to Connectivity, et. 

()'B Permanent Nature + digitize 

ip (a): C4 

0-3 

(05 

‘Greenfield Airport Issues: 
() File relating to approval /formulation of 
Greenfield Airport Policy 
(i) Fle relating to meeting/minutes of Steering 
Committee on Greenfield aiports 
(ii) Fle relating to grant of ‘in-principle™ 
approval of individual project (where in 
principle approval granted) 
(iv) fle relating 10 monitaring of Greenfield 
aitport Projects 
(¥). File relating to MHA clearance for 
Helipors/aistrips projects individuals 
(i) Mise file (Le. projects initiated but approval 

()'B Permanent Nature + digitize 

(i) B Permanent Nature + digitize 

(ii) Permanent Nature + digitize 

(ca 

(W)'B' Permanent Nature + digitize 

wes 
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was not grantediproper requests not received, 
etc.) 

7.__| PPP Projects (Policy issues) iB Permanent Nature + digitize 
@. | AERA/AERAAT relat (0 Enaciment of AERA Act, 2008, Amendment | ()‘B’ Permanent Nature + digitize 

in the Acts , etc. 
(i) Framing of Rules under AERA Act (i) Permanent Nature + digitize 
(i) Establishment of Authority and Tribunal | (i) °B’ Permanent Nature + digitize 
(Wv) Creation of Posts (iv) B’ Permanent Nature + digitize 
(©) Appointment of Chairperson, Member & | (¥) (a):C-1 Secretary: (a) Applications received (after selection) 
(o)Personal fies (0) as per instructions contained in the record retention schedule 
(w)Policy Issues ie. directions to AERA, Instructions to AERA etc. (vil) Misc Issues ‘e. grant in ald, issuance of | (v)'8' Permanent Nature + digitize 
passes, reimbursement of bil, et. 

| (wi) C3 
‘8. | Information given to oiher Ministries: 

(a) ie. comments on Cabinet Notes acs 
(©) comments on ITIR, POPIR, and other | (6) C-3 
related matters 
(©) General Information to Planning | (c) G-1 Commission/DEA/PMO/ Cabinet Secretariatiother departments (d) PMO Cab Sec specific information (aca 

70._| Court Case ‘As per record retention schedule 11. VIP references ‘As per record retention schedule 12. | General Informationifacis given to other | C-1 
Sections of this Ministry 

ss 



DIRECTORATE GENERAL (DG) SECTION 

‘SI. | Description of Records Retention period | Remarks 
No 
1, Establishment Matters 

Directorate General of Civil’ Aviation 
(occa) 
Policy regarding Administrative matters 5 
Land owned by DGCA B 
Building owned by OGCA 8 
lecruitment to various posts C10 
Farming of RRS. C10 
Pension Matters C10 
Court Cases. C0 
‘Appeal filed before the Secretary C3 
Pay fixation C10 
Delegation of powers to DGCA C5 

2, [Inquiry into accidents/incidents: 
Indian Aircraft 5 
Foreign aircraft C10 
Flying Clubs and Gliding cubs incidents C10 

[Incidents (ar safety) C5 
3._| Aero Club of India: 

Poli 5 
Flying GlubsiGiiing Centers cs 
‘Security Clearance of Flying/Gliing Clubs C10 

&_[ Aust Paras C5 

se 



FINANCE SECTION 
‘SI. |Mainhead | Sub-head | Retention period Remarks 
No. 
1. | Budget ca 

estimates / 
revised 
estimates 

2 Re: ca 
appropriation 

| Supplementary cs 
‘grants 

| Aecounis and | Audit ebjection | (a)For ‘eparimenis | Subject toa copy 
audit and audit| reported upon or | of the report 

paras, predominantly concemed: | being retained 
C10 permanently. The 
(O)For other interested | National Archives 
dopariments: C-3 may be 

consulted before 
any fle is 
destroyed. 

5. | Plan schemes | T7.Approved | ()Permanent for record of 
schemes major projects costing 

Rs.20 crores and above. 
Minor projects are normally 
completed in shorter time 
frame. 
{i)For others: C-10 

T2Not C3 
approved 
‘schemes 
1aReview of |C-3 aller closure of the 
‘ongoing scheme. 
schemes 

| Budget ci0 
estimates for 
five year plans. 
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GENERAL AVIATION (GA) SECTION 

‘SI | Subject Category of Record and 
No. duration 
Indira Gandhi Rashtriya Uran Akademi (IGRUA) 
1. | Purchase of aircraft for IGRUA 
2. | Release of funds to IGRUA 
3. | Memorandum of Association 
@,_| Establishment matters 

Re-designation of posts| C40 
Creation of posts 8 
Pay Scales and allowances for IGRUA C40 
employees 
Framing of RRs 8 
Selection Committee cs 
Expenditure Finance Commitee proposal 
TCAO - UNDP Projects - IGRUA 
Policy matters of IGRUA including Management 
Contract of IGRUA with Mis CAE. 

| BUDGETARY MATTERS RELATING TO cs 
IGRUA 
Preparation/Examination of budgetary 
Estimates/Revised Estimates! 
Supplementary Grants 

Pawan Hans Limited 
1. | Establishment matters 

Re-designation of posts C40 
Creation of posts 8 
Pay Scales and allowances for |GRUA C40 
employees 
Deputations /delegations/training cs 

2. | Allmatters including Constitution of Board of 8 
Directors 

se 



‘All administrative matiers except appointment to 
‘be made with the approval of ACC 
BUDGETARY MATTERS RELATING TO PHL cs 
Preparation/Examination of budgetary 
Estimates/Revised Estimates! 
Supplementary Grants. 
HELICOPTER OPERATIONS C10 
request for posting! transfers promotion! cs 
housing; SG/ST matters etc; verification of 
characters & antecedents of employees. 
‘SEAPLANES ISSUES. cs 
‘Aviation University (Education Training) C10 

sa 



INFORMATION TECHNOLOGY (IT) CELL 

‘i | Main Head ‘Subshead Retention | Remarks 
No. perlod 

1. | Policy fu Development of MeCA | C10 

BNC to the Blade| C10 
Services 
e-afce in MoCA 0 

Video conferencing in| C-10 
Moca 

2 Training Training ofofeers nT | CS 

Conference Seminar} C3 
related wih IT 
Workshop organized | 03 
by Doty 
Conference on os 
govemance 
Workshop on cyber} OS 
security 

3. | Miscellaneous Uploading of Materials’) 5 
documents. on MoCA 
portal Demo of MaCa poral os 

Updating of Website of| C3 
the MoCA 



Category of Record and 
duration 

Establishment of Rajiv Gandhi’ National 
‘Aviation University (RGNAU): 

Matters relating to establishment of RGNAU 

‘Appointment matter of RGNAU 

Miscellaneous matter of RGNAU. 

°B’, Permanent Nature 

o10 
os 

Guidelines on Air Freight Stations and Air 
Cargo Logistics operations 

°B, Permanent Nature 

‘ir Cargo Logistics Promotion Board: 
Policy matter of Air Cargo. Logistics 
Promotion Board 

°B’, Permanent Nature 

Minutes and Agenda otc. of meetings os 

‘Rit Cargo operations complaints received ca 
from various stakeholders. 
Gil Aviation Economic Advisory Counc cs 

National Transport Development Policy cs 
Committee. 
‘Ombudsman: 

Fes relating to Policy issues of Ombudsman 
Miscellaneous matter of Ombudsman 

°B’, Permanent Nature 
os 

6 



VIGILANCE SECTION 

5, | Description of record Fotention Period | Remarks 
No [Main -Head | Sub- Head 
1. | Centra Givil 1. General Ror B calogory, Services notficatins | depending ont 

(Classification, Schedule | content value, in 
Control & Appeal) | regarding | caso of  dopartments 
Fules- appointing | issuing” the orders! 
Clarification and | Author, instructions etc. and 
interpretation” | Disciplinary | departments 

‘uthorty and | concerned; other 
Appoliate | departments need keep Author only the stand 

15 Regarding | orders, weeding out t 
charge sheets, | superseded ones, as 
documentary | and when they become 
evidence, _| obsolete. 
Enquiry Orcer, 
examination of 
witnesses and 
show-cause 
notices 

"Regarding 
penalties 15 Regarcing 
consultation 
with UPSG. 

16 Regarding 
appeals and 
paitions "7 Regarcing 
suspension and 
subsistence. 
allowance 

Z| Ailindia Services. General Ror B calgon, 
(Discipline & 2: Rogaraing | depending ont 
Appeal) Rules, | ules 1t07 | content value. in 
1955 — Regarding | case. of departments 
Claritication and | fules 8i011 | issuing the orders! interpretation Regarcing instructions ete. and 

Rules 12to 18_| departments 
Regarding concerned: other 

Rules 190.23 | departments need keep 
only the stand 
‘orders, weeding out t 
Superseded ones, as 
land when they become 
obsolete. 

3 | Complaints 1. GroupA (ayThose [C3 Wasaresut 
2: Group B Teasing 10] aftrthe | of the 
. Group vigianee i] nal | complaint a 
44. Group D discipinary | dsposal | warning is 
5: General = enquiries |of issued” to 

appeal_| tne Govt 
@ 



against wo oF ‘or tinal [servant —a 
more classes, Judome | copy of the atunder | relevant 

(e)Aronymou | the” | order wil be mee normal | Sisced in 
Beeutonm | oie | 
os ottaw. | personal complaints a 
on which " 
on acton is | To be 
taken: | destoy 

eo at 
(eroner | the end 

complaints | of ‘the 
year 

ca 
Disciplinary [1. Group A | a)Resuling | C3 | Subject to proceedings [2 Group B ater the | an 

3. Group C final” | authenticat 
4. Group D ot aos: | Peel] cory ot area enaties: | o 1eorder 

nay sppeal|regaring 
onal | impostion judgme | gf penalty ntunder under | or waring 
normal | Being 

(eyResuting | course | placed in 
in ctlaw. | he 
texonerato personal fle 
reo te lca  |and a 
Secused | after the | suitable 
aiicals | final | entry being 
with or| disposal | made in the 
without | or | appropriate 
warning: | appeal_ | service 

or tna | record 
dome ntunder 
the 
norma 
ota 

Prosecutions | 1, GroupA a) Resuling (C2 | Subject to 
2. Grow B in ater the | an cor imposiion | final | authenticat feee ot disposal | copy of 
S.uoinienqury | Perales: of | the. order appeal rogarcing 

onal | mpostion 
ranger | peal tnd | o¢ yarn 

6 



noma boing toyRosuing Jeouse placed in is cttaw._| ne 
sos] |e 
accuses ‘suitable 

wa 8/03. | ade nthe Mitout | Sher Marg: | fra | spree poea Aispsal Soa, 
Seoes 
age 
te nal 
alla ‘peas iGawA 03a Wr theft asa 2 Grau preserbed "tention | resut ot the S-GraupC—— period, "whichever is | appeal the Group | bare. ogra 

mood. ¢ Cony at the 
teat bo 
placed in fe 
personal fle aes Sable entry made ne 
Sbpcopiate 
‘oon 

Peiiions iGawA C3 a wows a 2 Grau preserbed "tention | resut ot the ScGraupC—— period, "whichever is | appeal the Group Dearie. ogra 
mood. ¢ Cony at the 
teat bo 
placed in he 
personal fle ae sulle entry made whe 
appropriate 



reco, 
@ | Court cases’ | 7, Group A 3 years afier final | Subject to a 

Arbitrations/ [2 Group B Clearance from | copy of the 
Enquiry! Audit (3. Group C Arbitration, Litigation, | court order 

4 GroupD Enquiry oF Audit as the | being 
case may be or til the | placed in 
prescribed retention | the 
period, whichever is | personal fle 
later. ‘and, where 

necossary a 
suitable 
entry being 
‘made in the 
appropriate 
0°03, 

9. | Central Civil | ¥. General ‘Kor 8 category, 
Services notifications | depending on the 
(Conduct) Rules, |2. Regarding | content value, in the 
1964- Clarification | Fules 1107 case of departments 
and interpretation |3. Regarding | issuing the orders 
of Rules 810 11__| instructions etc. and the 

Regarding | departments 
Rules 12 to 18 | concerned; other 

Regarding | departments need keop 
Rules 19025 |only the standing 

‘orders, weeding out the 
superseded ones, as 
land when they become 
obsolete, 

10. | All india Services |1. General "Kor 8 category, 
(Conduct) Rules, | “notifications | depending on the 
1954 = |B Regarding | content value, in the 
Clarification and| Rules 1107 | case of departments 
Interpretation of [3. Regarding | issuing the orders 

ules 810 14__| instructions etc. and the 
% Regarding | departments 
ules 15 to 20 | concerned: other 

departments need keep 
only the standing 
‘orders, weeding out the 
superseded ones, as 
land when they become 
obsolete, 

17. | Central Civil /7. General "Kor 8 category, 
Services notifications _| depending on 
(Gafeguarding of /2. Regarding | content value, in the 
National Security) | Rules 1107 | case of departments 
Rules, 1953/3. Regarding | issuing the orders 
Clarification and | Rules 8 0 14 instructions etc. and the 
Interpretation of [4 Regarding | departments 

ules 15 to 20 | concerned: other 
departments need keep 
only the standing 

6s 



‘orders, weeding out & 
superseded ones, as 
land when they become 
obsolete, 

12. | Employment of J, inimation | C-3 
dependents in /2. Sanction 
private 
firms/foreign 
missions in India 

73. | Participation — in| intimation ca 
polities 

14. | Radio broadcasts, | Sanction os 
contribution of 
articles editing or 
managing of 
newspapers, publications: 

15. | Evidence before _| Sanction os 
Committee of 
Enquiry 

16__| Subscriptions | Sanction oa 
17. | Gifts intimation 
18. | Private trade | Sanction ca 

employment 
18. | Moveable’ 1. Property Ko 8 calogory, 

Immovable returns depending ont 
property (general content value, in t 

aspects) case of departments 
issuing the orders! 
instructions ete. and t 
departments 
‘concerned: other 
departments need keep 
only the standing 
‘orders, weeding out t 
superseded ones, as 
land when they become 
obsolete, 

2 Returns of —[(a)in C3 _affer | Should 
Group A respect | the issue | preferably 

3. Returns of of of final | be dealt 
Group B ‘employ | pension’ | with on a 
(Gazetted) 5 | gratuity | separate file 

Returns of centtied | payment | each oficial 
Group 8 to order — | t0 be kept 
(Non: retireme ‘open 
Gazotted) nt C-3 after | throughout 

5. Returns of benefits | the the official 
Grupo | (ein employee | career of 

respect | has the 
‘of other | ceased to | government 
employ |be in servants, 

intimation [6-3 ‘Should 
6 



7. Sanction preferably 
be dealt 
with ona 
separate fle 
teach official 
to be kept 
‘open throughout 
the official 
career of 
the 
government 
servants, 

20. Vigilance 
Administration 

1. General 
aspects 

Ko B calegay, 
depending ont 

2 Acts, rules, 
manuals 

content value, in 
case of departments 

3. Vigilance s 
fd 

issuing the” orders! 
instructions ete. and t 
departments 
‘concerned: other 
departments need keep 
only the standin 
‘orders, weeding out t 
superseded ones, as 
land when they become 
obsolete, 

“@. Meatings ——|(a)For ‘opeopela 
dopartme | te period 
nt to" be 
‘organizin | prescribe 
a such | by 
meetings: | deparime 

nis 
din ther 
record 
retention 
schedule 
“08 

(O}For other 
doparime 
nis 

ca 
5. Appointment | CS 

‘f vigilance 
officers in 
Ministries 
departments 

6. List of officers | C-10 
‘of doubtful 
integrity 

7 Casesof | C10 
difference of 
‘opinion with 

67 



Central 
Vigilance 
Commission 

@ Cases of 
difference of 
‘pinion with 
‘ther 
Constitutional 
Bodies 

9. Granting of | OS 
vigilance | 
clearance in 
respect of 
different 
‘lasses of 
officers and 
the staf 

70. Annual Report | C5 
of ove 

2i. | Prosecution of | 1. General ‘Kor 8 category, 
further studies aspects depending ont 

content value, in 
case of departments 
issuing the orders! 
instructions ete. and tl 
departments 
‘concerned: other 
departments need keep 
only the standi 
‘orders, weeding out t 
superseded ones, as 
land when they become 
obsolete, 

2 Permission | C-3 or one year afer | Subject 10 
completion of study, | suitable 
whichever is later. entry being 

‘make in the 
appropriate 
record and 
authenticat 
copy of 
the order 

22. | Membership of | 1. General Ko B calegory, 
Territorial Army, | aspects, depending ont 
Auxiliary Air force 
and Naval 
Reserve 

content value, in t 
case of departments 
issuing the” orders! 
instructions ete. and t 
departments 

ee 



‘concerned: other 
departments need keep 
only the standin 
‘orders, weeding out t 
superseded ones, as 
land when they become 
obsolete, 

Permission 

6 

C3 or one year affer 
the official has ceased 
to be a member of such 
‘organization, whichever 
is later. 



AIR INDIA (Al) SECTION 

S.No. ‘Subject Category of 
duration 

record and 

Purchase of Aircraft 
Tumaround Plan and Financial 
Restructuring Plan of Air India 
Merger of Air India & Indian Airines 
relaied files and other IR issues 
related to Merger including 
recommendation of various 
Committees (Justice Dharmadhikari 
Committee, IARC etc.) 
Various Guarantees given by GOIto 
support Air India 
Salary of employees of Air India & 
its Subsidiaries including revisionite- 
structuring of salary 
‘Appointment of CMD, _JtMD. 
Funetional Director on the Board of 
Al, CEO of Subsidiaries and related 
services matter 
‘Appointment of Consultants, 
processing of cases for post. 
retirement employment 
Haj Operations(includes tendering 
of airlines for Haj, Cabinet Note, 
signing of MoU, sanctioning of 
payments) 

70. 

1 

MoU by Al with MoCA and its 
‘Subsidiaries 
Reports of various Parliamentary 
Standing Committee 
‘Audit Paras and other matter 
relating to Audit objection 

3 

3 

12. VIP references and references 
received from other important 
dignitaries on issue relating to public 
importance 

3 

73. ‘Court Cases on various issues of AI C3 
14. Grievances, complaints etc. on 

various issues of Al 
3 

75. VIP reference & references received 
from other organization on issues 
relating to requesticonsideration of 
individuals or issues of general 
nature: 

3 

76. ‘Air India & its subsidiaries matters 
pending with various 
Ministries/Organisation/authorities 

3 

Ed 



Te. MoF, MoUD, MIAL, DIAL, OMCs 
ete. 

17. 

18. 

References received from 
Coordination, fortnightly reports, 
demand for grants, annual 
plan, DERE etc. 
Budgetary matters relating to Air 
India and its Subsidiaries 

3 

3 

n 
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GOVERNMENT OF INDIA 
MINISTRY OF CIVIL AVIATION 

INTRODUCTION NOTE 

(xiv) This Record Retention Schedule is for the records pertaining to 
substantive functions of the Ministry of Civil Aviation. 

(xv) Retention periods in respect of records which fall in the category of 
Records Common to all Departments, such as, matters pertaining 
to Establishment, Hindi and Parliament etc. should be reckoned 
from the Record Schedule in respect of Records Common To All 
Ministries/Departments prepared by the Department of 
‘Administrative Reforms and Public Grievances. 

(xvi) The Retention Period for Category "A" and Category “B" files is 25 
years from the date of opening of the files. In the case of a 
Category “C’ file, the retention period is to be reckoned from the 
date of their recording. The classification of each file should be 
distinctly written with the red ink on the top left corner of the each 
file cover. 

(xvi) While prescribing the retention period for the category *C" files in 
the enclosed Retention Schedule slabs of C-1, C-3, C-5 and C-10 
may be followed, where the numerical stands for number of years of 
retention of a file. All Category °C’ files must be reviewed by the 
concerned sections on the expity of the specified retention period. 
While doing so, these files, if so required, may be granted a further 
lease of life not exceeding a period of ten years, or upgraded as 
“B", depending upon the importance of the subject matter dealt with 
therein, 

(xvi) Category “A” and °B" files may be appraised by the said Records 
Creating Agency in consultation with the National Archives of India 
after 25 years of their life. The files selected for permanent retention 
after appraisal, may be transferred to the NAI for their permanent 
‘custody and scientific preservation as per provision of section 6(1) 
(c) of the Public Record Act, 1993 and the rule § (2)(3)(4) of Public 
Records Rules, 1997. 

(xix) In the case of records other than files, the retention period will be 
counted from the year in which is has ceased to be current. 

(xx) If records related to two or more subjects for which different 
retention petiods have been prescribed, it will be retained for the 
highest of such period. 

(xxi) In exceptional cases, a record may be retained for a period longer 
than the specified in the Schedule if it has certain special features 
for such @ course is warranted by the peculiar needs of the 
section/division. The records may be required to be kept for longer 

7% 



period because of courl cases, pending audit paras, elc. in no case, 
however, will a record be retained for a period of shorter than 
prescribed in the Schedule 

(xxii) If a record is required in connection with the disposal of another 
record, the former will not be weeded out until after all the issues 
raised on the later have been finally decided, even through the 
retention period marked on the former may have expired in the 
‘meantime. In fact, the retention periods initially marked on such 
records should be consciously reviewed and , whether necessary, 
revised suitably. 

(2x) All sections of the Ministry may be ditected to maintain the File 
Register as prescribed in Para 97 and Appendix 22 of the CS MOP. 

(xxiv) A regular Programme of recordingireviewingiweeding of record 
should be undertaken by each section of the Ministry and progress 
in this regard should be monitored. 

(xv) Timely transfer of all semi-current records to be Departmental 
Records room may be also be ensured, as per provisions of Para 
112 of the MOP. 

(xvi) All sections are requested to ensure that the provisions contained in 
the Record Retention Schedule are strictly followed. 

Categorization of Records 

(iv) Category “A” meaning “keep and microfilm’ 
(b) Files which qualify Tor permanent preservation for administrative 

purposes and which have to be microfilmed because they contain: 
(iv) @ document so precious that its original must be preserved 

intact and access to it in the original from must be restricted to 
the barest minimum to avoid its damage of loss ; or 

() material likely to be required for frequent reference by different 
parties simultaneously/requently 

(vi) Files of historical importance. 
() Category “B” meaning “keep but do not microfilm ~ This category 

will cover files required for permanent preservation for administration 
purpose. It will, however, excluxde the nature of material falling under the 
category described in (i) or (i) of sub-para (1) (a) above and therefore 
need not be microfilmed. 

(vi) Category “Cc” meaning “keep for_specified period only” . This 
category will include files of secondary importance having reference 
value for a limited period not exceeding 10 years. In exceptional cases, if 
the record is required to be retained beyond 10 years it will upgraded to 
B Category. For C-3, C-5 & C-10 means Category °C’ files to be kept for 
B years, 5 years and 10 years respectivel 

1s 



RECORD RETENTION SCHEDULE IN RESPECT OF RECORDS 

COMMON TO ALL MINISTRIES/DEPARTMENT: 

ADMINISTRATION 

S.No. Description of record 
Wain Head 

@) 
Creation and 
classification of 
posts, 

70. 

‘Sub-Head 
@) 

Confinuancelab 
oltionirevival of 
posts 

Conversion of 
temporary posts 
into. permanent 

Retention period 

@ 
Category 

Remarks 

@ 
Subject to 
particulars of 
sanctions 
‘being noted in 
Establishment 
si Sanction 
Register. 
Roler GFR 
appendix 13, 
Annext 
Subject to 
particulars of 
sanctions 
‘being noted in 
Establishment 
J Sanction 
Register. 
Roler GFR 
appendix 13, 
Annex 

Tr Greation of post 
of permanent 
nature 

Category Subject to 
particulars of 
sanctions 
‘being noted in 
Establishment 
si Sanction 
Register. 
Roler GFR 
appendix 13, 
Annex-t 

2. Creation of 
temporary post 
in Personal 
staff of 
Minister 

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

73, Revision of 
scales of pay 

16 

Category Bin the case of 
departments issuing the 
orders and departments 
concemed: 
Category °C’ for 
dopariments who. may 
only the standing 

other 
keep 

order, 

Subject to 
particulars of 
sanctions 
‘being noted in 
Establishment 
si Sanction 
Rogister. 



weeding out the superseded 
ones, as and when they 
become obsolete 

14, Upgradation of | C-10 Subject to 
posts particulars of 

‘sanctions 
‘being noted in 
Establishment 
sv Sanction 
Rogister. 
Rofer GFR 
appendix 13, 
Annex 

16. Re-designation | C-10 Subject to 
of posts particulars of 

sanctions 
‘being noted in 
Establishment 
sv Sanction 
Rogister. 

¥6 Pianinon-Plan | OS Subject to 
posts particulars of 

‘sanctions 
‘being noted in 
Establishment 
si Sanction 
Register. 

Recruitment 17. Recruitment | Category ‘Bin the case of 
(general dopariments issuing the 
aspects) orders and departments 
including concemed: 
provisions of the | Category | 'C’ for other 
Constitution | departments who may keep 

only the standing order, 
weeding out the superseded 
jones, as and when they 
become obsolete 

TE. Appointment of | C-5 or after verification of | Subject to the 
dependents of | Audit whichever is later. | application of 
deceased the candidate 
‘employees and an 

authenticated 
copy of the 
order of 
‘appointment 
being kept in 
the » personal 
file. 

18. Appointment of | C-10 Subject to the 
honorary bio: 
workers! data/applcatio 
consultants n of the 

candidate and 

n 



‘authenticated 
copy ofthe 
order of 
‘appointment 
Betng Kept in 
the» personal 
fie 

20. Appointment of | C70 Subject To the 
Non: Indians appleation of 

the candidate 
and an 
authenticated 
copy ofthe 
order "of 
‘appointment 
being Kept in 
the» personal 
fe 

2i. Esimate C5 (Thvee years would be 
(annua) of compute after recruitment 
vacancies process is completed.) 

22. Employment (@) C10. in. respect of 
ports and Scheduled 
Imaintenance of Castes/Tbes 
roster 

23, UPSC TCS in the case of 
(Exemption otners 
from 
Consuitation) 
Regulations 

24. Framing of | Catagory 8 in the case of 
reerutment “| departments "issuing the 
‘ules orders and departments 

concerned, 
Category ©’ for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
jones, as and when they 
become obsolete 

25.Noification to | Category 'B’ in the case of 
and release of | departments issuing the 
vacancies by | orders and departments, 

Wi. Local concemed: 
employment | Category | 'C’ for other 
exchange | departments who may keep 

W.DGE&T. | only the standing order, 
weeding out the superseded 
jones, as and when they 
become obsolete 

26. Nomination of 
candidates by | C-3 
local 
‘employment 
exchange and 

i 



Their selection 
27, Recruitment trough Employment 

‘exchange 10 orerd Sect) 2 Rtttont through Minty a Porsomel Puc Grovances an | 610 
inctging Subject othe 

BE Recttinen By 
Ministries candidate and 
including C10 authenticated DEOsiMesseng copy ot he ror t 3 Recent Spponiment ee kopt in mart, the porcona mreushg | oo he 
int ot 
applcations ST Recttnont trough UPsc inoudng 
‘eouimont a 
recommendatio | C10 meorurse noua Grow 8 SE Roattent Sabet we ciheruse than pation ot fiougn UPSO Ie eile 

athoncated oxo coyote ror t Spponiment ee kopt in the porcona ie Scheduled. casies 7 Resoraion In Calogoy “6h he case of Tho and Sonedsled | sorsces'”” |” dopatmerts_"iseung’ te | Depanment of ties (©) Sunecues ovis” and. ‘dopatmens | Personal & case! | concomed Trang and SErecued | Eaagay’ ctor _ctnr| Commas bes departments who may Keop| Stor (one cn The standing” oo, | Scheduled Modding out the sporsoded | Gases and 
nm 



‘ones, as_and when 
become obsolete 

they Scheduled 
Tribes as 
authorities 
responsible 
for overall 
policy and co- 
‘ordination in 
the matter, 
may keep 
‘such records 
tor 
‘appropriate 
longer periods 
to be 
prescribed by 
them in. thelr 
respective 
record 
retention 
schedule. 

@ Return ca 
regarding 
appointment 
‘and promotion 
made without 
consultation 
with UPSC. 

Subject to (a) 
files not being closed til after 
the 
presentation of the 
‘Commission's 
report to 
parliament; and ) 
corresponden ee regarding 
difference of 
‘pinion 
between the 
UPSC and the 
administrative department 
being dealt 
with on the 
‘appropriate 
recruitment 
file. 

8. Selection 
Committees for 
recruitment of 
personnel c3 or ca 

(©) Constitution | later 

{a} Proceedings __| whichever is greater 

reconstitution, whichever is, 

Petiod of limitation or 0-3 

10, Relaxation of | C-3 
‘ageleducational 
Qualtication 

20 

Subject to a 
suitable entry 
being mac 



Retrenchment 

Verificationire- 
verification of, 
character and 
antecedents 

the 
‘appropriate 
service record 
(Le) service 
ook or 
service card) 
and an 
authenticated 
copy of the 
‘order being 
placed in Vol 
I of Service 
‘book/personal 
fle. 
Rofer GFR 
appendix 13, 
Annex 

Ti. Condonation of 
break in service 

C4 Subject 10 a 
suitable entry 
‘being made in 
the 
appropriate 
service record 
(ie) service 
book or 
service card) 
and an 
authenticated 
copy of the 
order being 
placed in Vol. 
Il of Service 
book/personal 
file 
Reter GFR 
appendix 13, 
Annex-t 

2 Engagement of | G5; or C-1 affer completion 
casual labour | of aut, whichever is later. 

7. General 
Principles 

Group A Gaiegory Bin the case of [A Copy ofthe 
9. Group 8 departments issuing the | order willbe 
10.Group B (Won) orders and departments | placed in the 

Gazetted) concerned; personal file 
11. Group C Category" 'C’for_ other 
12. Group © departments who may keep 

7. Rules (General 
aspects) 

only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 
Category ‘B’ in the case of 
departments issuing the 
orders and departments 
concemed: 

a 



Category Cfor other 
epariments who may keep 
only the standing order, 
weeding out the superseded 
jones, as and when they 
become obsolete 

Group A (C1 for all Subject ta 
9. Group 8 suitable entry 
10, Group 8 (Non: being mac 

Gazetted) the 
17. Group C appropriate 
12. Group D sorvice record 

andthe 
verification 
Teport itso 
being kept in 
Vol. ll of the 
‘service book! 
personal fle 

Wedical 7. Rules (General | Category “6” in the case of 
Examination aspects) dopartments issuing the 

orders and departmenis 
concemed: 
Category 'C° for other 
departments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

Group A (C1 forall Subject to a 
9. Group 8 suitable entry 
10, Group 8 (Non: being made in 

Gazetted) the 
17. Group C ‘appropriate 
12. Group D sorvice record 

andthe 
verification 
Teport itso 
being kept in 
Vol. ll of the 
‘service book! 
personal fle 

Personal files | 9. Secretaries | (c) Those — eligible for | On the expiry 
(Gazetted) Special retirement) terminal | of the 

Secretaries /| benefits: C-5 after issue | specified 
‘Adkitional of final pension / gratuity | retention 
Secretaries payment ordor period, 

10. Joint (@) Others: C-5 after they | personal files 
Secretaries hhave ceased to be in | of officials who 

11. Director/Deput sorvice have made 
Secretaries significant 

12. Under ‘contribution in 
Secretaries any field of 

13. Section activity (e.g 
Officers administrative, 

a2 



1a, Stenegrapher sean, 
(selection economic, 
‘grade) social) and 

15, Stenographer have won 
(arade') national 

international 
recognition, 
should be sent 
to tho National 
Aches. 

16. Correspondane | 7 
© regarding 
requisition, 
transfer, return 
ote 

& [Personal files | 14 Research | (@)__Those_olgible_for| On the expiy 
(Non-Gazetted) ‘Assistans/Tee | retirement) terminal bonetis: | of the 

hnical G5. altar “issue of final | Spectied 
‘Assistants! | pansion / gratuity payment | retention 
Statstical | order pried, 
Assistants personal. ties 

15. Assistants of officials 
16. Stenographers |(b) Others: C-5 alter they | who have 

(grade) | have ceased to be in service” | made 
17 nvestigators significant 
18. UDCs centreuton in 
18. Stenographers any fil (grade Ih actviy (0.9 
2OLDCs administrative, 
ae seienitc, 

ohvers ‘economic, 
2 Jamadars 7 social) and 

‘aftaies have won 
25. Peons national 
2A. Farashos imematina 
25. Sweepers recognition, 
26. Correspondenc |G sald be 

regarding National 
Archives. 

%Sewiee Records | 12 History of (6) For ‘deparimenis 
Senices preparing and bringing out 

13. Group A {he compat ‘C-5 
18. Group B (@) For other department (0 

those supplying material 
for inclusion therein: one 
year after issue of the 
Compilation 

15. Change ia 03 Subject to a 
name of a suitable entry 
‘government boing made in 

83 



sewant the 
‘appropriate 
service record 
andthe 
Verification 
report itso 
being kept in 
Vol. ll of the 
‘service book! 
personal fi 

16. Aeration in 
the date of 
bien 

c3 Subject to a 
suitable entry 
being made in 
the 
‘appropriate 
service record 
andthe 
Verification 
report itso 
being kept in 
Vol. ll of the 
‘service book! 
personal file 
Refer GFR 
appendix 13, 
Annex-t 

17.Change in 
quaifcation of 
‘government 
servant 

C3 Subject to a 
suitable entry 
being made in 
the 
‘appropriate 
service record 
andthe 
Verification 
report itso 
being kept in 
Vol. ll of the 
‘service book! 
personal file 
Refer GFR 
‘appendix 13, 
Annex 

T8.Cul “it, 
‘gradation 
seniority lis: 

(6) In the case of 
departments 
preparing and 
bringing out 
the 
‘compilation 

(@) In the case of 
‘ther 
departments, 

2 

C3 

‘One year after 
relevant compilation 

issue of 
Roter GFR 
appendix 13, 
Annex 



(le those 
supplying 
information for 
such 
‘compilation) 

18. Veriication of | C1 Subject of 
age and authenticated 
educational copies of the 
‘quaitfications relevant 

cortcates 
being kept in 
Vol. of 
‘service book! 
personal fle 

20. Admission of | C-or f year after completion | Subject to a 
previous of aucitwhichever is later | suitable entry 
Service not being made in 
supported by the 
authenticated ‘appropriate 
service record, service record 
eg. through andthe 
collateral Verification 
evidence report itso 

being kept in 
Vol. ll of the 
‘service book! 
personal file 
Rofer GFR 
appendix 13, 
Annex 

21. Nomination | C4 Subject 10 the 
relating to 
family pension 
and DOR, 
‘gratuity 

omination in 
original or an 
authenticated 
copy there of 
(where 
original is kept 
withthe 
audit), as the 
case may be, 
being placed 
in Vol. I of the 
‘service book! 
personal file 
Refer GFR 
‘appendix 13, 
Annext 

22GP. Fund | Or 
nomination 

Placed in Vol 
ot the 
‘service book 
of Group D 
government 
Servants and 
() the 
homination in 

as 



cofiginal oF an 
authenticated 
copy thereof 
being placed 
in Vol. ofthe 
‘service book! 
ppersonal file in the case of 
other 
government 
Servants, 
Roter GFR 
appendix 13, 
Anne 

70. | Posting and |7. General aspacis | Catagory Bin the case of 
departments issuing the 
orders and departments 
concemed: 
Category 'C' for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

Group A {c) It involving change of | Subject to a 
9. Group 8 office: 6-3 suitable entry 
10, Group 8 (Non: ‘being made in 

Gazetted) the 
11. Group C (@) Inothor cases: C-1 ‘appropriate 
12. Group D sonvice record 

land register of 
postings, and 
authenticated 
copy of the 
‘order being 
placed in the 
personal fe 
Subject to a 
suitable entry 
‘being made in 
the register of 
postings. 

it. | Seniority &, General Catagory Bin the case of 
principles dopariments issuing the 

orders and departments 
concemed: 
Category 'C° for other 
epariments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

&_OSS Rules (c) Permanent nature in the 
7._GSSS Rules case of department 

26 



@, CSCS Rules issuing the rules, orders 
lc; other departments 
need keep only the 
standing orders and 
instructions, weeding out 
the superseded ones as 
‘and when they become 
obsolete. 

(@) Fixation of seniority in 
individual cases : C5 

‘Representation | C-5 the 
s representation 

results in the 
original 
seniority being 
revised, an 
authenticated 
copy of the 
relevant order! 
decision will 
bbe kept in Vol 
I of service 
book! 
personal fle 

12 | Leave (other than |@. Rule (General | Category ‘B” in the case of 
study leave and| aspects) departments issuing the 
casual leave)/ LTC orders and departments 

concemed: 
Category 'C' for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

9, Group A Subject oa 
10, Group B suitable 
11. Group 8 (Non: entries being 

Gazeted) 6-3 in all cases made in the 
¥2, Group C ‘appropriate 
18. Group D sonvice record 

and leave 
‘account. 

14 Leave roster | To be destroyed at the end of 
the year 

73. | Modified Assured |4. Group 8 C10 ‘subject to 
Cartier, 5, Group B (Non audit 
Progression Gazetied veritication 
(mace): 6. Group C 

Casual___Leave |7._ Rules Category Bin the case of 
a7 



14, (including special 
leave) 

departments issuing the 
orders and departmenis 
concemed: 
Category 'C° for other 
epariments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

Group A {c) Casual leave: To be 
9. Group 8 destroyed at the end of 
10; Group & (Non-| the year 

Gazetted) 
17. Group C (@) Special casual leave: O-1 
12, Group D 

18. | PayiSpecial Pay | 7. Rule (general A’ or ‘6’ category, depending 
aspects) fon the content value, in the 

case of departments issuing 
the orders! instructions. etc 
andthe departments 
concemed: other 
oparimenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
‘and when they become 
obsolete, 

&_Group A C3 or one year after | Subject to a 
9. Group B completion of audit, | suitable entry 
10. Group B (Non: | whichever is later. being made in 

Gazetted) the 
17. Group C appropriate 
12. Group D sorvice record 

and pay bill 
register and 
authenticated 
copy of the 
‘order, where 
issued, being 
placed in the 
personal fle 

16. Increments & Rules (general | Category “Bin the case of 
aspects) dopariments issuing the 

orders and departments 
concemed: 
Category 'C' for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

7. Advance 
increments 

8 

C3 or one year after 
completion of aud, 
whichever is later. 

Subject toa 
suitable entry 
‘being made in 
the 



‘appropriate 
service record 
and pay bill 
register and 
authenticated 
copy of the 
‘order, where 
issued, being 
placed in the 
personal fle 

®. Withholding of 
increments 

C10 oF C3 aller the final 
disposal of appeal or final 
Judgment under the normal 
‘course of law, whichever is 
later. 

Subject to a 
suitable entry 
‘being made in 
the 
‘appropriate 
service record 
and pay Bill 
register and 
authenticated 
copy of the 
‘order, where 
issued, being 
placed in the 
personal fle 

9. Representation 
and petitions 

cs it the 
representation 
results in the 
original order 
being revised, 

authenticated 
copy of the 
relevant 
‘orderidacision 
will be kept in 
the precedent 
‘book, 
personal file 
‘and suitable 
entries make 
in the 
appropiate 
record. 

10. Grant of 
Increments 

C5, subject to Audit 
verification 

7, Delegation 
Powers, 

of % CWil Service 
Froguiations 

10. Delegation of 
Financial 
Powers Rules, 
1958, 

TLFR& SR 

‘A’ or 'B' category, depending 
fon the content value, in the 
case of deportments issuing 
the orders! instructions. etc 
andthe departments 
concemed: other 
departments need keep only 

Permanent in 
the case of 
department 
issuing the 
‘order and the 
departments 
concerned. 

a9 



ie Honorarium 

GFR the standing orders, weeding | other 
13. Central ‘out the superseded ones, as | departments 

Troasury Rules | and when they become | need keep 
74. Central Pubic | obsolete. only the 

Works standing 
‘Accounts Code orders, 

15. Declaration of weeding out 
officers as the 
Head of superseded 
Department ‘ones as and 

when they 
become 
obsolete, 

T6.Dedaralion of [C3 or til they are 
officers as | superseded (whichever is 
Controling | later) for departments issuing 

officers the orders and departments 
concemed: other 
opartmenis need keep only 
the standing orders. weeding 
‘out the superseded ones as 
‘and when they become 
obsolete, 

7 Rule (general |'A’ or 'B’ category, depending 
aspects) fon the content value, in the 

case of deportments issuing 
the orders! instructions. etc 
andthe departments 
concemed: other 
oparimenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
‘and when they become 
obsolete, 

&_Group A C3 or one year alter 
9. Group B completion of aut, 
10. Group B (Non: | Whichever is later. 

Gazetted) 
17. Group C 
12. Group D 



78. | Pension/ Gratuity | 10.Flule (general | ‘A’ or B' category, depending | Refer _ GFR 
aspects) fon the content value, in the | appendix 13, 

case of deportments issuing | Annex-1 
the orders! instructions etc 
andthe departments 
concemed: other 
opartmenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
‘and when they become 
obsolete, 

T-Group A (g) Pre- ca Refer GFR 
‘verification appendix 13, 
‘of pension Annex 

12. Group B hy Invalid | Til one year 
pension _| after the ‘last 

13. Group B (Non {) Family | beneficiary of 
Gazetted) pension _|the family 

14. Group C j) Other | pension 
pension | ceases to be 

entitled 10 
receive it or 5 
years Whichever is 
later. 

15. Group D i) Gratuity [C5 Refer GFR 
‘appendix 13, 
Annex 

i) Commutat | C15 Rafer GFR 
jon appendix 13, 
pension Annex 

20. Advance 75. Car Advance |" or 'B category, depending 
26. Conveyance | on the content value, in the 

‘Advance Rules | case of deportments issuing 
‘27. Cycle Advance | the orders! instructions etc. 

Files and the departments 
2B. Festival concemed: ‘thor 

‘Advance Rules | departments need keep only | Refer GFR 
8.GOPF Final | the standing orders, weeding | appendix 13, 

Withdrawal "| out the superseded ones, as | Anmox-t 
rules ‘and when they become 

30. GPF Advance | obsolete. 
ules 

31 House Buling 
‘Advance Files 

32. Motor 
CyclelScooter 
‘Advance Files 

33.Pay Advance 
ules 

BATA Advance 
Fules 

35. Travel 

92 



ules 
36. Other Advance 

ules 
37. Grant_of Car Subject to: 

‘Advance 
B.Grant of i) Suitable 

Conveyance entries 
‘Allowance being made 

BE.Grant of Cyelo in Pay Bill 
‘Advance Rogistor; 

W.Grant oF and 
Festival iv) incase of 
‘Advance motor car! 

“Grant of Final rotor 
‘Withaeawal cycle! 
ftom GPF stooter and 

“Grant of GPF house 
‘Advance bulling 

3. Grant of House | + in all cases advances: 
Building (6) Copies 
‘avanco ‘of sanction 

“Grant of Woter being 
Cycle! Scooter placed in 
‘Advance personal 

“Grant of Pay fles, and 
‘Advance () Moriga 

“Grant of TA ge deeds ak, and “other 
Grant of LTC agreements 

‘Advance executes 
“8. Grant of other boing Kept 

‘Advance separately in sale 
custody for 
the valid 
period 

Refer GFR 
appendix 13, 
Annoxt 

2h. Confidentia’ 3. Rules (goneral | Catagory Bin the case of 
Assessment aspects) deparments issuing the 
report orders and departments 

concerned; 
Category for other 
deparments who may keep 
fly. the standing "order, 
woeding out the superseded 
ones, as and. when they 
become obsolete 

% Recording — of 
confidential 
reporis. in 
respect of 
Grow 
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‘officers 
3. Recording of 

‘confidential 
reports in 
respect of 
Group 8° 
officers 

5. Recording ot 
‘confidential 
reports in 
respect of 
Group 8° 
(Non: 
Gazetted) 
officers 

5. Recording of 
‘confidential 
reports in 
respect of 
Group 'C' 
officers 

6. Recording of 
‘confidential 
reports in 
respect of 
Group 'D' 
officers 

C-3inall cases 

16. Communicatio 
n of adverse 
entrias 

17. Representation | 0-3 
for expunction 
of adverse 
cenivies 

8. Maintenance of | C-5 Five years 
‘ACR APAR from the date 

of retirement 
Death 
subject to 
confirm and 
vigilance 
section 
about its, 
need in any 
vigilance 

22. | Probationiconfirm | 10. General Category Bin the case of 
ation principles dopariments issuing the 

{ptobation) | orders and departments 
TT. Rules concemed: 

(Confirmation) | Category" 'C’ for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
ones. as_and_when they 
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become obsolete 
12. Confirmation! 

Extension of 
probation of 
Group ‘A’ 

Subject to a 
suitable entry 
being made in 
the 

18. Contirmation! ‘appropriate 
Extension of service record 
probation of and 
Group B'staft_| CS inall cases authenticated 

14, Contirmation’ copy of the 
Extension of order being 
probation of opt in the 
Group 'B' (non- personal fle 
gazotted) staff 

18. Contirmation’ 
Extension of 
probation of 
Group 'C’ staff 

16. Contirmation’ 
Extension of 
probation of 
Group 'D’ staff 

¥7. Contirmation ia 
excadre posts 

18 Representation | CS W the 
‘and petitions representation 

results in the 
original 
‘orders being 
revised, an 
authenticated 
copy of the 
relevant order! 
decision will 
bbe kept in the 
precedent 
‘book, 
personal file 
‘and suitable 
cntries make 
in the 
‘appropriate 
service book, 

23. | Promotionireversi_|9. General Category Bin the case of 
on principle dopariments issuing the 

orders and departments 
concemed: 
Category | °C’ for 
dopariments who may 
only the standing 

other 
keep 

order, 
weeding out the superseded 
jones, as and when 
become obsolete 

they 



70. Departmental 1@) Consultation: C3 or one Promotion year after the DPC has 
Commitee been reconstituted 

whichever is later. 

(a) Proceedings: C-5 
17. Group A Subject oa 
12. Group B 
18. Group 8 (Non: 

Gazetted) C-Sinallcases 
¥4. Group C appropriate 
18. Group D sorvice record 

and 
authenticated 
‘copy of the 
‘order being 
‘opt in the 
personal fie 

16. Representation | CS it the 
and petitions representation 

results in the 
original orders 
being revised, 
authenticated 
copy of the 
relevant order! 
decision will 
bbe kept in the 
precedent book, 
personal file 
‘and suitable 
entries make 
in the 
‘appropriate 
‘service b00k. 

28. Training 7/18, Diplama course |(e) Cases C1 _affer | Deparment 
scholarships! in public | involving —_| the period | organizing 
fellowships in| administration in| expenditure | of valiity | training 
Indiaand abroad | the Indian | from public | bond-- | programmers 

Institute of | funds and | /agreeme | and 
Public execution of | nt’ or | responsible 
Administration | bond! completio | for overall 

14 Executive agreement | n of audit, | policy and co- 
raining of | by the | whichever | ordination 
officers in the| trainees; is later. | thereof in the 
states matter (e.9. 

16. Refresher ©-3; _or| Deparment of 
course at the ‘one year, | Personal and 
National (Cases aftor Training and 

9s 



‘eademy of | involving eompiatio | Depariment of 
‘amination | direct fof audt, | Economie 
atMussoorie | expenditure | whichever | Afar) may 

V6.Trainng iw] trom. publc| slater. | keep such 
Accountancy "| funds but not records for 

W7.Training of | execution of appropiate 
Assistants bond! ct period to. be 
{Girect reeruts )| agreement Presetbed by 
at the Institute {hem in thei 
of Secretariat record 
raining and |(9) Cases not retention 
Management | involing schedules 

TB.Trainng ia] direct 
HindiEngisn | expenditure 
stenography (0.9. training 

19.Trainng ia) in ypewnting 
Hindi” English | conducted by | 0-3 
‘ypewrting instituted of 

20. Training of | Secretariat 
LDCs (direct Training and 
fecruits) at the | Management 
Institute of d 
Secretariat 
Training and |(h) Reports 
Management ‘submitted by 

ZicTraning of} ainees_ tc. 
Officers at the after 
Administrative ‘completion of Stat! Cologe at | fainingistudy 
Hyderabad 

B.Training for 
stenagraphers, 
(Girect recruits) 
at the Institute 
at Secretariat 
Training and 
Management 

23. Training in O&M 
L ork sty 

24. Training abroad 

25, | Deputation and |8. Rules regarding | Category ‘@ in the case of 
delegations deputation, | departments issuing the 

inaluding orders and departments 
deputation on | concemed: 
foreign service | Category | °C" for other 
in India abroad. 
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only the standing order, 
weeding out the 
cones, as and 
become obsolete 
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when they 



9. Delegation ia 
Ingia/abroad 

C3 or one year after 
completion of audit and 
settlement of all auc 
objections, whichever is later 

Subject to 
pantculars 
being noted in 
the register 
prescribed for 
the purpose. 
Botore 
weeding out 
files, reports 
should be 
femoved and 
kopt inthe 
departmental 
record room 
for five years. 
On the expiry 
of this period, 
the reports 
should be 
reviewed and, 
it necessary, 
weeded out in 
‘consultation 
with the 
National 
Archives. 

10. Deputation of Subject toa 
AIS officers suitable entry 

Ti. Deputation — of ‘being made in 
GSS officors the 

2; Deputaion OF 6.3 ius ine period of appropriate 
SSS officers | Foo ton sonvice record 

¥3.Deputation of and an 
SCS officers authenticated 

4, Organized copy of the 
services ‘order being 

placed in the 
personal fle 

26. Honorarium/ 7. Rule (general | Category “Bin the case of 
awards aspects) deparments issuing the 

orders and departments 
concemed: 
Category ©’ for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
jones, as and when they 
become obsolete 

Group A C3 or one year affer | Awards 
9. Group B completion of audit, | subject o:- 
10, Group B (Non: | whichever is later. 

Gazetted) (c) Entries 
97 



11. Group © being 
12. Group D made in 

the 
Service. 
Book! CR 
dossier of 
the 
d 
‘employee 
and 

(@) A register 
being 
‘maintaine 
J 

27. Pension 7. Rule (general Category Bin the case of | Refer GFR 
retirement aspects) departments issuing the | appendix 13, 

‘orders and departments | Annex-1 
concemed: 
Category 'C° for other 
epariments who may keep 
only the standing order, 
weeding out the superseded 
jones, as and when they 
become obsolete 

Group A ig) Pre- os 
9. Group 8 verification [Til the 
10, Group 8 (Non) of pension | youngest 

Gazetted) case Sonidaught 
Ti. Group C (h) Invalid er attains 

pension | majority or 
i) Family 5 years 

pension | whichis 
() Other later. 

12. Group D pension Refer GFR 
appendix 13, 

kK) Gratuity = | os Annex 
) Commutatio | 6-15 
of pension 

28. Resignation 7. Rules and! Catagory ‘B' in the case of 
orders (general | departments issuing the 
aspect) orders and departments 

concemed: 
Category 'C' for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

Group A ct A copy of the 
9. Group 8 ‘communicatio 
10, Group 8 (Non: accepting 

Gazetted) the 
11. Group C resignation 
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12. Group D maybe 
placed in the 
personal fle 

29. Exiension of |7. Rules and | Category ‘Bin the case of 
service orders (general | departments issuing the 

aspect) orders and departmenis 
concemed: 
Category 'C° for other 
epariments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

Group A Subject to a 
9. Group 8 copy of the 
10; Group 8 (Non: | C-+1 afterretiement for all. | order being 

Gazetted) placed in the 
17. Group C personal fle 
12. Group D 

30, Re-employment|7. Rules and | Category ‘Bin the case of 
orders (general | departments issuing the 
aspect) orders and departments 

concemed: 
Category 'C' for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

&_Group A ‘Acopy of the 
9. Group B (6-1 for all, after the ‘order may be 
10, Group & (Non: | gavernment servant cease to | placed in the 

Gazetted) be in government service | personal ile. 
11. Group C 
12. Group D. 

i. | Nomination 6. General aspects | Category ‘B” in the case of 
employees dopariments issuing the 

orders and departmenis 
concemed: 
Category 'C° for other 
epariments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

7. Census 
‘operations 

ct 

& Committees, 
working groups ‘Appropriate retention period 

to bo prescribed’ by 
atc. ddopartments concerned. 

8. Election work | C-1 
107 Invigilation 16) Departments 

organizing 
examination and 
appointing invigilators: 
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completion ‘of audit 
whichever is later. 

(@) Other departments:C- 1 
32. Forwarding 4. General aspects | Catagory “Bin the case of 

applications dopariments issuing the 
orders and departments 
concemed: 
Category 'C' for other 
opartments who may keep 
only the standing» order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

& For C-1 after announcement of | Subject to an 
‘examinations __| result of the examination or | authenticated 

For posts selection for particular post. | copy of 
torwarding 
letter being 
kopt in the 
personal fie 

33, Studyleave 7. Rules and | Category ‘B” in the case of 
orders (general | departments issuing the 
aspects) orders and departments 

concemed: 
Category 'C' for other 
opartments who may keep 
only the standing order, 
weeding out the superseded 
ones, as and when they 
become obsolete 

Group A for all after the expiry of | Subject to a 
9. Group B the bond/agreement executed | suitable entry 
10, Group 8 (Non: | by the government servant | being made in 

Gazetted) the 
17. Group C appropriate 
12. Group D sonvice record 

and leave 
‘account and 
authenticated 
copy of the 
‘order being 
placed in the 
personal fle 

34 No objection| 3. General | Permanent in the case of 
certificate (for aspects | departments issuing the 
registration with 
Employment 
Exchange 
Organization 

orders, instructions, etc.; 
‘other departments need keep 
only the standing orders, 
weeding out the superseded 
jones, as and when they 
become obsolete. 

4 issue of CA Subject 10 an 
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NOC authenticated copy boing 
Kept inthe 
persona fie 35. [Review for |7. General aspects | Catagory Bin the case of |Reter GFR determining Geparmonts "issuing the | appendix “13. 

suitability of frdors and departments | Annet 
employees for concerned: continuance ‘in Category 'C'for other 
service departments who may Koop only the. standing oro ttooding out the suporsoded 

ones, as and. wen they 
become obsolete 

| @_ Group A {e) if it results in premature | Subject to @ 
| 9” Group B retirement: C3 copy. of the 10-Group 8 (Won- (d) results in_ continued | relevant 

Gazetted) retention in sone: C-1 | orders! 
| T.GroupC decison being | 12. Group D Kept in the 

persona fe. 
36. [No objection | 4. General aspects | Catagory in the case of certificate tor Goparmonts issuing the 

issue of passport, ‘orders and departments 
arms licenses et. concerned: togovt. servants. Category 'C'for other 

departments who may Koop only the. standing oro ttooding out the suporsoded 
ones, as and. wen they 
become obsoleto 

3 keue of C5 or one year aftr 
passport completion of audit whichever & tssue of arms | lator, 
licenses 

a7 os 
i General Wor B category, depending Aspects on the content value. in the 

case of deporiments issuing 
the orders! instructions. etc 
andthe departments 
concemed: other 
oparimenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
obsolete, 

‘Assurances and 
undertaking 

C3 Subject to a 
copy of the 
report being 
retained 
permanently. 
The National 
Archives _ma 
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’Be consulted 
before any file 
is destroyed. 

3 Commitiee | fa) For depariments reported | Cases 
Upon or predominantly | containing concemed:, C-10 material of 

(0) For other interested | great 
departments: C-3 precedence! feference 

value! 
historical importance 
may be 
retained 
permanenty. & Cutmotion, |(@) Admitted and_ answered” resolutions) discussed: 0-3 

Caling Attention | (d) Disallowed, lapsed or 
notices — Lok | withdrawn:' C-t 
Sabha 

Cut moon, 
resolutions! 
Caling Attention notices Rajya 
Sabha 

Questions ~ Lok 
Sabha 

7 Question = The National 
Rajya Sabha ‘Archives. may 

bbe consulted 
for its up-keep 

'& Legislation | Aor category, depending (on the content value, in the 
case of deporiments issuing 
the orders! instructions. etc. 
and the departments 
concerned: other 
departments need keep only the standing orders, weeding 
cut the superseded ones, as 
‘and when they become 
obsolete. 

& Fumishing of 6-3 Since they 
material for may attract 1" 
spesch of ‘Appeal so 
President, require a fair 
Prime Minister, retention 
Minister et. period 

RT ‘Gases | OF oF til the compliance of | JudgmentiGIc 
attracing 2 | GiC order, whichever is later. | ruling "8° 
‘Appeal (without any 
remarkable 
decision) 
RT Gases | OS ‘Rs these may 
attracting 2nd attract 2 
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‘Appeal (involving @ ‘Appeal 
remarkable 
decision) 
1 Appeal cases | C3 
files 
2° Appeal cases | C or til the compliance of 

IC order 
C3 

aspects of RTI Act, 
205 i.e. 
implementation, 
suggestion, 
guidelines ete. 
Files Register of |B: Keop 
RTI Applications 
ie. records other 
than fle 

41, ReportsiPeriodical o3 ‘As per MOP 
returns (Manual of 

office 
Procedure) 

2. Conduet Rute ‘As per MOP 
(Manual of 
office 
Procedure) 

43. Court Cases os ‘After 
implementatio 
not orders 

44, Disciplinary cases ‘As per MOP 
(Manual of 
otfice 
Procedure) 
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RECORDS OTHER THAN FILES 

‘S.No. | Description of record Retention period Remarks 
12. | Establishment’ Sanction Permanent ‘Where, for any reason, the 

Register register is re-written, the 
‘ld volume will be kept for 
Syears. 

¥8, | Rosters for Scheduled Castes | C-10 
‘and Scheduled Tribes 

14, | Register of oathiatfimation of | C-10 ‘Subject to suitable entries 
allegiance to the Constitution having been made in the 

appropriate service record Of the officials concerned. 
18, | Service book: Refer GTF appendix 13, 

Officials entitled to retiement) | A-Safterissue of | Annex-1 
terminal benetits final 
Other employees Pensionigratuity 

payment order 
76. | Confidential reports’ character 

Rolls cs 
Aer retirement cs 
Atte death cs 
Aer resignation! discharge 
from service 

77. | Answer books of deparimental | C-1 from the date 
examination tests, dclaration of resuts 

78. | Leave account of: +1 after issue of 
final pension’ gratuity 

Officials entitled to retiement! | payment order. 
terminal benetits C3 alter they have 
Other employees ceased to be in 

78. | Casual Leave Account To be destroyed at 
the end of the year 

20,_| Special casual leave Register | 0-1 
21. | Register of delegation to C10 

International Organisation 
22. | Register of CGHS identify | CS For any reason, a register 

Cards have ta be re- written, the 
told register willbe 
retained for 3 years 
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CASH SECTION 

SNo. Main Head Retention period 
1. [Pay Permanent nature 

2. | Special pay Permanent nature 

3 | Allowances Permanent naiure 

| Tnoremenis Permanent nature 

‘Advance ineremenis ‘C-B oF one year after completion of audit, 
Wwhichaver is later 

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

5. | Deputations abroad (C3, plus the period of deputation 
8. | Honorarium C-3 or one year after completion of audit, 

whichaver is later. 
7. | Pension’ Gratuity Permanent nature 
| Re-appropration cs 
@. | Supplementary grants ca 
70, | Advances: 

Car Advances Rules ‘8’ or 'B’ category 
Conveyance Advance Rules 
yole Advance Rules 
Festival Advance Rules 
GPF Final Witherawal Rules 
GPF Advance Files 
House Building Advance 
Motor Cycle/ Scooter Advance 
Rules 
Pay Advance Fuules 
TA Advance Rules 
Travel Concession Rules 

‘As per GFR appendix 19, Annex-1 

108 



Tr ‘Other Advances Rules:: 
Grant of Car Advances 
Grant of Conveyance 
Grant of Cycle Advance 
Grant of Festival Advance 
Grant of Final Withdrawal from 
GPF 
Grant of GPF Advance 
Grant of House Building Advance 
Grant of Motor Cycle’ Scooter 
Advance 
Grant of Pay Advance 
Grant of TA’Advance 
Grant of LTC Advance 
Grant of other Advances 

6-1 forall 

72 

Ar passage bils 
Cancellation charges 

Contingent expenditure 

Electric charges- recovery 
GPF annual statements 
GPF- membership 

Grants-in-aid-contributions 
‘and donations 
Hospitality und 

House rent and other 
Allowances 
Last Pay Certicate 
Pay claims 

Permanent imprest 

6-3 or one year after completion of auclt, 
whichever is later. 

6-3 or one year after completion of auclt, 
Whichaver is later 
Refer GFR appendix 13, Annex-t 
cr 
ct 
co 
Rofer GFR appendix 13, Annex-t 
6-3 or one year after completion of auclt 
whoever is later. 
6-3 or one year after completion of auclt 
whoever is later. 

C5 after the settlement of case or one year 
after audit whichever is later. 
‘Subject to suitable entries being made in Pay 
Bill Register 

C-3 or til the relevant orders are superseded 
(whichever is later) in the case of departments 
Issuing the orders/instructions: other 
departments need keep only the standing 
orders, weeding out the superseded ones as 
land when they become obsolet 
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Refunds 

Refreshment bills 
Rent demand statements 

Service postage stamps 

TAMTranster TA claims 

Water charges- recoveries 

Reimbursement of legal 
Expenses 

Reimbursement of tution Fees 

Acceptance of credits/debits 

Adjustment of missing 
credits in GPF account 

Financing of insurance 
policies from GPF account 

Avrear claims (including 
sanction for investigation, where 
necessary) 
Postal life Insurance 

Write of of losses 

Expenditure sanction 

‘Surety bond executed in 
favour of temporary or a retiring 
Govt. staff 

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

6-3 or one year after completion of auclt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 
ct 

6-3 or one year after completion of auctt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 

ca 
Refer GFR appendix 13, Annex-t 

ct 
‘Subject to an authenticated copy of the 
‘sanction being placed in the personal fi. 
Refer GFR appendix 13, Annex-t 

6-3 or one year after completion of auclt, 
whichever is later 
Refer GFR appendix 13, Annex-t 
os 
‘Subject to suitable entry being made in Pay Bil 
Rogistar and PL Index Register 

6-3 or one year after completion of auclt, 
whichever is later 

6-3 or one year after completion of auclt, 
whichever is later 

6-3 after the bond ceases to be enforceable. 
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RECORDS OTHER THAN FILES 

hrmans Description Retention period 
Chal creat nates (Farm S142) CFor one year afer completion oT audi 

1. [and stock ‘whichever i ater 
register thereot 
Register of monly expenditure | To be wooded out aller the Appropriation 

2 |iFom GER) ‘Accouns for the 
far have been tinalied, 

Ragiser for watching progress oT | To be weeded out afer the Appropriation 
3. expenditure Accounts forthe 

(Form GFA 11) ar have been finalised. 
Register for watching progress of | Cor one year afer completion of audi, 

4. expenditure ‘whichever i ater 
on local purchase of stationer 
Register for reconciliation of "To.be weeded out aier he Appropriation 5. | recounts Accounts forthe 

ar have been finalived, 
Rater GFR 
appendix 6. [cash Book co Te Annext 

Cash receipts [Form TAS}, ‘C-Tor one year aller completion of aU, 
7. |eounterois and ‘whichever i ater 

Stock register. 
Patty vouchers nolTurmehedto | Cor one year afer completion oT aud 

a faut ‘whichever i ater 

Appropriation Recounts or 
10 [Pay il Register Cam 

ice copes of eslabishment pay 11. file and 20 
related schedules (in respect of 
petiod for 
which Pay Bill Registers not 
maintained, 
‘Schedules tothe establishment | C Jor one year afer completion of audi, 

12, [pay ils tor ‘whichever i ater 
the period for which Pay Bil 
Register is 
maintained 

C-Tor one year aller completion of AUST, 
13. | Acquitance ro ‘whichever i ater 

‘C-Falir al We pOUCIES enlered TneraTn have 
14. | Postal ite Insurance register matured for 

payment. 
15] rennet FaSTar oT 

‘C-Tor one year aller completion oF aug, 
16, [increment it whichever i later 
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GENERAL SECTION 

win Head ‘Sub Head tention period No. 
1. | Recommodation ‘Shi Tiavoling expenditures: C-3 oF one arrangements | year after” completion of aud Whichever i ater Reside ‘Ror B category accommodation | Permanent joneral aspects) pleaton for] CT oF one year afer completion of alotment, ef | aud, hichever's ater. fesidential ‘ccommodation- 

‘Types Vi Fare les Tor PUTCRGSS | AGF BCaTaGORy~ TTVaTERT ne, condemnation 
(general aspects) Esndemnalon’ C8 OF one year ater completion oF Gsposal of | audt, whicheveris ater. Uingervceable arises Firing purSKase [CY OF one year ater completion oF ner Audi, whichever is iatr. 
Wainfenanee and [C- 2 or one year ater completion of repairs Audi, whichever's ater. 3. | Stationery cal purchase |" or one year ater completion of audi, whichever iatr. apply ‘OF ET or one year alter completion of Stafonery ua, whichever ater. 
Physical Tl or one year aller completion of verfcation Sui "whichéveris tater" 

4. | Other office machines | Rules Tor [Wor B category permanant 
including Electronic’ | procurement’ ‘gory Per Computer tems Sisposal(general sports) 

Condemnation [C2 or one year after completion of fang disposal” _| audt, whichever ater. DGS" ESD vale] iA or'B category: permanent 
contracts Bigyaes Rules (General "or B catagory = pammanent aspects) 
Condemnation | Cor one year ater completion of andisposal | aud, whichever later. Purchase E'S"er ono year ater completion of uci, whichever slater. Hapars ——and CF or-one year after” COmplaton of mainionance "| aut, whichever is ater 
Physical C5 or one year attr completion of ‘otictton Sud wnicheveris ater. 

3 Office wipment | Condemnation | C-2-of one year ater completion of including electreal and | and-dspasal” | audit, whichevar i ater. mechanical applances | Purchase = or one year after” completion of and other miseehancous ual, whichever slater. sores Hapars ——and C5 or-one year after” Complaton of 
Mainionance "| aut, whichever is ater 
Physical 3 or ono year after completion of ventcation Sui, whichever later. 
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Elodie cloaks and |C-5-or one year ater completion” of caltbels "|| audt, whichover'is lator 
procurement and fnaintenance) 

7 teres Rules (eniled | C3 or one year aller completion of 
Betsonna! Sind the | Sut wncnovoris ater. Scales of toms of liveries) 
Procurement of | C-Tor one year aller complation of material sud, whichover is lato 
Silehing and | C-Tor-one_year alter completion of falloning audi, whichover is lato 
pply of shoas | C-tor one_year ater” complation of and chapels audi, whichover is lato 

turns, renewal, |C-1-or one year ater completion” of surtendor "and | audit, whichevar i ater. ‘withdrawal 
3.) Blacksing of Tima” individual cases C-3_or ono year aller completion of contractors Sua whichover's itor 
3. Conivastors Tor supates | Ragisvation TF ar ono year ater completion of sud, whichover is lator 

Waiverreducion Cor one year aller complaton of of penalty or | audit, whichevor i ater. Sondemnation of | iregulariy. { 10. Tetephones ‘Glico tolephones Cor one year alter completion of installation” and | aut, whichevor i lator. shiting ot {elephone bis Residential oF one-year alter complaton of telephones audi, whichover is lator instalation of felephone bils Ropais and |C:3-or one year ater complaton of maintenance _“"™ | uct, whichever i lator. Internat sorvices—[@-3 ar one year alter completion of audi, whichover is lator Ti Siaifear Rules (general |‘ of 8 catagory: permanent 
aspects) Non =olfial | C-5-or one year ater completion” of 
journeys audi. whichover is lator Purchase of |€-3 ar ono year alter completion of P.OLU accessories | aut, whichevor i lator. 

Sanvcing, repairs [C3 or one year after completion of land replacement | audit, whichevor i ater. of pans and relevant Correspondence 
12 Seauriy Contidental and Cor one year aller completion of secret box ud. whichover is lator Duplicate keys: /€- Tor ono year alter complation of maintenance” | aut, whichever i lator thereot Issue of identiy | C-1-or one year ater completion of 

card Hy Sra whichever is lator correspondence fhereo Loss. of “identi [0-1 or one year ater completion” of 
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ards ‘aUait_whichaver is Tater 
‘Temporary passes |C-1 or one year alter completion of arrangements | aud, whichever slater. 

RECORDS OTHER THAN FILES 
TS] Stat ear Tog book “or one year alter completion of 

audit whichover Is later. 
14, Staak register ©-3 or one year aller complain of 

audit, whichover Is later. 
18. | Departmental security seals register ‘of B' category “permanent 
16. | Ragister of identity cards "Kor category -permanent 
17. Telephone bil oF one year after completion of 

audi whichever Is later 
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HINDI SECTION 

‘SINo, [Main head | Sub-head Retention period | Remarks 

¥. | Progressive | General aspects and Hindi "ar @—calegory 
use of Hind! | Commitee. depending onthe 
fpovernment | Hind! Salankar sami of| content value, int 
Btices. | the Minity case of department 

Parliamentary issuing the 
Committee's Inspection of ordersinstuctions ete. 
the Ministry and the department 

need keep only the 
standing orders, 
weeding out the 
superseded ones, as 
land when they become 
obsolete. 

(@)Hind’ workshop C3 
(@Conduct of Hindi ‘compeition 
{C) Hind! week / Paktwara Periodical reports | CF 
regarding use of Hindi for 
official purposes. 
Quarterly Progress report 
Hat Progress report 
Yearly Progress report 
Review of quarterly report 
ofthe attached 
officeiPSUs 
Constitution of inal | CS 
Commitee, 
() Office Language 
Implement Commitee of 
the ministry 
a) Parliamentary 
Committee's Inspection of 
the attached office!PSUs 
(i) Central Official 
Language Implantation 
Committee under 
Chairmanship ot 
Secretary (OL) 
(vy) Central Hindi 
Committee under 
Chairmanship of PM. 
Meeting and Follow up| 6% 
action of Hindi Commitee. 
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Office Language 
Implement Commitee of 
the ministry 
a) Parliamentary 
Committee's Inspection of 
the attached office!PSUs 
(i) Central Official 
Language Implantation 
Committee under 
Chairmanship ot 
Secretary (OL) 
(vy) Central Hindi 
Committee under 
Chairmanship of PM. 

Hind Hindi Teaching Scheme | CS 
Teaching 
Scheme’ raining programme ci 

Examination (@ Applications: C-1 | Subject to the 
(©) Results: C-5 for | condition that 
departments conducting | a register 
the examination, C-1 for | containing 
‘other department. names of 

officials and 
their results is 
‘maintained 
permanently. 

Grant “of advance | C-3 ar one year affer | Subject toa 
increments. completion of audit, | suitable entry 

whichever is later. being made in 
the appropriate 
service record 
and an 
authenticated 
‘copy being 
kept 
personal fle. 

Grant of awards (@) For departments | Subject toa 
making the award, C-3 | suitable entry 
‘or one year after | being made in 
‘completion of audit, | the appropriate 
whichever is later. service record 
(0) For departments in | and an 
which the recipient is | authenticated 
employed: C-1 copy being 

kept 
persona! fe. 

‘Translation | Books, Tepors, | 0-3 alr the publication 
into Hindi | periodicals ete. is printed! cyclostyled 
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PARI |AMENT UNIT 

'S.No_| SUBJECT Retention period 
1. | Parliament matters ‘Wor _B'calogory Permanent 

(General Aspects) 
| Assurances and underiakings c3 
3 | Committees {@) For departments reported upon or 

predominantly concemed: C-10 

(©) For other interested departments: C3 
| Cutmations, resolutions’ Calling {a@) Admilted and answered’ discussed: 6-3 

Attention notices -Lok Sabha 
(b) Disallowed, lapsed or withdrawn: O-t 

5. | Gut motions, resolutions /Calling “do: 
Attention notices: Rajya Sabha 

| Questions:-Lok Sabha 
7.__| Questions: Rajya Sabha 
‘8 | Legislation ‘or_B category Permanent 
‘9 | Furnishing of material for speach of C3 

President, Prime Minister, Minister 
at. 

10 | Parliamentary proceedings as C1 afer printing 
‘maintained by Pariament Unit. 

TT. [Opening speech of Minister for cr 
Consultative Committee 

72. | Special Mentions and matters under o3 
ule 977 in Lok Sabha 

73 [Statement of Fulfilment of 
Assurances given in both the 
Houses 

14. [Files relating to furishing 
information to fufilment Assurances 
of other Ministries. 

15 | File relating to transfer of Gueston’s oi 
{0 Ministies/Deptts. 

16. [Study visits of the various o3 
Parlamentary Committees 
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AGREEMENT. ION 

SINo,_| Subject Category of Record and duration 
24, | Air Services AgreementsiMoUs "A Permanent Nature 
25. | Allocation of Traffic Rights:- 

2) National carriers B 

»b) Private carriors B 
26. | Code share by Alin 

a) National Carriers. B 

»b) Private Carriors B 
27. | Proposals relating to amendment to 8 

the Aircraft Rules 
28. Iniernational cooperation 8 
29. | (a) IATA training policy 8 

{b) Nomination for ATA Training os 
30. | Exemption from provision of Aircraft 

ules 
1) Routine exemption such as those os 
Under Rule 5 ete. 
b) Exemption under Rule 160 os 

Bia) Policy matters relating to cy 
International Givi ‘Aviation 
(Organization (ICAO) 
») Day to day routine matters os 

{c) Payment of contribution to IGAO os 
32. [Nomination of officers for ICAO cs 

assignment 

3. | Establishment matters relating to 
Representative of India on Council 
of International Civil Aviation 
(Organization (ICAO): 
a) Policy matters, appointment c-10 
recall etc.of the RO! 
b) Day to day routine matters cs 

3%, [Iniernational ~— Civil Aviation c3 
(Organization vacancies: 
Forwarding of applications 

us



35. | Matters relating to Double Taxation c10 
‘Avoidance Agreements 

36. | Matters relating to Inter Ministerial c10 
Group Meetings 

37, | Grant of Visa fo employes of o3 
foreign airlines 

3B. | Permission to foreign aiverat for os 
staying beyond stipulated time 

3, | Non - scheduled operations: 

a) Policy matters B 
») Routine Matters 3 

40. | Relaxation ofthe conditions cio 
Stipulated in Tourist Charter 
Guidelines 

41, | Coordination of infernational 
‘cooperation proposals including 
proposals fo foreign collaboration! 
training matters relating to ESCAP, 
ICAO, EU ete: 
a) Policy matters c-10 
b) Others 3 

42, | All foreign deputations relating to os 
Minister of Civil Aviation 

43, | Matiors relating to Oficial Language c3 

44, | O&M matters o3 
45, | Pariament matters os 
4, | RTI mations os 
47, | Cour easel egal matters e10 
48. | Country wise bilateral dialogue c10 

us 



DOMESTIC TRANSPORT (DT)SECTION 

Si | Subject Gaiogory of Record and duration 
No. 

(Scheduled Operators °B’ Permanent Nature 
(vi) Non Scheduled Operators "B’ Permanent Nature 
(vi) Impot of Airrat~ In principle °B! Permanent Nature 

Approval 
(vi) Vesticaton of Character! °B! Permanent Nature 

‘Antocedent by MHA for Director 
of Avrines. 

| (i) Court Cases os 
Poli 

(0) Givi Aviation Policy "B’ Permanent Nature 
(0) ATF matter °B! Permanent Nature 
(vi) Foreign Direct Investment in °B! Permanent Nature 

‘Aviation 
(vi) gional and Remote Area Air °B! Permanent Nature 

Connectivity Poli 
Pariament matter 
(9) Pariament Assurance cs 
(i) CutMotions, Resolutions Caling cs 

‘Attention noticas ~ Lok Sabha 

(i) Cut-Motions, Resolutions! Caling ca 
‘Attention notices ~ Rajya Sabha 

AT Matters ‘As per instructions contained 
Retention Scheduled, 

im Record 

ur



COORDINATION & WELFARE SECTION 

‘S.No. Subject Category of Record and 
duration 

T ‘Annual Report os 
Copies of the reports (i 
published) to be retained in 
Departmental Library as — 
Keep” 

2. Gilizan Charter. o3 

a Result Frame Work Documents. cs 
a Examination of drat blls/ordinancesidrait | C-5 or Noiification in Gazette, 

Cabinet Notes! Acts. received from various | which is afer. 
State Govis. and various administrative 
Ministries/Deptt. which do not pertain to any 
particular Section’ Deptt. and require 
‘coordination, 

5 ‘Monthly Summary for the Cabinet ca 

& References received from other Ministries ci 
iDeptis. caling for information of various 
types. 

7. Monthly D.O, letter to Cabinet Sacy./ Seay. to ca 
PM, 

cs Dissemination of Administrative Circulars? ca 
Ordersiinstructions on various Matters 
received from Nodal Ministries! Departments 
01g. 

a Participation in National and International fairs? ca 
Exhibitions and Seminars, 

10. Distribution of Republic Day and ca 
Independence Day Passes, Calendars and 
Diaries etc. 

TT Implementation ofthe decisions of the Cabinet ca 
‘ICabinet Committee — submission of monthly 
Report Reg, 

7. ‘Submission of retums on Employment of ca 
family members of Govt. servants in foreign 
missions and foreign organisations abroad 
(while the officer is posted in India) to be sent to External Affair. 

18. ‘ACC Appointments Monthly returns about the ca 
status of vacancies and proposals in the 
PSUs/autonomous badies (online) 

4. ‘Monthly status of ACC cases with regard to (a) ca 
pending proposals, (b) compliance of ACC 
Sacisions & directions, 

16. Request for advertisement received from ca 

16. Welfare of women: submission of Half yearly ca 
‘and Annual datainformation, 

7. ‘Welfare of Senior Citizen. ca 
us



18. ‘Weekly Senior Level Officers Mesting. Ct 
Compilation of information on 
PMOIVIPiDeliverables (RFD etc. for weekly 
‘meetings as follow-up to Senior Level Otficrs 
‘meeting 

8)
 ‘Annual Rlapori reg. Representaion of 

‘SCISTIOBC in Central Govt. Servo. 
ca 

‘Complaints from Associations for non- 
‘observance of reservation orders. 
Representations from SCsiSTs employees 
rg. harassment. 

ct 

ct 

8
 

8
 

Monitoring of reservation orders for posts 
reserved for SCsISTs. 

ct 

References from PMOIVIPS. Ele cr 
Inspection of rosters maintained by the Deptt 
and all the Organisations under its control 
‘Annual retum for physically handicapped 
prsons. 

ct 

‘Annual/ Half yearly return for Ex- servicemen. cr 
‘Monitoring of reservation orders for posis 
reserved for physically handicapped. 
Monitoring of reservation orders Tor posts 
reserved for Ex-servicomen, 

ct 

8
)
 
8
]
 
8
8
)
 
8)

 
R
R
 

Recruitment of Minorties in Govt. Services. 
Quarter'y report to be sent 1 Ministry of 
Home Affairs (Minories Cel) 

ct 

Prime Minister's New 15-Point Programme for 
the Welfare information relating to. total 
[Number of employees relating to Minorities 

ct 

8
 Prime Minister's New 15-Point Programme for 

the Welfare of Minorities-Annual Repor. 
ca 

‘Special Recruitment Drive launched for filing 
Up the backiog reserved vacancies of SCs, 
STs and OBCs- Halt yearly and Annual 
Report 
‘Nomination of the Liaison Officer for the works 
relating to the welfare of SCsISTs, Physically 
Handicapped Persons and Ex-Servicomen in 
the Ministry. 
Forwarding of Grievances received from 
various sources to concerned organization! 
‘Admn. Section for redressed 

ca 

ct 

ct 

a. 

Issue of suitable communicaiion to the 
peiiioner/DPGIDARPG etc. reg. Redressal of 
the Grievancelclosure of the case. 
Circulation of the consolidated report on 
pending PG cases to all Organization 

ct 

ct 

Circulation of various instructions/Guidelines 
received from DPGIDARPG etc. regarding 
Public Grievances Redress Machinery 
PGR). 

ca 

®. ‘Appointment of Public Grievance Officer in the 
Ministry. 

ca 

‘Matters relating to women welfare looking info 
reports/_of Women complaints of sexual 

ca 

us



Cell/Complainis harassment tc. 
4 Constitution of Women Cell, Nomination of ca 

Nodal Officer in the Ministry (main) for looking 
after matters relating to women welfare. 

@. Constitution of Complaints Commitee to look ca 
into Complaints of sexual harassment of 
women at work place, nomination of 
Chairperson /Nodal Orficer etc. 

ws ‘Application for information Under ATI Act, ca 
2005 Registering, Opening of file and issuing 
letter to concerned CPIOs. 

a, st Appeal under ATI Act, registering of ca 
Appeal. 

. Al other RTI related matters. ca 
46. Parliament Matters C3 
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‘SR.No. 

AVIATION SECURITY (AS) SECTION 

‘SUBJECT 

Union War Book & Ministerial War Book 

‘CATEGORY OF RECORD AND 
DURATION 

A 
International Agreements for cooperation on 
civil aviation security issues, including sharing 
of secret information with other countries 
‘Major Policy matters (such as issues like anti- | 
hijacking measures, creation of aviation 
security force, re-structuring of BCAS, etc.) 
Enactment of Bill / amendments of rules/acts, | 
etc, relevant to civil aviation security 
Passenger Service Fee (Security Component) | 
4 related issues 
CISFIAPSU for security at all airpors: 

(iv) Deployment of CISF/State Police 
(v) Norms of deployment, including 

vehicle policy 
(vi) Other matters, including service 

level agreements of CISF. 
complaints against CISF 
personnellocal police, etc. 

A 

‘Approvals/Permissions in respect of access of 
vehicles of VVIPSIVIPs up to Tarmac Area at 
airports 
Pre-embarkation Security Checks and 
Exemption therefrom 

(ii) Policy matters 
{iv) Other related issues 

‘Airport Entry Pass (AEP) & relaied issues 
(ii) Policy matters 
(iv) Other related issues, including 

issue of AEPs to Government 
officers and recommendations, if 
any. for issue of AEPs to others, 

70. 

ii 

72, 

B 

Matter ‘elating to Counter Terrorism 
Contingency Plan, Crisis Management Plan, 
National Crisis Management Commitee, etc. 
Matters relating to Committee of Secretaries | 
fon Aircraft Hijacking (COSAH) and Central 
Committee and Aerodrome Committees 
‘Advisory Committee on Civil Aviation Security | 
{ACCAS) 

(ii) General issues like reconstitution of 
ACCAS, etc. 

(iv) Meetings & Minutes 
Meetings of other commitiees, including | 
Technical Specification Committee & 
organization of civil_—_aviation 

C10 

ca 

c40 

ai



‘conferencelseminers= 
(ii) Day-to-day matters & general cs 

{iv)__ Meetings & minutes i cs 
14. |Securty functions of Ground handling 

oii). Policy 8 
{iv)__Routine matters & other issues c3 

15. | Various Policy proposals of BCAS approved C10 
by Ministry for execution (by BGAS) (such as 
Biometric Access Systems, installation of 
security-related devices/equipment like RDES, 
Body Scanners, shoe scanners, etc i 

16. [Matters relating to external security ca 
organizations such as TSA, etc., & studies by 
ICAO, ete. 

17. _ | Deployment of Sky Marshals of NSG & related cs 

18. | Deputation of officers of MoCA (Security | cs 
Division) and BCAS for international 
toursivisits, including _seminarsitrainings 
organised by CASP-AP, TSA, ICAO, et. 

19. [Issues relating to clearance to hotel cs 
establishments in Aerocity, Delhi 

20. | Security arrangements, including mock drills, 
etc, at al airports: 

(ii) General issues including those cs 
related to Cargo Security, BDDS, 
dog squads, etc. 

(iv) Matters relating to shortcomings in ca 
security(reports from IB, MHA & 
others) & threats to airports/alert 
messages 

21. | Examination of proposals received from BCAS C10 
involving financial approvals 

|" 22. | Parliament Committees, including COPU C5 
(23. | Audit Paras & settlement thereot C0 
(24. | Court case/Legal matters C0 

25. [Documents & reports received from BCAS C2 
(like report on security clearances issued by 
BCAS) 

26. | Issues relating to AVSEC ordersicrculars of cs 
BCAS 

Note: The retention of the following records will be in accordance with the “Record Retention 
Schedule in respect of the Common Records” as prescribed by the Department of 
Administrative Reforms & Public Grievances and as in the MoP, as the case may 

(2) Allestablishment matters pertaining to officers and officials of BCAS; 
(i) Parliament matters 
i 

Fred 

TI mattersRegisters & other mandatory records of section,



AIRPORT AUTHORITY OF INDIA (AAI) SECTION 

SI. | Description of Records Retention Remarks 
No. period 
1 | Policy matters relating to development of | B' Keep Digitalze 

airport infrastructure in the Civil Aviation 
sector 

2 | Construction, development, modernization. | ‘8’ Keep Digitaize 
\pgradation of AAI airports and Civil 
Enclaves 

3 | Land matiars including transfer alienation of |B” Keep Digitalize 
AAI land, 

4 [Land disputes belween AAI and other) 8’ Keep 
agencies 

5 [Declaration of aporis as Customs | B’Keap Digitalze 
International airports 

| Renaming of airports B Keep Digitaize 
7__| Greation of National Rlagisier of Airports C10 Digitaize 
'B__| Grant of Miniratna / Navratna status to AAI B Keep 
9 | Matters relating to customs / immigration et cs 
10. | Aerodrome licensing B Koop Digitaize 
11__| Corporatzation of Air Navigation Services: B Keep Digitalze 
12 [Misc matters relating to Air Navigation cs 

Services 
13 | Matters relating to Air Traffie Control e10 
14__| Matters relating to No fly zone cs 
15 | MiSe. matters relating to air navigation C1 
16 | Matters relating to ai space clearance cs 
17_| Matters relating to ar violations 10 
‘18 | Matters relating to NOTAM C5 
18 | Matters relating to aerial survey cs 
20__[ Matters relating to ar shows c3 
21 | Fatigue management of ATC personnel cs 
22 | Extension of watch-hours and night landing C10 

faciltios 
723_| Flexible use of air space (FUA) B Keep Digitalize 
‘24 | Creation of National Search and Rescue | B’Keep Digitaize 

Board 
25 | Policy’Rules/Guidelines relating to Height) B’Keep Digitalze 

restrictions (SO-84 / ATMC / VIP 89) 
25 | GAGAN project B Keep Digitalze 
27 | Aviation metrology servioes and work relating 10 

to MET wing 
2B | NOC for Heights clearance — forwarding of c3 

‘Appeal cases to NoC Cell, AAI 
23__[ Policy on Flying Clubs B Keep Digitalze 
30___| Matters relating to Visa on arrival facility cs 
31 | Policy decision on User Development Fee & |B’ Keep Digitalze 

Development Fee 
32 | Revision / waiver af various airport charges, e10 Digitalze 

hhanger charges. a space charges etc. 
33_| Charges relating to overlying operation of e10 Digitalze 

foreignimilitary arcrats 
34 | Exemption of airport charges to UN Peace cs Digitalze 

‘Keeping Mission, para-miltary forces etc. 
Fre}



(35 [Air incia/aiines dues to AAI os 
'36 | Budgetary Support (GBS) to AAI c3 
'37___| Release of budgetary support to AAI c3 
38. |All finance / budget / Planning Commission c3 

‘matters, 
39___| Ground Handling Pol B Keep Digitaize 
“40 | Slot Management System and Slot Allocation |B’ Keep Digitalize 

Policy 
Ti | MoU between AAT MoCA os 
‘42 | Grant of license for CUTE, CUPPS, CUSS, C10 

Cute system 
“43_| Purchase, installation & commissioning of all cs 

‘necessary equipment at all airports 
4 | Obiaining security clearance for alport cs 

equipment 
45 | Al customs duty matters, Exemptions from cs 

customs duly 
46 [Issue of Esseniiaty Cerificatos cs 
‘47 | Tender related issues c3 
48 [ACI-ASQ - Airport Service Qualiy suey c3 
43 [ All matters relating to thrust area c3 
'50___| All RFD matters pertaining to AL c3 
51 | Framing of Rules, Regulations and other|  ®’ Keep Digitalze 

‘lated matiars of AT 
52 | Framing / approval / notification of rules and |B” Keep Digitalze 

regulations under AAI Act 
'53__| Appointment of Chairman of AAT C10 
‘54 | Processing of Board level appoiniments ia C10 

‘AAI through ACC. 
55 | Appointment of Chaiman and Boards level cio 

Members of AAI 
5G | Appointment of Nen-Offcial (Part time} e10 

‘Members of AAI Board 
57 | Appointment of Airport Advisory Committees cs 

‘members at all airports 
‘5B | Approval for foreign travel of Board Members c3 

of AAI 
59__ | Laying of Annual Report of AAI o 
'50__| Issue of MHA passes; VIP parking labels: C3 
61__| MonthiyiQuarterly report on usage of Hindi C1 
{62__| Monthly DOs (ACCCabinet etc.) (cal 
63__| Parliamentary standing committee matters cs 
64 | Establishment / service matters relating 10 c3 

AAI employees 
65 |All service / administrative 7 establishment | As per Rlecord Fleiention Schedule 

‘matters of AAT published by DARPG 
66 | AI ATI matters ‘As per Record Reieniion Schedule 

published by DARPG 
67 | Forwarding of VIP, PMO, and ot ‘As per Record Retention Schedule 

reterences; published by DARPG 

68 | Miscellaneous Cour Cases ‘As_per_Flecord Retention Schedule 
published by DARPG 

69 | Submission of weekly/monthiyiquartery | As per Flecord Retention Schedule 
Statements on RT| applications! Appeals, VIP | published by DARPG 

ae



f References etc 
70 [Parliament Questions, Assurances, Zero |As per Record Retention Schedule 

hour / Rule-377 ete. published by DARPG 

Al other matters — not specifically mentioned above - will be govemed by the Record Retention 
Schedule, common to all Departments as published by Dio ARPG trom time to time. 

ws



PORT DEVELOPMENT (AD) SECTION 

‘Subject 

File relating to concession Agreements | 
signed between BIAL and Gol for 
establishment of Greenfield Airport at 
Devenahall(pre-Transaction Period) 

Category of Record and duration 

"8 Permanent Nature + digitize 

File relating to concession Agreements 
signed between HIAL and Gol for 
establishment of Greenfield Airport at 
‘Shamshabad (pre-Transaction Period) 

BF Permanent Nature + digitize 

File relating to implementation of 
Concession Agreements signed for HIAL & 
BBIAL (post Transaction period) 
()Major decisions i.e. tarif related issues, 
levy of UDF. otc. 

(id) Project details related (ie. expansion, 
revisions of Master Plan, Board issues, etc.) 
{ii) Misc issues 

()'B' Permanent Nature + digitize 

wero 
il) C4 

File relating to Project Agreements signed 
for restructuring and modernization of Delhi 
and Mumbai airports (pre-Transaction 
Period) 

"AR Permanent Nature + digitize 

File relating to implementation of project 
agreements for Delhi and Mumbai (Post 
‘Transaction Period) 
(Fila relating to land issues, Master Plan, 
O10 meetings, Tarif Related issues Le. 
approval of DF, UDF, etc. Le. which are in 
Policy nature 
(il) Mise issues (Which are not Policy 
issues) 
(a) ie. request relating to day to day 
Working, facilitation, ete. 
{(b) request for car parking, complaints, 
Issuos relating to other agencies . otc 
{c) Issues relating to Connectivity, etc. 
‘Greenfield Airport Issues: 
(i) File relating to approval /formulation of 
Greenfield Aiport Policy 
(File relating to meetingiminutes of 
‘Steering Commitee on Greenfield airports 
(ii) File relating to grant of ‘in-principe’ 
approval of individual project (where in 
principle approval granted) 
(lv) file relating to monitoring of Greentiold 
airport Projects 
W) File relating to MHA clearance for 
Holiportsiarstrips projects individuals 
(vi) Mise file (i.e. projects initiated but 
approval was not grantediproper requests 

6 

()'B' Permanent Nature + digitize 

jaca 

ores 

cs 

()'B' Permanent Nature + digitize 

(i) B Permanent Nature + digitize 

(ii) B Permanent Nature + digitize 

wes 

(W)'B Permanent Nature + digitize 

wes



‘ot received, eta) 
7 | PPP Projects (Policy issues) "Permanent Nature + digitize 

@. | AERAJAERAAT related: 
() Enactment of AERA Act, 2008, | ()'B’ Permanent Nature + digitize 
‘Amendment in the Acts , ete 

(i) Framing of Rules under AERA Act (i) B’ Permanent Nature + digitize 

(ii) Establishment of Authority and Tribunal | (i ‘B’ Permanent Nature + digitize 

(tv) Creation of Posts (iv) B Permanent Nature + digitize 

) Appointment of Chairperson, Member & | (v) (a):C-1 
Secretary: 
{a} Applications received (atter selection) | () sper instructions contained in the 
{(b)Personal files record retention schedule 

(v)Policy Issues i.e. directions to AERA, 
instructions to AERA etc. (vB Permanent Nature + digitize 
(i) Misc Issues Le. grant in aid, issuance of 
passes, reimbursement of bil, et Low) c-3 

9. | Information given to other Ministries 
{a) ie. comments on Cabinet Notes acs 
{b) comments on ITIR, PCPIR, and other | (0) C3 
related matters 
(©) General Information to Planning | (¢) C-1 
Commission/DEA/PMO/ Cabinet 
‘Secretaria/other departments 
{d) PMO /Cab Sec specific information i) 0-3 

70.___| Parliamentary matters ‘As per record retention schedule 
11. | Gourt Case [TAs per record retention schedule 
12.__| VIP references ‘As per record retention schedule 
13._| RTI matters: 

{a) where reply given fransferred (a)s0-1 
{p)Where appeals filed (0):C:3 (after disposal ofthe appeal) 

14. | General informationitacis given to other | C-1 
‘Sections of this Ministry 

Fre]



DIRECTORATE GENERAL (DG) SECTION 

Description of Records Retention 
| period 

| Establishment Matters 

Remarks 

Directorate General of Civil Aviation 
(osc) | Poicy regarding Adminisvalive maters 
Land owned by DGCA. 
Bulling owned by DGCA 
Recruitment to various posts 
Farming of RRS. 
Pension Matters 
Court Cases 
‘Appeal filed before the Secretary 
Pay fixation 
Delegation of powers to DGCA 

Inquiry into accidents/incidents 
Taian Aircraft 
Foreign aircraft 
Flying Clubs and Gliding clubs incidents 
Incidents (air safety) 
‘ero Club of India 

Poli 
Flying GlubsiGliing Centers 
Security Clearance of Flying/Giding 
Clubs 
‘Al Parliament Matiers 
‘Audit Paras 

we



IANCE SECTION 

SI. | Main head ‘Sub-head | Retention period Remarks 
No. 
1. | Budget estimates 7 os 

revised estimates 
2. | Re-appropration o 
3. | Supplementary 3 

grants 
“| Accounts and audit | Audit abjection | (a)Far ‘departments | Subject 10 a copy of 

‘and audit reported upon ar the report being 
paras predominantly concerned: | retained 

C10 permanently. The 
(O)For other interested | National Archives 
departments: 0-3 may be consulted 

before any file is 
destroyed 

5. [Plan schemes T1-Approved | ()Permanent Tor record of 
schemes major projects costing 

Fs.20 crores and above. 
Minor projects are normally 
completed in shorter time 
frame. 
i)For others: C-10 

T2Net C3 
approved 

[schemes | | 
13.Review of 6-3 alter closure of the 
ongoing scheme, 
schemes 

6. | Budget estimates c10 
for five year plans 

Fre} 



GENERAL AVIATION (GA) SECTION 

si [suse caiogory at Record ad duration 
tna Gandhi Rashi Uran Aaa (RUA) 
i. Purchase fara fr IGRUA 8 
| Release a ands to GRUA 5 
| Wrrandam of ASSoGaion 5 
| Esabishent mater 

a sian poss 70 
Creation of posts 8 
ay Scales and alowances Tor 1GRUK oi0 
errployoes 
Framing of RRs 3 
Seocion Conmiion 3 
pen Faas Cari POpOT 5 
ICAO UNDP Projects -TGRUA 5 
ogy maters of IGRUA ncuding 8 
Management Conia of JGRUA wih Mis 
CAE 

| BUDGETARY WATTERS RELATING TO os 
IgRUA 
PreparalovExainaon of budgetary 
EslimatesRevsed Estimates! 
Supplemetary Grants 

Pawan ans Limited 
7. Etabishment mates 

a Sia pS 10 
reion a posts 8 
ay Seales and alowancesforIGRUR oi0 
erloyoes 
Bepuiatns Reigatonaang os 

ZA mats including Consiaton of Boar ot 5 
Directors 
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‘All administrative matters except 
appointment to be made with the approval 
of ACC 
BUDGETARY MATTERS RELATING TO cs 
PHL 
Preparation/Examination of budgetary 
Estimates/Revised Estimates! 
Supplementary Grants. 
HELICOPTER OPERATIONS C10 
request for posting! transfers! promotion c3 
housing: SC/ST matters etc; verification of 
characters & antecedents of employees. 
SEAPLANES ISSUES. c3 
‘Aviation University (Education Training) C0 

aaa



INFORMATION TECHNOLOGY (IT) CELL 

‘SI. | Main Head ‘Sub-head Retention period | Remarks 
No. 
1, | Polley lasues Development of MoCA cio 

AMG to the Blade C10 
Services 
e-affice in MCA cio 

Video conferencing in C10 
Moca 

2. | Training Training of officers in IT cs 

Conference Seminar os 
related with IT 
Workshop organized ca 
by Deity 
Conference on os 
governance 
Woaikshop on eybar CS 
security 

3. | Miscellaneous Uploading of Materials? ce 
documents on MoCA 
portal 
Demo of MoGa portal ca 

Updating of Website of os 
the MoCA, 

a2 



ECONOMIC REGULATORY (ER) DIVISION 

SI. | Subject Category of Record and duration 
No. 

& [Establishment of Raj Gandhi National 
Aviation University (RGNAU) 
Matters relating to establishment of Permanent Nature 
RGNAU 
‘Appointment matter of RGNAU c10 

os 
Miscellaneous matter of RGNAU. 

9. | Guidelines on Air Freight Stations and Air i, Permanent Nature 
Cargo Logistics operations 

70. | Air Cargo Logistios Promotion Boavd: 

Policy matter of Air Cargo Logistics 'B, Permanent Nature 
Promotion Board 

Minutes and Agenda etc. of meetings cs 

Ti. [Air Cargo operations complainis received ca 
from various stakeholders. 

72. | Chil Aviation Economic Advisory Counc os 

13. | National Transport Development Policy cs 
Committee. 

74, | Ombudsman: 
Files relating to Policy issues of 'B, Permanent Nature 
Ombudsman 

os 
Miscellaneous matter of Ombudsman 

75. | Parliament Questions ete ‘As per instructions contained in 
Record Retention Scheduled, 

76. [ATi matters ‘As per instructions contained in 
Record Retention Scheduled, 

Fry



VIGILANCE SECTION 

'S. | Description of record Retention Period | Remarks 
No. |Main-Head | Sub - Head 
1. | Gentral Civil [8. General ‘Kor category, depending Services notifications _| on the content value, in the 

(Classification, 3: Schedule ase of departments issuing 
Control & regarding the orders! instructions ete 
Appeal) Fules- | appointing | andthe departments 
Clarification and | Authority. concerned: other 
interpretation | Disciplinary _| departments need keep oniy 

‘Authority and | the standing orders, weeding 
Appelate fut the superseded ones, as 
‘Authority and when they become 

70. Regarding | obsote 
charge sheets, 
documentary 
evidence, 
Enquiry Officer, 
examination of 
witnesses and 
‘show-cause 
notices 

TT. Regarding 
penalties 

12. Regarding 
Consultation 
with UPSC 

73. Rlgarding 
‘appeals and 
petitions 

14. Rlogarding 
‘suspension and 
subsistence 
allowance 

2 | Allingia . General ‘Kor B' category, depending 
Services 77 Regarding | on the content value, in the 
(Discipline & Rules 1107 _| case of departments issuing 

'& Regarding | the orders! instructions ote 
Rules 8to11 | and the departments, 

Clarification and 3. Regarding | concemed:, other 
interpretation Fulos 120 18 _| departments need keep only 

TO. Rogarding | the standing orders, weeding 
ules 18 to 23. | Out the superseded ones, as, 

and when they become 
obsole 

3 [Complaints 6. Group A (d\Those | 03 after the | as a result 
7. Group B leading to | final disposal | of _ 
3 Groupe vigilance | of appeal or | complaint a 
Group D discipinary | final judgment | warning i 
10. General= ] endures | under "the | issued to the 

‘against two oF normal couse | Govt, servant 
more classes flaw a copy of the 

relevant 
order will be (e)Anonymou | To be | eta ie 

Err]



=~ oF | destoyed at | personal ile. 
pseudonym | the end of the ous year 
complains 
fon which 
fn action is. 
taken 

Omer 08 
complains 

Disciplinary | 6. Group A TeResuling | 08 after the | Subject to an 
proceedings 7. Group B in final ‘isposal | authenticated 

Group C imposiion | of appeal or | copy of the 3 Group of final judgment | order Too dont penatis: | undo "te | rgaring 
enqui normal course | imposition of 

" ot taw. penalty or 
© ater the | warning final “disposal |B8%9 Placed 
of appeal or 

{@)Resuiting | tinal judgment | Personal fle 
Crone noma couse | Sufable ony 
of the of law. being made 
accused in matte 
oficials appropriate 
with or service 
without record 
warning: 

Prosecutions | 6. Group A i) Resulting | -3 after the | Subject to an 
7. Group 8 in final ‘<isposal | authenticated 
Group C imposition | of appeal or | copy of the 3: GroupD of final judgment | order Too tant penatis: | undo te | regarding 

enqui Normal course | imposition of 
" ot taw. penalty or 

warning 
being placed 
in the 

(@)Resulting | 6-3 after the | Personal fle 
in final “disposal 
exoneratio | of appeal or | Suitable entry 
1 ofthe | final judgment | Being rade 
accused under the |i) the 
diicias | normal course | Ppropriate 
with or |offaw. service 
without record 
warning: 

‘Appeals 5. GroupA 3. or stil tho prosoribod | as a result 
6. Group8 retention period, whichever is | of the appeal 
7. Group earlier. the» original 
® Group order is 

modified, a 
copy of the 
revised order 
wil be placed 
inthe 

Ts



personal fle 
‘and a 
Sultable entry 
made in the 
appropriate 
record. 

7. | Pelitions 5. GroupA C3 or iil the prescribed /tf, as a result 
8. Group B retention period, whichever is | of the appeal 
7. Group C catler. the original 
Group D order is 

modified, a 
copy of the 
revised order 
will be placed 
in the 
personal file 
‘and a 
Sultable entry 
mage in the 
appropriate 

record. 
& | Court cases | 5. Group A 3 years ater final clearance | Subject 10 a 

Arbitrations! | 6. Group 8 from Arbitration, Litigation, | copy. of 
Enquiry’ Audit [7. Group C Enquiry or Audit as the case | court order 

@ Group D ‘may be or tl the prescribed | being placed 
retention period, whichever is | in the 
later. personal file 

‘nd, where 
necessary a 
sultable entry 
being made 
in the 
appropriate 
record. 

8. [Central Civil 6. General ‘Ror category, depending 
Services notifications __| on the content value, in the 
(Conduct) Rules, '7- Regarding | case of departments issuing 
1964. Rules 1to7 | the orders! instructions eto, 
Clarification and 8. Regarding | and the departments 
interpretation of | Rules 8 0 11 _| concerned: other 

‘@ Regarcing | departments need keep only 
Rules 12 to 18 | the standing orders, weeding 

70. Regarding | out the superseded ones, as 
Rules 19025 | and when they become 

obsolete, 
70. | All India | 5. General ‘A’ or 'B category, depending 

Services notifications _| on the content value, in the 
(Conduct) Rules, "6. Regarding | case of departments issuing 
1954 =| Rules 1107 | the orders! instructions etc. 
Clarification and /7. Regarding | and the departments 
interpretation of | Rules 8 to 14 _| concerned: other 

@ Regarding | departments need keep only 
Fules 15 to 20_| the standing orders, weeding 
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‘out the superseded ones, as 
and when they become 
obsolete, 

Ti. | Central Civil 5. General ‘A’ or ‘8 category, depending 
Services notifications _| on the content value, in the 
(Gateguarding of /6. Regarding | case of departments issuing 
National Rules 1to7 | the ofders/ instructions etc. 
Security) Rules, 7. Regarding | and the departments 
1953- Rules 8to 14 _| concemed: other 
Clarification and /8. Regarding | departments need keep only 
interpretation of | Rules 15 0 20 | the standing orders, weeding 

‘out the superseded ones, as 
and when they become 
obsolete, 

12. | Employment of |S. Iniimation | C-3 
dependents in | 4. Sanction 
private 
firmsitoreign 
missions in 
India 

72. | Participation in | intimation 3 
polities 

14, | Radio Sanction o3 
broadcasts, 
‘contribution of 
articles editing 
‘or managing of 
newspapers, 
publications. 

18. | Evidence before | Sanction o3 
Committee of 
Enquiry 

16._| Subscriptions | Sanction os 
17._| Gifts Tntimation 
18. | Private trade | Sanction cs 

‘employment 
78. | Moveable Property Ror B category, depending 

Immovable returns: fon the content value, in the 
property (general case of departments issuing 

aspects) the orders! instructions etc. 
and the departments, 
concemed: other 
departments need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
obsolete, 

3S Returns of —_|(c)In respect of C3 ater | Should 
Group A ‘employees the issue of | preferably be 

70. Retuns of entitled to | final dealt with on 
Group B retirement pension’ a soparate 
(Gazetted) benefits | gratuity | fle each 

Ti. Retums of —_|(d)In respect of | payment _| official to be 
a7



‘Group 8 other order Kept open 
(Non: ‘employees throughout 
Gazetted) 6-3 after | the official 

¥2, Retums of 2 career of the 
Group employee | government 

has ceased | servants. 
to be in 

13. intimation [C3 ‘Should 
14, Sanction preferably be 

dealt with on 
a separate 
file“ each 
offical to be 
kept open 
throughout 
the official 
career of the 
‘government 
servants, 

20. | Vigilance 17. General ‘Ror category, depending 
Administration aspects fon the content value, in the 

2. Acts, ules, | case of departments issuing 
‘manuals the orders! instructions ete. 

¥@. Vigilance set | and the departments 
up concemed: other 

departments need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
obsolete, 

14: Meetings —_|(c) For ‘Appropriate 
department | period to 
organizing | be 
such prescribed 
meetings: | by 

dopartment 
‘concerned 
in their 
record 
retention 
‘schedule - 

(For other | C3 
departments 

ca 
¥5. Appointment | CS 

of vigilance 
officers in 
Ministries! 
departments 

6. Us of officers | C-10 
(of doubtful 
integrity 
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7. Cases of | C-10 
difference of 
opinion wath 
Central 
Vigilance 
Commission 

18. Cases of 
difference of 
opinion wath other 
Constitutional 
Bodies 

78. Granting of | CS 
Vigilance 
clearance in 
respect of 
different 
classes of 
officers and 
the stat 

20. Annual Report | C-5 
of VE 

21. | Prosecution of | 3. General Ror B category, depending 
further studies aspects fon the content value, in the 

case of departments issuing 
the orders! instructions te. 
and the departments, 
concemed: other 
oparimenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
obsolete, 

% Permission |C-3 or one year aller | Subject to 
completion of study, | suitable entry 
Whichever is later. boing make 

in the 
appropriate 
record and 
authenticated 
copy of the 
order being 
placed in the 
Personal fil, 

22. | Membership of |. General ‘Ror category, depending 
Territorial Army, | aspects fon the content value, in the 
Auailiary Air case of departments issuing 
{force and Naval the orders! instructions te. 
Reserve and the departments, 

concemed: other 
eparimenis need keep only 
the standing orders, weeding 
‘out the superseded ones, as 
and when they become 
obsolete, 

19



Permission © oF one year afior the 
official has ceased to be a 
‘member of such organization, 
Whichaver is later. 
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S.No. 

AIR INDIA (Al) SECTION 

‘Subject ‘Category of record and duration 
19. Purchase of Aircraft 

Turnaround Plan and 
Restructuring Plan of Air India 

Financial B 

2 Merger of Air India & Indian Airines 
related files and other IR issues related 
to Merger including recommendation of 
various Committees (Justice 
Dharmadhikari Committee, IARC etc.) 

8 

22. Various Guarantees given by GO! to 
support Air India 

23. Salary of employees of Air India & its 
Subsidiaries including revisionvre- 
structuring of salary 

24. “Appointment of CMD, JtMD, Functional 
Director on the Board of Al, CEO of 
Subsidiaries and related services matter 

28. ‘Appointment of Consultants, processing 
of cases for post-retirement employment 

26. Haj Operations(includes. tendering of 
airlines for Haj, Cabinet Note, signing of 
MoU, sanctioning of payments) 

27. MoU by Al with MoCA and 
Subsidiaries 

ils 

28. Reports of _ various 
Standing Committee 

Parliamentary cs 

‘Audit Paras and other matter relating to 
‘Audit objection 

cs 

Parliament Assurances 
Starred Parliament Question 
VIP references and references received 
from other important dignitaries on Issue 
relating to public importance 
Court Cases on various issues of AT 

C3 
C3 

cs 
Grievances, complaints etc. on various 
issues of Al 

C3 

VIP reference & references received 
from other organization on issues 
relating to requesticonsideration of 
individuals or issues of general nature 

cs 

36. Unstarred Parliament Questions C3 
37. 

38. 

‘Air India & its subsidiaries matters 
pending with various 
Ministries/Organisation/authorities i.e. 
MoF, MoUD, MIAL, DIAL, OMCs etc. 
References received from Coordination, 
fortnightly reports, demand for grants, 
annual 
plan, DE/RE etc. 

C3 

cs 

aa 



9] RTI matters in which applicant have filed cs 
further appeal 

0, RTI matters in which no further appeal cs 
was filed by the applicant 

4i| Budgetary matters relating to Air India cs 
and its Subsidiaries 

ua 


