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GOVERNMENT OF INDIA
MINISTRY OF CIVIL AVIATION
INTRODUCTION NOTE

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

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 ete. should be reckoned
from the Record Schedule in respect of Records Common Ta All
Ministries/Departments prepared by the Department of
Administrative Reforms and Public Grievances.

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.

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 expiry 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.

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 lo 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 5 (2)(3){4) of Public
Records Rules, 1997.

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.

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

In exceptional cases, a record may be retained for a pericd longer
than the specified in the Schedule if it has certain special features
or such a 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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(ix)
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period because of court cases, pending audit paras, etc. In no case,
however, will a record be retained for a perod of shorter than
prescribed in the Schedule

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.

All sections of the Ministry may be directed to maintain the File
Register as prescribed in Para 97 and Appendix 22 of the C5 MOP.

A regular Programme of recording/reviewing/weeding 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)

(i)

(i)

Category "A" meaning "keep and microfilm"-
(a) Files which qualify for 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 simultaneously/frequently.

(i)  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 (il) 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 respectively.




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

S.Mo.

PARLIAMENT

Description of Records

Main head

Sub head

Retention period

Remarks

Parliament
matters

11.General aspects

A or ‘B category,
depending on the
content wvalue, in the
case of deportments
issuing  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.

12. Assurances and

undertaking

C-3

Subject to a
copy of the
report  being
retained
permaneantly.
The National
Archives may
be consulied
before any file
is desiroyed.

13, Committes

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

by For other interested
departments: C-3

Cases
containing
material of
great
precedence’
reference
value!
histarical
importance
may be
retained
permaneantly.

14. Cut-motion.

resolutions! Calling
Aftention notices = Lok

Sabha

(a) Admitted and
answeaned! discussed:
C-3

by Disallowed, lapsed or
withdrawn: C-1

15. Cut- motion,
resolutions! Calling
Aftention nofices =
Rajya Sabha

16. Questions - Lok Sabha

17. Question = Hajyva

The Mational
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instructicns etc. and the
departments concemed;
other departments need
keep only the standing
orders, weeding out the
superseded ones, as and

Sabha Archives may
be consulted
for its up-keep

18. Legislation ‘A or ‘B category,
depanding on the
content wvalue, in the
case of deportments
issuing  the  orders/

when  they  beacome
obsolete.
19. Furnishing of material | C-3 Since they
for speech of may attract 1%
President, Prime Appeal 50
Minister, Minister etc. require a fair
retention
peariod.
RIGHT TO INFORMATION (RTI)
Sl.Nao. Subject/records groups Proposed Retention | Remarks
Period
1. HTI Cases attracting 27 Appeal | C-3 or till the compliance of | Judgment'CIC ruling
(without any remarkable decizion) CIC  order, whichever is | "B”
later.
2. ATl Cases attracting 2nd Appeal G5 As these may afttract
(involving a remarkable decision) 2™ Appeal
3. 1% Appeal cazes files C-3
4. 2™ Appeal cases files C-3 or till the compliance of
CIC order
8. Files relating to the administrative | C-3
aspectz of BTl Act, 2005 i, e.
implementation, suggestion,
guidelines atc.
6. Files Register of BT Applications = B- Keep
i.e. records other than file.
Note : ﬂnly 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.

ADMINISTRATION

5. Ma.

Description of record

Main Head

Sub-Head

Retention period

Remarks

(1)

(2)

(3)

(4)

Creation and
classification of

posts

. Continuance'ab

olition/revival of
posts

Category ‘B’

Subject 1o
particulars  of
zanctions

being noted in
Establishment
1) Sanction
Register.

Fefer GFH
appendix 13,
Annes-1

. Corwersion  of

temporary posts
inte  permanent

onas

C-10

Subject to
particulars  of
sanctions

being noted in
Establishment
1) Sanction
Register.

Refar GFR
appendix 13,
A1

. Creation of post

of  permanent
nature

Category ‘B’

Subject 1o
particulars of
sanctions

being noted in
Establishment
af Sanction
Register.

Refar GFR
appendix 13,
A= 1

. Creation of

temporary  post
in Perzonal staff

of Minister

C-10

Subject 1o
particulars of
zanctions

being noted in
Establishment
af Sanction
Reqgister.

. Hevision of

scales of pay

Category ‘B in the case of
departments  issuing  the
orders and  departments
concerned,

Category 'C'  for  other
departments who may keep
only the standing order,

Subject 1o
pariculars of
sanctions

being noted in
Establishment
=/ Sanction
Rogister.




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

. Upgradation of | G-10 Subject o
posts particulars  of
sanctions
being noted in
Establishment
s Sanction
Register.
Refer  GFHR
appendix 13,
Annax-1
. Re-designation | G-10 Subject o
of posts pariculars of
sanctions
being noted in
Establishment
s Sanction
Register.
. Plan/non-Plan C-3 Subject o
posts particulars  of
sanctions
being noted in
Establishment
s Sanction
Reqgister.
Recruitment . Recruitment Category ‘B’ in the case of
(genaral departments  issuing  the
aspects) orders and departments
including concerned;
provisions of the | 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
deceasad the candidate
employees and an
authenticated
copy of the
order of
appointment
being kept in
the personal
file.
. Appointment of | C-10 Subject to the
honorary bio-
workers! data’applicatio
consultants n of the
candidate and
an




authenticated

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

copy of the
order of
appointment
being kept in
the personal
file.
4. Appointment of | G-10 Subject to the
Mon- Indians application of
the candidate
and an
authenticated
copy of the
order of
appointment
being kept in
the personal
file.
. Estimate -3 (Three years would be
fannual) of | compute after recruitment
vacancies process is completed.)
. Employment fa) G-10 in respect of
priorities  and Scheduled
maintenance of CastesTribes.
roster
. UPSC ity -5 in the case of
[ Exemption othars
from
Consultation)
Hegulations
. Framing of | Category 'B' in the case of
recruitment departments  issuing  the
rules orders and  departments
concarnad;
Category 'C' for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become obsolete
. Motification to | Category ‘B’ in the case of
and release of | depantments issuing the
vacancies by orders and  departments
i. Local concarnad;
employment Category 'C'  for  other
exchange departments who may keep
i. DGE &T. only the standing order,

10. Nomination  of

candidates by
local
employment
exchange and

8
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their selection

11. Recruitment
through
Employment c10
exchange
(general
aspects)
12. Recruitment
through Ministry
of  Personnel,
Public
Grievances and | G-10
Pensions .
including Select S"bj.m'.ln the
Lict ippllcallun Iu:
= e successfu
13. than::_mrfmenl by candidate and
Ministries an
including C-10 authenticated
EEDEMEESEW copy of the
14. Recruitment mdar_ of
from open E;ippulntmant .
market, ing kept in
including C-10 :}: persanal
advertising and '
inviting of
applications
15. Recruitment
through UPSC
including
requisitions  for
recruitment and
recommendatio | O 0
ns of UPSC
i.  Group A
ii. GroupB
16. Recruitment Subiject to the
otherwize than application of
through URSC the candidate
and an
authenticated
C-10 copy of the
order of
appointment
being kept in
the personal
file.
Scheduled 1. Reservation in | Category ‘B in the case of | The
castes and SEMVICES! departments  issuing  the | Department of
Scheduled tribes | (a) Scheduled orders and departments | Personal &
castes/ concerned; Training and
Scheduled Category ‘G0 for  other | Commissioner
Tribes departments who may keep | s for
(o) Other only the standing order, | Scheduled
weeding out the superseded | Castes  and

10




ones, as and when they
become obsolete

Scheduled
Tribas
authoritias
responsible
far averall
policy and co-
ordination in
the matter,
may keep
such records
for
appropriate
longer perods
o be
prescrived by
them in their
respective
record
refention
schedula.

das

2. Heturn
regarding
appaointment
and promaotion
made  without
consultation
with UPSC

C-1

Subject to (a)
files not being
clozed till after
the
prasentation
of the
Commission's
report o
parliament;
and (b}
corresponden
ce regarding
difference  of
apinion
between the
UPSC and the
administrative
department
being  deal
with on the
appropriate
recruitment
file.

3. Selection
Committeas  for
recruitment of
personnel:

(a) Constitution

(b) Proceedings

-1 after
whichewver is

C-3; or
reconstifution,
later

Period of limitation or C-3
whichever is greater

4. Relaxation of
aga/educational

qualification

11

C-3

Subject to a
suitable entry
being made in




Retrenchment

Verification/re-
verification
character
antecedents

of

and

the
appropriate
senvice record
{i.e.) service
book or
zenvice card)
and an
authenticated
copy of the
order  being
placed in Vol
I of Service
book/personal
file.
Refer
appendix
Annex-1

GFR
13,

5. Condonation of
break in service

C-4

Subject to a
suitable entry
being made in
the
appropriate
zenice record
{i.e) service
book or
zervice card)

and an
authenticated
copy of the
order  being
placed in Vol
I of Service
book/personal
file.
Refer GFR
appendix 13,
Annex-1
6. Engagement of | C-3: or C-1 after completion
casual labour of audit, whichever is later.
1. General
Frinciples
2. Group A Category 'B' in the case of | A Copy of the
3. Group B departments  issuing  the | order will be
4. Group B (Mon- | orders and  departments | placed in the
Gazetted) concernad; personal file
5. Group C Category G’ for  other
6. Group D departments who may keep
only the standing order,

1. Rules {General
aspects)

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

Category ‘B’ in the case of

departments  issuing  the
orders and  departments
concarnad;

12




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 C-1 for all. Subject to a
3. Group B suitable entry
4. Group B (Mon- being made in
Gazetted) the
5. Group C appropriate
6. GroupD zenvice record
and the
verification
report  itself
being kept in
Vol. Il of the
service book/
parsonal file.
Medical 1. Rules {General | Category ‘B in the case of
Examination aspects) departments  issuing  the
orders  and departments
concarnad;
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 C-1 for all. Subject to a
3. Group B suitable entry
4. Group B (Mon- being made in
Gazetted) the
5. Group C appropriate
6. Group D senvice record
and the
verification
report  itself
being kept in
Vol. Il of the
service DookS
personal file.
Personal files | 1. Secretaries /| (a) Those  eligible for | On the expiry
(Gazetted) Special retirement’ terminal | of the
Secrotaries |/ benefits: C-5 after issue | specified
Additional of final pension / gratuity | retention
Secrelaries payment order period,
2. Joint (b) Others: C-5 after they | personal files
Secrataries have ceased to be in | of officials who
3. Director/Deput service have  made
y Secretaries significant
4. Under confribution in
Secretaries any field of
5. Section activity  (e.q.
Officers administrative,

13




6. Stenographer scientific,
{zelaction SConomic,
grade) social) and

7. Stenographer have Won
{grade [} national’

internaticnal
recognition,
should be sent
to the MNational
Archives.

8. Correspondenc | G-1
a regarding
requisition,
transfer, return
atc.

Personal files | 1. Research (a) Those eligible for | On the expiry

(Mon-Gazetted) Aszsistants/Tec | retirement’ terminal benefits: | of the
hnical C-5 after issue of final | specified
Assistants/ pension ¢ gratuity payment | retention
Statistical order perniod,
Assistants parsonal files

2. Assistants of officials

3. Stenographers | (b) Others: C-5 after they | who hawve
{grade 11} have ceaszed fo be in 2ervice | made

4. Investigators significant

5 UDCs contribution in

6. Stenographers any field of
{grade 111} activity  {e.g.

7. LDCs= administrative,

8. Staff car scientific,
drivers SCONQITIC,

9. Jamadars / social) and
daftaries have won

10. Peons national’

11. Farashes intarna?if:rnal

12. Sweepers recagnition,

13. Correspondenc | G-1 z::ll'"dm tbh:
& regarding Mational

Archives.

Service Records 1. History of [ (a) For departments
sSenvices preparing and bringing out

2. Group A the compilation :C-5
3. Group B (b) For other department {i.e.
those supplying material
for inclusion therein): one
year after issue of the

compilation

4. Change in | C-3 Subject to a
name of a suitable entry
govarnment being made in

14




servant

the
appropriate
service record
and the
verification
report  itself
being kept in
Vol Il of the
service book!
personal file.

in
of

5. Alteration
the date
kirth

C-3

Subject to a
zuitable entry
being made in
the
appropriate
senvice record
and the
verification
report  itself
being kept in
Vol. Il of the
service book/
personal file.
Refer GFR
appendix 13,
Annex-1

6. Change in
qualification of
government
servant

C-3

Subject to a
zuitable entry
being made in
the
appropriate
senvice record
and the
verification
report  itself
being kept in
Vol. Il of the
service book/
personal file.
Refer GFR
appendix 13,
Annex-1

7. Civil list,
gradation !
senionty list:

{a} In the case of
departments
preparing and
bringing  out
the
compilation.

(b} In the case of
other

departments,

15

C-3

One year after
relevant compilation

izsue  of

Refer GFR

appendix 13,
Annex-1




{i.e. thoze
supplying
information for
such
compilation)

8. Verification of | G-1 Subject of
age and authenticated
educational copies of the
qualifications relevant

cerificales
being kept in
Viol. NI of
service book!
personal file.

9. Admission of | G-3 or 1 year after completion | Subject to a
pravious of audit whichewer is later zuitable entry
service not being made in
supported by the
authenticated appropriate
senvice record, senvice record
@.g. through and the
collateral verification
avidence report  itself

being kept in
Vol. Il of the
zernvice books
personal file.
Refer GFHR
appendix 13,
Annex-1

10. Nomination C-1 Subiject to the
relating to nomination in
family pension original or an
and DCH authenticated
gratuity copy there of

{where
original is kept
with the
audit), as the
case may be,
being placed
in Wol. Il of the
service book!
personal file.
Refer GFR
appendix 13,
Annex-1

11. G.P. Fund | G-1 Placed in Vol

nomination Il of the
zenvice book
of Group D
government
zervants and
{b) the

nomination in

16




original or an
authenticated
copy thereof
being placed
in Val. Il of the
zervice books
personal file in
the case of
other

government
servants.
Refer GFR
appendix 13,
Annex-’
10. Posting and | 1. General aspects | Category ‘B’ in the case of
transfer departments  issuing  the
orders  and departments
concernad;
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) f involving change of [ Subject to a
3. Group B office: C-3 suitable entry
4. Group B (Mon- being made in
Gazetted) the
5. Group C ikl In other cases: C-1 appropriate
6. Group D zervice record
and register of
postings, and
an
authenticated
copy of the
order  being
placed in the
personal file.
Subject to a
suitable entry
being made in
the register of
postings.
11. Seniority 1. General Category ‘B’ in the case of
principles departments  issuing  the
orders and  departments
concernad;
Category ‘G for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become obsolete
2. G55 Rules ia) Permanent nature in the
3. G555 Hules case of department

17




a.

CS5C5 Rules

issuing the rules, orders

etc;  other departments
need keeg only  the
standing orders and

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

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

5.Representations | C-3 It 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 [ 1. Rule {General | Category ‘B’ in the case of
study leave and aspects) departments  issuing  the
casual leavel’ LTC orders and  departments
concarnad;
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 (Mon- &natdl'iﬂs_ bfrlng
Gazet : made in the
3 Gmupm{;,m -3 in all cases appropriate
6. Group D zenice record
and leave
account.
7. Leave roster To be destroyved at the end of
the vear
13. Modified 1. Group B C-10 subject to
Assured Carrier |2. Group B (Non audit
Progression Gazetted verification
(MACP): 3. GroupC
Casual Leave [ 1. Rules Category 'B' in the case of

182




14. (including departments  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 ia) Casual leave: To be
3. Group B destroyed at the end of
4. Group B [Mon- the year
Gazetted)
5 GroupC (b) Special casual leave: C-1
6. Group D
15. Pay/Special Pay 1. Rule (general | 'A’ or ‘B category, depending
aspects) on the content value, in the
case of departments issuing
the orders/ instructions etc.
and the departments
concerned; ather
departments need keep only
the standing orders, weeding
out the superseded ones. as
and when they become
obsolete.
2. Group A C-3 or one year after | Subject to a
3. Group B completion of audit, | suitable entry
4. Group B (Non- | whichever is later. being made in
Gazetted) the
5. Group C appropriate
6. Group D senvice record
and pay bill
register and
an
authenticated
copy of the
order, where
issued, being
placed in the
personal file.
16. Increments 1. Rules (general | 'Category 'B' in the case of
aspects) departments  issuing  the
orders and  departments
concarnad;
Category 'C'  for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become obsolete
2. Advance C-3 or one year after | Subject to a
increments completion of audit, | suitable entry
whichever is later. being made in
the

15




appropriate
zenice record
and pay bill
register and
an
authenticated
copy of the
order, where
issued, being
placed in the
personal file.

3. Withholding of
increments

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

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

4. Representation
and petitions

C-3

If the
representation
results in the
original order
being revised,
an
authenticated
copy of the
relevant
arder’decision
will be Kept in
the precedent
baook,
personal  file
and suitable
entries  make
in the
appropriate
BEMvice
record.

5. Grant of
Incremeants

C-5, subject to  Audit

warification

17.

Delegation
Powers

of

1. Ciil Service
Requlations

2. Delegation of
Financial
Powerzs Hules,
1958

3. FR & SH

‘A" or ‘B’ category, depending
on the content value, in the
case of deportments issuing
the orders/ instructions etc.
and the departments
concarnad; ather
departments need keep only

Permanent in
the case of
department

issuing the
order and the
departments
concemed,

20




18.

Honorarium

4. GFR the standing orders, weeding | other
5. Central out the superseded ones, as | departments
Treasury Rules | and  when they become | need keep
6. Central Public | cbsolete. anly the
Waorks standing
Accounts Code orders,
7. Declaration of weading  out
officers as the
Head of superseded
Department ones as and
whan they
become
obsolete.
8. Declaration of | C-3 or il they are
officers as | superseded (whichever s
Controlling later) for departments issuing
officers the orders and departments
cancernad; other
departments need keep only
the standing orders, weeding
out the superseded ones as
and when they become
obsolete.
1. Rule (general | 'A’ or ‘B category, depending
aspects) on the content value, in the
case of deportments issuing
the orders/ instructions etc.
and the departments
cancernad; other
departments need keep only
the standing orders, weeding
out the superseded ones, as
and when they become
obsolete.
2. Group A C-3 or one year after
3. Group B completion of audit,
4. Group B (Non- whichevear is later.
Gazetted)
5. Group C
6. Group D

21




19. Pension/ Gratuity | 1. Rule (general | ‘A’ or ‘B category. depending | Refer GFHR
aspects) on the content value, in the | appendix 13,
case of deportments issuing | Annex-1
the orders/ instructions etc.
and the departments
concarnad; ather
departments need keep only
the standing orders, weeding
out the superseded ones, as
and when they become
obsolete.

2. Group A {a) Pra- C-3 Refer GFHR
verification appendix 13,
of pension Annex-1
cases

3. Group B (b} Invalid Till one year
pension after the last

4. Group B (Non- [[c) Family beneficiary of

Gazetted) pension the family
5. Group C (d} Other pension
pension ceases fo be
entitled to
receive it or 5
years
whichever is
later.
6. Group D (&) Gratuity z-5 Refer GFR
appendix 13,
Annex-1
(f} Commutat | C-15 Refer GFR
ion appendix 13,
pension Annex-1
20. Advance 1. Car Advance ‘A or ‘B’ category, depending
2. Conveyance on the content value, in the
Advance Rules | case of deportments issuing
3. Cycle Advance | the orders/ instructions etc.
Rules and the departments
4. Festival concarnad; ather
Advance Rules | departments need keep only | Refer GFR
5. GOPF  Final | the standing orders, weeding | appendix 13,
Withdrasal out the superseded ones. as | Annex-1
rules and when they become
§. GPF Advance | cbsclete.
Rules
7. House Building
Advance Rules
8. Motor
Cycle/Scooter
Advance Rules
9. Pay Advance
Rules
10.TA  Advance
Rules
11. Travel
concession
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Rules

12. Other Advance

Rulas
13. Grant of Car Subiject to:
Advance
14. Grant of (i) Suitable
Conveyance entries
Allowance being made
15. Grant of Cycle in Pay Bill
Advance Register;
16. Grant of ) and
Fastival i) In case of
Advance motor  car/
17. Grant of Final motor
Withdrawal cycle/
from GFF scooter and
18. Grant of GPF house
Advance building
19. Grant of House | &1 in all cases advances:
Building {a} Copies
Advance of ) sanction
20. Grant of Motor being _
Cycle/ Scooter placed in
Advance personal
21. Grant of Pay files, and
Advance (b} Moriga
22. Grant of TA ge deads
Advance and other
23. Grant of LTC agreements
Advance executed
24 Grant of other being kept
Advance separataly
in safe
custody for
the valid
period.
Fefer GFH
appendix 13,
Annex-1

21.

Confidential/
Aszessment

report

1. Rules (general
aspects)

Category ‘B’ in the case of

departments  issuing  the
orders and  departments
concarnad;

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

2. Recording of

confidential

reports in
respect of
Group A
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officers

3. Recording of

confidential
reports in
respect of
Group 'B’
officers

4. Recording of

confidential
reports in
respect of
Group 'B’
{Mon-
Gazetted)
officers

5. Recording of

confidential
reports in
respect of
Group "G
officers

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

-3 in all cases

7. Communicatio

n of adverse
antries

8. Hepresentation

for  expunclion
of adverse
arfries

C-3

. Maintenance of

C-5

Five yoars

ACR/ APAR from the date
of retirement/
Death subject
to confirm and
vigilance
section about
its nead in any
vigilance
CASEs.
22. Probation/ . General Category ‘B in 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
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Extension of suitable entry
probation of being made in
Eroup A the
. Confirmation/ appropriate
Extension of | G-5in all cases service record
probation of and
Group ‘B staff authenticated
. Confirmation/ copy of the
Extension of order  being
probation of kept in the
Group ‘B (non- personal file.
gazetted) staff
. Confirmation/
Extension of
probation of
Group 'C' staff
. Confirmation/
Extension of
probation of
Group ‘DY staff
. Confirmation in
ex-cadre posts.
. Representation | G-3 If the
and petitions representation
results in the
ariginal
orders  being
revised, an
authenticated
copy of the
relevant order/
decision  will
be kept in the
precedeant
book,
personal  file
and suitable
entries make
in the
appropriate
service book.
23. Promotion' . General Category ‘B’ in the case of
reversion principle departments  issuing  the
orders and departments
concernad;
Category ‘G for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become obsolete
. Departmental ia) Consultation: -3 or one
Fromation year after the DPC has
Committea been reconstituted
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whichever is later.

(b) Proceedings: C-5

3. Group A Subject to a
4. Group B suitable entry
5. Group B (Non- being made in
Gazetted) =5 in all cases the
B. Group C appropriate
7. Group D senvice record
and
authenticated
copy of the
order being
kept in the
personal file.
8. Hepresentation | C-3 I the
s and petitions representation
resuliz in the
ariginal orders
being revised,
an
authenticated
copy of the
relevant order/
decision  will
be kept in the
precedant
book,
personal  file
and suitable
entries  make
in the
appropriate
service book.
24, Training /| 1. Diploma course | (a) Cases -1 after | Department
scholarships/ in public involving the period | organizing
fellowships in administration in expenditure | of walidity | training
India and abroad the Indian from  public | bond-- programmers
Institute of funds  and | fagreeme | and
Public exgcution of | nt or | responsible
Administration bond/ completio | for overall
2. Executive agreament n of audit, | policy and co-
training of by the | whichever | ordination
officers  in  the trainees; is later. thereof in the
states matter  (e.q.
3. Reifresher o-3; or | Department of
course at the one year, | Personal and
Mational (b) Cases after Training and
Academy of involving completio | Department of
Administration direct n of audit, | Economic
at Mussoornie gxpenditure whichever | Affairs) may
4. Training in from  public | is later. keep such
Accountancy funds but not records for
5. Training of gxacution of appropriate
Assistants bond/ Z-1 percd to be
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idirect recruits ) agreamant; prescrived by
at the Institute them in their
of  Secretariat record
Training and | (c) Cases not retention
Managemant involving schedules.
6. Training in direct
Hindi'English expenditure
stenography (@. g. training
7. Training in in typewriting
Hindi’ English conducted by | C-3
typewriting Instituted  of
8. Training of Secretariat
LDCs (direct Training and
recruits) at the Managemant
Institute of )
Secretariat
Training  and | (d) Reports
Management submitted by
9. Training of trainees efc.
Officers at the after
Administrative complation of
Staff College at training/study
Hyderabad
10. Training for
stenographers
idirect recruits)
at the Institute
of  Secretariat
Training  and
Managemant
11. Training in O&M
Jwork study
12. Training abroad
235. Deputation and | 1. Rules regarding | Category ‘B’ in the case of
delegations deputation, departments  issuing  the
including 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|GC-3 or one year after | Subject o
India‘abroad completion of audit and | pariculars
settlement of all  audit | being noted in
objections, whichever is later. | the  register
prescrived for
the purpose.
Before
woading  out
filez, meporis
should ba
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removed and
kept in the
departmental

record room
for five years.
Cn the expiry
of this period,
the reparts
should be
reviewed and,
if necessary,
weaded out in

consultation
with the
Mational
Archives.
3. Deputation of Subject to a
AlS officers suitable entry
4. Deputation  of being made in
CS5 officers the
5. Deputation  of ) . appropriate
CS5S officers E’E::IE&?J:E period of service record
6. Deputation of and an
CSCS officers authenticated
7. Organized copy of the
SEMVICES order baing
placed in the
persomnal file.
26. Honorariumy 1. Hule ([general | Category 'B' in the case of
awards aspects) departments  issuing  the
orders  and departments
concernad;
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 C-3 or one year after | Awards
3. Group B completion of audit, | subject ta:-
4. Group B [Mon- | whichever is later.
Gazetted) (a) Entries
5. Group C being
6. Group D made in
the
SZenice
Book/ CRH
dossier of
the
concerme
d
employae
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and

(b)A  reqgister
being
maintained

27. Pension/' 1. Rule [general | Category ‘B’ in the case of | Refer GFHR
retirement aspects) departments  issuing the | appendix 13,
orders and departments | Annes-1
cancernad;
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- -3
3. Group B verification | Till the
4. Group B (Mon- of pension | youngest
Gazetted) case son/daught
5. GroupC (b} Invalid gr  attains
pension majority or
(c) Family 5 years
pension which is
(d)} Other later.
6. Group D pension Refer GFR
appendix 13,
(&) Gratuity C-5 Annex-1
if) Commutatio | C-15
n of pension
28. Resignation 1. Hules and | Category ‘B’ in the case of
orders (general | departments  issuing  the
aspect) orders  and departments
concarnad;
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 copy of the
3. Group B communicatio
4. Group B (Mon- | G-1 n  accepting
Gazetted) the
5. Group C resignation
6. Group D may be
placed in the
personal file.
29, Extension of | 1. Aules and | Category ‘B’ in the case of
service orders (general | departments  issuing  the
aspect) orders and  departments
cancernad;
Category 'C' for  other

departments who may keep
only the standing order,
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weeding out the superseded

ones, as and when they
become obsolete
2. Group A Subject to a
3. Group B copy of the
4. Group B (MNon- | C-1 after retirement for all. order  being
Gazetted) placed in the
5. Group C personal file.
6. Group D
30. Re-employment | 1. Rules and | Category 'B’ in the case of
orders (general | departments  issuing  the
aspect) orders and  departments
concarnad;
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 copy of the
3. Group B C-1 for all, after the arder may be
4. Group B (Mon- | government servant cease to | placed in the
Gazetted) be in government service personal file.
5. Group C
B. Group D
a31. Momination 1. General aspects | Category ‘B’ in the case of
employees departments  issuing  the
orders and  departments
cancernad;
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 C-1
opearations
3. Committees, Appropriate  retention period
working groups |to be prescribed by
afc. departments concarmnad.
4. Election work C-1
5. Invigilation (a) Departments
organizing
examination and
appointing invigilators:
C-3; or one year after
completion of auwdit
whichewver is later.
(b) Other departments:C-
1
32 Forwarding 1. General aspects | Category ‘B’ in the case of
applications departments  issuing  the
orders and  departments
concarnad;

Category 'C' for other
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depariments who may keep
only the standing order,
weeding out the superseded

ones, as and when they
become obsolete
2. For C-1 after announcement of | Subject to an
gxaminations result of the examination or | authenticated
3. For posts selection for particular post. Copy of
forwarding
letter being
kept in the
personal file.
33. Study leave 1. Hules and | Category ‘B’ in the case of
orders (general | departments  issuing  the
aspects) orders  and  departments
concernad;
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 C-1for all after the expiry of | Subject to a
3. Group B the bond'agreement executed | suitable entry
4. Group B [Mon- | by the government servant being made in
Gazetted) the
5. Group C appropriate
6. GroupD senvice record
and leave
account and
an
authenticated
copy of the
order  being
placed in the
personal file.
a4, Mo 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. lssue of | G-1 Subject to an
MNOGC authenticated
Copy being
kept in the
persona file.
35. Review tor | 1. General aspects | Category ‘B’ in the case of | Refer GFR
determining departments  issuing the | appendix 13,
suitability of orders  and  departments | Annex-1
employees  for concerned;
continuance in Category ‘G for  other

service

departments who may keep
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only the standing order,
weeding out the superseded
ones, as and when they
become obsolete

2. Group A ia) If it resulis in pre-mature | Subject to a
3. Group B retirement: C-3 copy of the
4. Group B (Mon-|ib) It results in continued |relevant
Gazetted) retention in service: G-1 arders/
5. Group C decision being
6. Group D kept in the
personal file.
3. Mo objection | 1. General aspects | Category ‘B’ in the case of
certificate tor departments  issuing  the
issue of orders and  departments
passport, arms concerned;
licenses etc. to Category 'C' for other
govl. servants. departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become obsolete
2. Issue of | -5 or one year after
passport completion of audit whichever
3. Issue of arms | is [ater.
licenses
a7, Observance  of C-3
special days
38, Reports/Periodic C-3 As per MOP
al returns (Manual of
office
Procedura)
39, Conduct Rules As per MOP
{Manual of
office
Procedura)
40. Court Cases C-5 After
implementatic
n of orders
41. Disciplinary As per MOFP
cases {Manual of
office
Procedura)

32




RECORDS OTHER THAN FILES

S. No. Description of record Retention period Remarks
1. | Establishment’ Sanction Fermanent Where, for any reason, the
Heqgister register is re-written, the
old volume will be kept for
3 years.
2. Rosters for Scheduled Castes | C-10
and Scheduled Tribes
3. | Register of oath/affirmation of | C-10 Subject to suitable entries
allegiance to the Constitution having been made in the
appropriate service record
of the officials concerned.
4. Service boak: Refer GTF appendix 13,
Officials entitled to retirement’ | A-3 after issue of Annax-1
terminal beanafits final
Other employaas Pension/gratuity
payment order
a. Confidential reports/ character
Rolls C-5
After retirement C-5
After death C-5
After resignation’ discharge
from service
6. Answer books of departmental | C-1 from the date
@xamination/ tests declaration of results.
7. | Leave account of: C-1 after issue of
final pension’ gratuity
Officials entitled to retirement’ | payment order.
terminal benefits C-3 after they have
Other employeeas ceased to be in
sernvice
8. | Casual Leave Account To be destroyed at
the end of the year
9. Special casual leave Register | C-1
10. | Register of delegation to C-10
International Organisation
11. | Register of CGHS identify C-3 For any reason, a register

Cards

have to be re- written, the
told register will be
retained for 3 years.
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CASH SECTION

S.MNo. Main Head Retention period
1. FPay Permanent nature
2. Special pay Fermanent nature
3. Allowances Permanent nature
4 Increments Permanent nature
Advance increments C-3 or one year after completion of audit,
whichever is later
Withholding of increments C-10 or C-3 after the final disposal of appeal or
final judgment under the normal course of law,
whichever is later.
3. Deputations abroad C-3, plus the period of deputation
6. Honorarium C-3 or one year after completion of audit,
whichever is later.
7 Pension/ Gratuity Permanent nature
8. Re-appropriation C-3
9. Supplementary grants C-3
10. Advances:-
Car Advances Rules A or ‘BT category

Conveyance Advance Hules
Cycle Advance Hules
Festival Advance Hules
GPF Final Withdrawal Rules

GPF Advance Hules
House Building Advance

Motor Cyclel Scooter Advance
Rules

Fay Advance Rules
TA Advance Rules

Travel Concession Rules

As per GFR appendix 13, Annex-1




11.

Other Advances Rules:-

Grant of Car Advances

Grant of Conveyance

Grant of Cycle Advance

Grant of Festival Advance
Grant of Final Withdrawal from
EPF

Grant of GPF Advance

Grant of Housze Building Advance
GErant of Motor Cyclel Scooter
Advance

Grant of Pay Advance

Grant of TA Advance

Grant of LTC Advance

Grant of other Advances

C-1 for all

12.

Payment and recoveries:-
Air passage bills

Cancellation charges

Contingent expenditure

Electric charges= racovery
GPF annual statements
EFF- membership
Grants-in-aid-contributions
and donations

Hozspitality fund

House rent and other
Allowances

Last Pay Certificate
Fay claims

Fermanent imprest

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

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

Refer GFR appendix 13, Annex-1

C-1

C-1

C-1
Refer GFR appendix 13, Annex-1

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

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

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

Subject to suitable entries being made in Pay
Bill Reqgister

C-3 or till the relevant orders are superseded
{whichewver is later) in the case of departments
issuing th orders/instructions; other
departments need keep only the standing
orders, weeding out the superseded ones as
and when they bacome obsolete
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Refunds
Refreshment bills

Rent demand statements

Service postage stamps

T Transfer TA claims

Water charges- recoveries

Reimbursement of legal
Expenzes

Reimbursament of fuition Fees

Acceptance of credits/debits

Adjustment of missing
cradits in GPF account

Financing of insurance
policies from GPF account

Amear claims (including
sanction for investigation, whenea
necessary)

Fostal Iife Insurance

Write-off of losses

Expenditure sanction

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

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

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

C-1

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

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

C-1

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

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

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

C-1
Refer GFR appendix 13, Annax-1

C-1

Subject to an authenticated copy of the
sanction being placed in the personal file.
Refer GFR appendix 13, Annax-1

-3 or one year after completion of audit,
whichever is later
Refer GFR appendix 13, Anneax-1

C-3
Subject to suitable entry being made in Pay Bill
Register and PLI Index Register

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

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

-3 after the bond ceases to be enforceable.

36




RECORDS OTHER THAN FILES

(5l.No. Description Retention period Remarks
Civil credit notes |:I-=nrm 5. 145} C-3 or one vaar after completion of awdit,
1. and slock whichewvar is later.
register theraol
Ragister of monthly expendifura To ba weaded outl aler the Appropriation
2. {Farm GFR 8) Accounts for the
year have been finalisad.
Reagister for walching progress of To ba weaded oul aler the Appropriation
3. expandiiure Accounts for the
{Form GFR 11) year have been finalised.
Ragislar for walching progress of -3 ar one year after completion of audit,
4. expandifure whichewvar is later.
an local purchase of stationery.
Ragislar for reconciliation ol To ba weaded aul after the Appropriation
& accounts Accounts for the
year have been finalsad.
Befer GFR
appandix
6. Cash Book C-10 13, Annex-1
Gash receipls I:EEIFI'H TR 5], C-3 or one vaar after completion of awdit,
T counterlails and whichewvar is later.
slock ragistar.
Petty vouchars nol furnished 1o C-3 or one year after completion of awdit,
. audit whichewvar is later.
9. Approprigbon Accounts C-3
10. | Pay Bill Ragisler C-20
Difice copies of eslablishment pay
11.  bills and C-20
related schedules (in respect af
period far
wihich Pay Bill Hegister is not
maintained. .
Schadulas 1o the establishment C-3 or one year after completion of awdit,
12, | pay bills far whichewvar is later.
the penod for which Pay Bill
Reagister is
maintainesd
C-3 ar one year after completion af audit,
13. | Acguittance rall whichewvar is later.
C-3 after all the policies antarad therain hava
14. | Postal life Insurancea register malured for
paymaenit.
15. | Increment register C-1
C-3 or one year after completion of awdit,
16. | Increment list whichewvar is later.
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GENERAL SECTION

EE)

5. [ Main Head Sub Head Retention period
Mo.
1. | Accommodation Shifting It involving expenditures: C-3 or
arrangements ane year after completion of
audit, whichever iz |ater.
Hesidenthal Al or ‘B category
accommaodation Permanent
Eganeral aspects)
ication tor | C- 1 or one year after completion
allotment of | of audit, whichever is later.
residential
accommodation-
Types |-V
2. Furniture Hules for purchase | "A"or ‘B category - permanent
\ hire,
condemnation
_Ejaneral aspects)
ondamnation’ C- 3 or one year after completion
dizposal of | of audit, whichever is later.
unserviceable
articles
-~ Hiring/purchase C- 3 or cne year after completion
of audit, whichever is later.
Maintenance and | C- 3 or one year after completion
repairs of audit, whichewer is later.

3. | Stationery Local purchase C- 3 or one year after completion

of audit, whichever is later.
SUpply of | C-T or one year after complefion
stationery of audit, whichever is later.
Physical C-3 or one year after completion
verification of audit, whichever is later.

4. | Other office machines including | Hules for | "A' or 'B" category - permanent
Electronic/ Computer items procurement/

disposal{genaral

aspects)

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

LGS D rate | ‘A" or 'B' category- permanent
contracts

a. Bicycles Hules (general | A" or ‘B category - permanent

aspects)
Condemnation and | C-3 or one year after completion
dizposal of audit, whichever is later.
Furchase C-3 or one year after completion
of audit, whichever is later.
Hepairs and | -3 or one year after comphetion
maintenance of audit, whichever is [ater.
Physical C-3 or one year after completion
verification of audit, whichever is later.

6. | Office eguipment including Condemnation and | G-3 or one year after completion
elactrical and mechanical | dispozal of audit, whichever is later.
appliances and other | Purchase C-3 or one year after completion
miscellanecus stores of audit, whichever is later.

Hepairs and | -3 or one year after comphetion

maintenance of audit, whichever is [ater.

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




Electric clocks and

C-3 or one year after completion

call-bellz [ | of audit, whichever is later.
procurement  and
maintenance)
i, Liveries Hules {entitled | C-3 or one year after completion
personnel and the | of audit, whichever is later.
scales of tems of
livaries)
Frocurement of | L-lor one year atter completion
material of audit, whichever is [ater.
Stitching and | C-1or one year after completion
tailoring of audit, whichever is later.
Supply of shoes | C-lor one year after completion
and chapels of audit, whichever is later.
Heturns, renewal, | C-1 or one year after completion
surrander and | of audit, whichever is later.
withdrawal
d. | Black-listing of firms/ contractors | Individual cases -3 Or one year after comphetion
of audit, whichever is [ater.
9. | Lontractors for supplies Hegistration -3 Or one year after completion
of audit, whichever is [ater.
Waiverreduction of | C-3 or one year after completion
penalty or | of audit, whichever is later.
condemnation  of
irregularity
10. | Telephones Office telephones | C-3 or one year after completion
installation and | of audit, whichever is later.
shifting of
telephone bills
Residential C-3 or one year after completion
telephones- of audit, whichever iz later.
installation of
telephone bills
Hepairs and | C-3 or one year after complation
maintenance of audit, whichever is [ater.
Internet services -3 Or one year after completion
of audit, whichever is later.
11. | Stalf car Hules (general | "A’ or ‘B’ category- permanent
aspecis)
Mon —official | C-3 or one year after completion
joumeys of audit, whichever is later.
Furchase of F.OL' | G-3 or one year after completion
AcCessories of audit, whichever is later.
Servicing, repairs | G-3 or one year after completion
and replacement of | of audit, whichever is later.
parts and relevant
corespondence
14, | mecurity Confidential — and | C-3 or one year after completion
sacret box of audit, whichever is [ater.
Duplicate keys: | C- 1 or one year after completion
maintenance of audit, whichever is later.
theraof

Issue of idenfity
cards-

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

comrespondence
thereof
Loss of identity [ C-1 or one year after completion
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cards of audit, whichever is lafer.
Temporary Passa-s C-1 or one year after completion
| arrangements of audit, whichever is later.

RECORDS OTHER THAN FILES

13. | Staff car log book C-3 or one year after completion
of audit. whichaver is later.

14. olock ragister C-3 or one year after completion
of audit, whichewver is later.

15. | Departmental security seals register ‘A’ or 'B’ category -parmanent

16. Hegister of identity cards ‘A" or 'B’ category -permanent

17. | Telephone bill C-3 or one year after completion
of audit, whichewver is later.
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HINDI SECTION

superseded ones, as
and when they bacome
obsaoleta.

S.No. | Main head Sub-head Retention period Remarks
1. Progressive use | General aspects and |'A° or ‘B’ category
Efnvaer:lTr':t in Hind?ﬂnmm'rtlaas_ N depending r_'nn_ the
offices. Hindi Salahkar samiti of | content wvalue, in the
the Ministry case of department
Parliamentary ISSLINg the
Committee’s  Inspection | ordersfinstructions  etc.
of the Ministry and the department
need keep only the
standing orders,
weeding out the

{a)Hindi workshop C-3

(bjConduct  of Hindi
competition

(C) Hindi week

Fakhwara

Periodical reports | L3

regarding use of Hindi

for official purposes.

Cluarterly Progress

report

Half Progress report

Yearly Progress report

Heview of quarterly

report of the attached

office/PSUs

Constitution of Hindi | L3

Committea.

() Office Language
Implement Committee of
the ministry

(i FParliamentary
Committea’s  Inspection

of the attached
office/PSUs

(i) Central Official
Language Implantation
Committee under
Chaimanship of
Secratary (OL)

liv) Central Hindi
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Committee undear
Chaimanship of FM.
Meeting and Fellow up | C-3
action of Hindi
Committee.
(i) Office Language
Implement Committee of
the ministry
(i} Farliamentary
Committea’s  Inspection
of the attached
office/PSUs
(i) Central Official
Language Implantation
Committee under
Chaimanship of
Secretary (OL)
liv) Central Hindi
Committee under
Chairmanship of PR,
Hindi Teaching | Hindi Teaching Scheme | C-5
Scheme
Training programme C-1
Examination (a) Applications: C-1 Subject to
(b} Results: G-5 for | the condition
departments that a
conducting the | register
examination, C-1 for | containing
other department. names of
officials and
their results
is maintained
permanently.
Grant of advance | C-3 or one year after | Subjecttoa
INGIGMAnts. completion  of audit, | suitable entry
whichever is |ater. being made
in the
appropriate
service
record and
an
authenticated
copy being
kept in
perzonal file.
Grant of awards (a) For departments | Subjecttoa
making the award. C-3 | suitable entry
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or one year after
completion of audit,

being made
inthe

whichever is later. appropriate
(b} For departments in | service
which the recipient is | record and
employed: C-1 an
authenticated
copy being
kept in
perzonal file.
Translation into | Books, reporis. | C-3 after the publication
Hindi periodicals etc. is printed/ cyclostyled.

a3




AGREEMENT DIVISION

Sl Mo, | Subject Category of Record and duration
1. | Air Services Agreements/MoUs ‘A’ Permanent Nature
2. | Allocation of Traffic Rights:-

a) Mational carriers B
b} Private camiars B
3. | Code share by Airlines: -
a} Mational Carriers B
b} Private Carriers B
4. | Proposals relating to amendment B
to the Aircraft Rules
5. | Internaticnal cooperation B
6. | (a) IATA training policy B
(b} Momination for IATA Training C-5
7. | Exemption from provision of
Aircraft Rules:-
a) Houtine exemption such as C-5
those under Rule 5 eic.
b} Exemption under Rule 160 C-5
8. | a) Policy matters relating to B
International  Civil Aviation
Organization {1CAO)
b) Day to day routine matters C-5
icl Payment of contribution fo C-5
ICAD
9. | Momination of officers for 1CAQ C-5
assignment
10. | Establishment matters relating fo
Hepresentative of India on Council
of International Civil Aviation
Organization (1CAQ):
a] Policy matters, appointmeant C-10
recall etc.of the ROI
b) Day to day routine matters C-3
11. | International Cinil Aviation C-3

Organization vacancies-
Forwarding of applications
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12, Matters relating to Double Taxation C-10
Avoidance Agreements
13. | Matters relating to Inter Ministerial C-10
Group Meetings
14. Grant of Visa to employees of C-3
foreign airlines
15. | Permission to foreign aircraft for C-5
staying beyond stipulated time
16. | Mon - scheduled operations: -
a) Policy matters B
b} RHoutine Matters C-3
17. Helaxation of the conditions C-10
Stipulated in Touwrist  Charter
Guidelines
18. | Coordination  of  international
cooperation proposals  including
proposals for foreign collabaration’
training matters relating to ESCAP,
ICAD, EU etc:-
a) Policy matters C-10
b) Others C-3
19. | All foreign deputations relating to C-5
Minister of Civil Aviation
20. | Matters relating to Official C-3
Language
21. | O&M matters C-3
22. | Court case/Legal matters C-10
23. | Country wise bilateral dialogue C-10
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DOMESTIC TRANSPORT (DT)SECTION

Sl. | Subject ' Category of Record and duration
Hn.l. (i) Scheduled Operators ‘B’ Permanent Mature
(i}  MNon Scheduled Operators ‘B’ Permanent Mature
(liy  Import of Aircraft - In principle ‘B’ Permanent Mature
Approval
(vl Verification of Character’ Antecedent ‘B’ Permanent Mature
by MHA for Director of Airlines.
2. (i) Court Cases C-5
3. Policy File
(i) Ciwvil Aviation Policy ‘B’ Permanent Mature
(il ATF matter ‘B’ Permanent Mature
(iiy  Foreign Direct Investment in Aviation ‘B Permanent MNature
(vl Regional and Remote Area Air

Connectivity Policy.
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COORDINATION & WELFARE SECTION

S. Subject Category of Record and
Mo. duration
1. Annual Report. C-3
Copies of the reports (if
published) to be retained in
Departmental Library as —
"B-Keep”
2. Citizen Charter. C-3
3. Result Frame Work Documents. C-5
4. Examination of draft bills‘ordinances/draft C-5 or Notification in Gazette,
Cabinet MNotes/ Acts. received from wvarious which iz earlier.
State  Govts. and  warious  administrative
Ministries/Deptt. which do not pertain to any
particular Section Depit. and reguire
. coordination.
5. Monthly Summary for the Cabinet. -1
B. References received from other Ministries C-1
/Deptts. calling for information of various types.
7. Monthly D.O. letter to  Cabinet Secy.” Secy. to -1
P.W.
B. Disgsemination of Administrative Circulars/ C-1
Ordersfinstructions on varous Matters received
from Modal Ministries’ Departments /Crg.
9. | Participation in Mational and International fairs/ -1
Exhibitions and Seminars.
10. | Distribution of Republic Day and Independence C-1
Day Passes, Calendars and Diaries etc.
11. | Implementaticn of the decisions of the Cabinet -1
/Cabinet Committee = submission of monthly
Report —<Reqg.
12. | Submission of returns on Employment of family -1
members of Govt. servants in foreign missions
and foreign organisations abroad (while the
officer iz posted in India) to be sent to External
Affairs.
13. | ACC Appointments Monthly returns about the -1
status of wacancies and proposals in the
PEUs/autonomous bodies (online).
14. | Monthly status of ACC cases with regard to (a) -1
pending proposals, (b)) compliance of ACC
decisions & directions.
15. | Reguest for adverlisement received from -1
Various sources.
16. | Woelfare of women- submission of Half yearly -1
and Annual data‘information.
17. | Welfare of Senior Citizen. -1
18. | Weekly Senior Level Officers Meeting. C-1
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20. |

Compilation of information on
PMOVWIF/Deliverables /RFD etc. for weekly
meatings as follow-up to Senior Level Officers
meating.

Annual Report  reg.  Representation of |

SCISTOBC in Central Govi. Service.

21.

Complaints  from  Associations for non-
observance of reservation orders.

22.

Representations from 5Cs/5Ts employees reg.
harassments.

23.

Monitoring of reservation orders for posts
reserved for SCa/5Ts.

24.

References from PRMOYIPs. Etc.

25.

Inspection of rosters maintained by the Deptt
and all the Organisations under its control.

26.

Annual return for physically handicapped
PErsons.

27.

Annual’ Half yearly retum for Ex- servicemen.

28.

Monitoring of reservation orders for posts
resernyad for physically handicapped.

29.

Monitoring of reservation orders for posts
reserved for Ex-senvicemean.

30.

Recruitment of Minorities in Govt. Services-
Quarterly report to be sent to Ministry of Home
Affairs (Minorities Cell}

31.

Prime Ministers Mew 15-Point Programme for
the Welfare information relating to total Number
of employees relating to Minorities.

32.

Prime Ministers Mew 153-Point Programme for
the Welfare of Minorities-Annual Report.

33.

Special Recruitment Drive launched for filling up
the backlog reserved vacancies of 5Cs. 5Ts
and DBCs- Half yearly and Annual Report.

35. |

Momination of the Liaison Officer for the works
relating to the welfare of SCs/5Ts, Physically
Handicapped Persons and Ex-Servicemen in
the Ministry.

Forwarding of Grievances received from various |

sources to concerned organization/ Admn.
section for redressed.

36.

[zzue of suitable communication to  the
petitioner/DPG/DARPG etc. reg. Hedressal of
the Grisvance/closure of the case.

37.

Circulation of the consclidated report on
pending PG cases to all Organization .

38.

Circulation of warious instructions/Guidelines
received from DPGDARPG etc. regarding
Public Grievances Redress Machinery (PGHM).

39.

40. |

Appointment of Public Grievance Officer in the
Ministry.

Matters relating to women welfare looking into I

reports’ of Women complaints of sexual
CellCamplaints harassment aic.

41.

Constitution of Women Cell, Momination of
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Modal Officer in the Ministry (main) for looking
| after matters relating to women welfare. |
Constitution of Complaints Committee to look
into Complaints of sexual harassment of women

at work place, nomination of
Chairperson /Modal Officer etc.

C-3
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AVIATION SECURITY (AS) SECTION

SUBJECT

CATEGORY OF RECORD AND
DURATION

Union War Book & Ministerial War Book

A

ST

International Agreements for cooperation
on civil aviation security issues, including
sharing of secret information with other
countries

A

Major Policy matters (such as issues like
anti-hijacking measures, creation of
aviation security force, re-structuring of
BCAS, eic.)

Enaciment of Bills / amendments of
rules/acts, etc. relevant to civil aviation
security

Passenger Service Fee
Component) & related issues

(Security

CISF/APSU for security at all airports:

(i) Deployment of CISF/State
Police

(i) Norms of deployment, including
vehicle policy

{iiiy  Other matters, including service
level agreements of CISF,
complaints  against  CISF
personnel/local police, etc.

C-5
C-5

C-3

Approvals/Permissions  in  respect of
access of vehicles of VVIPs/VIPs up to
Tarmac Area at airports

C-5

Pre-embarkation Security Checks and
Exemption therefrom

(i) Policy matters

(i) Other related issues

Airport Entry Pass (AEP) & related issues
(i) Policy matters
(i) Other related issues, including
isgsue of AEPs to Government
officers and recommendations,
it any. for issue of AEPs to
others,

10.

Matter relating fto Counter Terrorism
Contingency Plan. Crisis Management
Plan, MNational Crisis Management
Committee, etc.

11.

Matters relating to Committee of
Secretaries on Aircraft Hijacking (COSAH)
and Central Committee and Aerodrome
Committees

C-3

12.

Advisory Committee on Civil Awiation
Security (ACCAS)

i} General ISSUES like
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reconstitution of ACCAS, etfc.

C-10
(i) Meetings & Minutes .3
13. | Meetings of other commitiees, including
Technical Specification Committee &
organization of civil aviation
conference/seminers:-
(i) Day-to-day matters & general C-5
issues
(i) Meetings & minutes C-3
14. | Security functions of Ground handling
agencies
(i) Policy B
(i} Routine matters & other issues C-3
15. | Various Policy proposals of BCAS C-10
approved by Ministry for execution (by
BCAS) (such as Biometric Access
Systems, installation of securty-related
devices/equipment like RDEs, Body
Scanners, shoe scanners, etc.
16. | Matters relating to external security C-3
organizations such as TSA, etc., & studies
by ICAD, etc.
17. | Deployment of Sky Marshals of NSG & C-3
related issues
18. | Deputation of officers of MoCA (Security C-5
Division) and BCAS tor international
toursivisits, including seminars/trainings
organised by CASP-AP, TSA, ICAD, etc.
19. | Issues relating to clearance to hotel C-5
establishments in Aerocity, Delhi
20. | Security arrangements, including mock
drills, etc. at all airports:
(i) General issues including those C-5
related to Cargo Security,
BDDS. dog squads, etc.
(i) Matters relating to C-3
shortcomings in
security(reports from 1B, MHA
& others) & threats fo
airporis/alert messages
21. | Examination of proposals received from C-10
BCAS involving financial approvals
22. | Parliament Committees, including COPU C-5
23. | Audit Paras & settlement thereof C-10
24. | Court case/Legal matters C-10
25. | Documents & reports received from BCAS C-2
(like report on security clearances issued
by BCAS)
26. | Issues relating to AVSEC orders/circulars C-5

of BCAS
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AIRPORT AUTHORITY OF INDIA (AAl) SECTION

Sl.  Description of Records Retention Remarks
Mo. period
1 Policy matters relating to development of ‘B Keep Digitalize
airport infrastructure in the Civil Awviation
sector
2 Construction. development, modermization. ‘B Keep Digitalize
upgradation of AAl airports and Civil
Enclaves
3 Land matters including transfer / alienation of ‘B Keep Digitalize
AAl land
4 Land disputes betwesen AAl and other ‘B Keep
agencies
5 Declaration of airports as Customs ‘B Keep Digitalize
Internaticnal airports
6 Renaming of airports ‘B Keep Digitalize
7 | Creation of National Register of Airports C-10 Digitalize
8 Grant of Miniratna / Mavratna status to AAl ‘B Keap
9 Matters relating to customs / immigration atc. C-5
10 | Aerodrome licensing ‘B’ Keap Digitalize
11 | Conporatization of Alr Mavigation Services ‘B Keep Digitalize
12  Misc. matters relating to Air Mavigation C-53
Services
13 | Matters relating to Air Traffic Control C-10
14 | Matters relating to Mo fly zone C-5
15 Misc. matters relating to air navigation C-1
16 | Malters relating to air space clearance C-3
17 | Matters relating to air violations =10
18  Matters relating to MOTAM C-53
19 | Matters relating to aerial survey C-5
20 | Matters relating to air shows C-3
21 | Fatigue management of ATC personnel C-5
22  BExtension of watch-hours and night landing C-10
facilities
23 | Flexible use of air space (FUA) ‘B Keep Digitalize
24  Creation of Mational Search and Rescue ‘B Keep Digitalize
Board
25 | Policy/Rules/Guidelines relating to Height ‘B’ Keep Digitalize
| restrictions (SO-B4 / ATMC / VIP 89)
26  GAGANM project ‘B’ Keep Digitalize
27 | Aviation metrology services and work relating C-10
fo MET wing
28  MNWOC for Heights clearance - forwarding of C-3
Appeal cases o NoC Call, Aal
28 | Policy on Flying Clubs ‘B Keep Digitalize
30 | Matters relating to Visa on arrival facility C-53
31 | Policy decision on User Development Fea & ‘B’ Keap Digitalize
Development Fee
32 | Rewvision / waiver of various airport charges, C-10 Digitalize
hanger charges, air space charges efc.
33 | Charges relating to owverflying operation of C-10 Digitalize
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All =arvice [ administrative £ establishment
matters of AAT

Az per Record Retention Schedule
published by DARPG

Forwarding of VIP, PMO, and other Misc.
references;

foreign/military aircrafis
Exemption of airport charges to UN Peace C-5 Digitalize
Keeping Mission, para-military forces atc.
Air India‘airlines dues to AAl C-3
Budgetary Support (GBS) to AAl c-3
Release of budgetary support o AAl -3
All finance / budget / Planning Commission C-3
matters
39 | Ground Handling Policy ‘B Keep Digitalize
40 | Skot Management System and Slot Allocation ‘B Keep Digitalize
Folicy
41 | MoU between AAl & MoCA C-5
42 | Grant of license for CUTE, CUPPS, CUSS, G-10
Cute system
43 | Purchase, installation & commissioning of all C-5
necessary equipment at all airports
44  Obtaining security clearance for airport C-53
aquipment
45 Al customs duty maftiers, Exemptions from C-5
customs duty
46 | lssue of Essentiality Certificates C-5
47 | Tender related issues C-3
48 | ACI-AS0 - Alrport Service Quality survey C-3
49  All matters relating to thrust area C-3
a0 | All RFD matters pertaining to AAl G-3
21 Framing of Rules, Regulations and other ‘B Keep Digitalize
related matters of AAT
22 | Framing / approval / notification of rules and ‘B Keap Digitalize
regulations under AAl Act
53 | Appointment of Chairman of AAT =10
34  Processing of Board level appointments in C-10
AAl through ACC
85 | Appointment of Chairman and Boards level =10
Membears of AAl
56  Appointment of Non-Official  (Part-time} C-10
Members of AAl Board
a7 | Appointment of Airport Advisory Committee C-5
members at all airports
28 | Approval for foreign travel of Board Members C-3
of Adl
29 | Laying of Annual Report of AAl C-3
60 | Issue of MHA passes; VIP parking labels C-3
61 | Monthly/Quarterly report on usage of Hindi -1
62 | Monthly DOs (ACC/Cabinet efc.) C-1
63 | Parliamentary standing committee matters C-53
64  Establishment / service matters relating to C-3
AAl employeas
65.
66.

Ag per Record Retention Schedule
published by DARPG

o
™~

Miscellaneous Court Cases

Az per Record Retention Schedule
published by DARPG
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Sr.

MNo.

AIRPORT DEVELOPMENT (AD) SECTION

' Subject

Category of Record and duration

File relating to concession Agreements signed
between BIAL and Gol for establishment of
Gregnfield Airpot  at Devenahali  (pre-

. Transaction Period)

File relating to concession Agreements signed
between HIAL and Gol for establishment of
Greenfield Airport at Shamshabad (pre-

| Transaction Period)

File relating to implementation of Concession
Agreements signed for HIAL & BIAL (post

Transaction period)
fiiMajor decisions i.e. tarifi related issues. levy

af LIDF, &fc.

(iiy Project details related (i.e. expansion,
revisions of Master Plan, Board issues, etc.)
fiii] Misc issues

‘B’ Permanent Mature + digitize

B' Permanent Nature + digitize

(i1 ‘B Permanant Mature + digitize

(i) C-10

{iii) G-1

File relating to Project Agreements signed for
restructuring and modemization of Delhi and
Mumbai airports (pre-Transaction Period)

A Permanent Mature + digitize

File relating to implementation of project
agreements for Delhi and Mumbai (Post-
Transaction Period):

(i}File relating to land issues, Master Plan,
OIOC meetings, Tariff Related issues ie.
approval of DF. UDF. etc. i.e. which are in
Folicy nature

(i} Misc izsues (Which ame not Policy issues):
(a) i.e. request relating to day to day working,
facilitation, efc.

(b) request for car parking. complaints, issues
relating to other agencies , etc

ic) Issues relating to Connectivity, efc.

(i1 ‘B Permanant Mature + digitize

(i) (a): C-1

(b): C-3

{ci: G-5

Greenfield Airport Issues:
(i} File relating to approval formulation of
Gregnfield Airport Policy

(i) File relating to meeting/minutes of Steering
Committee on Greenfield airpors
(i} File relating to grant of
approval of individual project
principle approval granted)

in-principle’
iwhere in

(iv) file relating to monitoring of Greenfield
airport Projects

W} File relating to MHA clearance
Heliports/airstrips projects individuals

Wil Misc file {i.e. projects initiated but approval

for

(i1 ‘B Permanant Mature + digitize

{ii} B' Permanant Mature + digitize

{iii) 'B' Permanent Nature + digitize

{iv) G-3
(v] ‘B Permanant Mature + digitize

{vi) G-3
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was not granted/proper requests not received,

Sections of this Ministry

| efc.)
7. FPF Projects (Policy izsuas) ‘B’ Permanent Mature + digitize
8. AERA/AERAAT related:
(i} Enactment of AERA Act, 2008, Amendment | {i) 'B" Permanent Nature + digitize
in the Acts , efc.
(i) Framing of Hules under AERA Act (i} 'B’ Permanent Mature + digitize
(iii) Establishment of Authority and Tribunal (i) 'B' Permanent Mature + digitize
(iv) Creation of Posts {iv) B' Permanent Mature + digitize
W} Appointment of Chairperson, Member & | (v} {a):C-1
Secretary:
(a) Applications received (after selection)
(b Personal files (b} as per instructions contained in
the record retention schedule
wilPolicy Issues ie. directions to AERA,
instructions to AERA efc.
(vii) Misc Issues i.e. grant in aid, issuance of | (vi) ‘B’ Permanent Nature + digitize
passes. reimbursement of bills, etc.
| {wii} C-3
9. | Information given to other Ministries:
(a) i.e. comments on Cabinet Notes (a) C-3
) commentz on ITIR, PCPIR, and other | (b} C-3
related matters
icl General  Information to  Planning | {c) C-1
Commission/DEAPMO/ Cabinet
Secretariat'other departments
(d) PMO /Cab Sec specific information (d} C-3
10. | Court Case As per record retention schedule
11. | VIP references As per record retention schedule
12.  General Informationfacts  given to other | C-1

55




5l.
MNao

DIRECTORATE GENERAL (DG) SECTION

' Description of Records

Retention period

Remarks

Eztablishment Matters

Directorate General of Civil Aviation

(DGCA)

Policy regarding Administrative matiers

- Land owned by DGCA

Building owned by DGCA

Hecruitment to various posts

Farming of RR=

Fension Mattars

Court Cases

|0

Appeal filed before the Secretary
_Pay fixation

Delegation of powers to DGECA

P L | L) L@ m @

= TP = =]

wlitily'

Inquiry into accidents/incidents:

Indian Aircraft

Foreign aircraft

Flying Clubs and Gliding clubs incidents

Incidents (air safety)

" Aero Club of India:

Falicy

Flying Clubs/Gliding Centers

Security Clearance of Flying/Gliding Clubs

Audit Paras
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FINANCE SECTION

sSl. | Main head Sub-head Retention period Remarks
No.
1 Budgaet C-3
estimates /
revised
estimates
2. Re- C-3
appropriation
3. Supplementany o3
grants
4. Accounts and | Audit objection | (a)For departments | Subject to a copy
audit and audit | reported upon or |of the regort
paras predominantly concemed: | being  retained
Z-10 permanently. The
{biFor  other interested | National Archives
departments- C-3 may be
consulted before
any file is
destroyed.
a. Flan schemes | 11.Approved {ij)Permanent for record of
schemes major  projects  costing
Rs20 crores and abowve.
Minor projects are normally
completed in shorter time
frame.
{ii)For others: G-10
12.Not C-3
approved
schemes
13.Review of | C-3 after closure of the
angoing schema.
schemes
6. Budget C-10
estimates  for

five year plans
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Sl
Ma.

GENERAL AVIATION (GA) SECTION

Subject

Category of Record and

duration

Indira Gandhi Rashtriya Uran Akademi (IGRUA)

1.

Purchase of aircraft for IGRUA

2,

Release of funds to IGRUA

3.

Memaorandum of Association

Establishment matters

Re-designation of posts

C-10

Creation of posts

Pay Scales and allowances for IGRUA
employees
Framing of RRs

C-10

Selection Committee

c-3

Expenditure Finance Committee proposal

ICAO - UNDP Projects - IGRUA

Policy matters of IGRUA including Management
Contract of IGRUA with Mis CAE.

BUDGETARY MATTERS RELATING TO
IGRUA

Preparation/Examination of budgetary
Estimates/Revised Estimates/

Supplementary Grants.

Pawan Hans Limited

1.

Establishment matters

Re-designation of posts

C-10

Creation of posts

Pay Scales and allowances for IGRUA
employees

C-10

Deputations /delegations/training

C-5

All matters including Constitution of Board of

Directors
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All administrative matters except appointment to
be made with the approval of ACC

BUDGETARY MATTERS RELATING TO PHL C-5

Preparation/Examination of budgetary

Estimates/Revised Estimates/

Supplementary Grants.

HELICOPTER OPERATIONS C-10
request for posting/ transfers/ promaotion/ c-3

housing; SC/ST matters etc; verification of

characters & anlecedents of employees.

SEAPLANES ISSUES. Cc-3

Aviation University (Education Training) C-10
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INFORMATION TECHNOLOGY (IT) CELL

Sl. | Main Head Sub-head Retention Remarks

Mo. period

1. | Policy Issues Devalopment of MoCA C-10
AMC to the Blade C-10
Services
e-office in MoCA C-10
Video conferencing in C-10
Mo CA

2. | Training Training of officers in IT C-5
Conferance /Seminar C-3
related with IT
Workshop  organized C-3
by Deity
Conferance on e- C-3
governance
Workshop on cyber C-5
security

3. | Miscellaneous Uploading of Materials! C-5
documents on MoCA
portal
Cemo of MoCa portal C-3
Updating of Website of C-3

the MoCA




ECONOMIC REGULATORY (ER) DIVISION

Subject

Category of Record and
duration

.| Establishment of Rajiv Gandhi Mational

Aviation University (RGMALU):

Matters relating o establishment of RGMNAL

Appointment matter of RGMAL

Miscellaneous matter of BGHAL

'B’, Permanent MNature

C-10

C-5

.| Guidelines on Air Freight Stations and Air

Cargo Logistics operations

‘B, Permanant Mature

.| Air Cargo Logistics Promotion Board:

Folicy matter of Air Cargo Logistics
Promaotion Board

'‘B', Permanent MNature

Files relating to Policy issues of Ombudsman

Miscellaneous matter of Ombudsman

Minutes and Agenda etc. of meetings C-5
.| Air Cargo operations complaints received C-3
from various stakeholders.
.| Civil Aviation Economic Advisory Council =-5
.| Mational Transport Development Policy C-5
Commitiee.
.| Ombudsman:

'‘B', Permanent Mature

C-5
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VIGILANCE SECTION

5. | Description of record Retention Period Remarks
Mo | Main - Head Sub - Head
1. | Central Ciwvil 1. General ‘A or ‘B’ category,
Services naotifications depending on the
(Classification, 2. Schedule content wvalue, in the
Control & Appeal) | regarding case of departments
Rules- appointing issuing the orders’
Clarification and Authority, instructions etc. and the
interpretation Disciplinary departments
Authority  and | concerned; other
Appellate departments need keep
Authority only  the  standing
3. Regarding orders, weeding out the
charge sheets, | superseded ones, as
documentary and when they become
evidence, cbsolete.
Enguiry Officer,
examination of
witnesses and
show-cause
notices
4. Regarding
penalties
5. Regarding
consultation
with UPSC
6. Regarding
appeals and
petitions
7. Regarding
suspensicn and
subsistence
allowance
2. | All India Services (1. General A or ‘B category,
(Discipline & 2. Regarding depending on  the
Appeal) Rules, Rules 1to 7 content wvalue, in the
1955 - 3. Regarding case of departments
Clarification and Rules 8to 11 issuing the orders’
interpretation 4. Regarding instructions etc. and the
Rules 12 to 18 | departments
5. Regarding concernad; other
Rules 19 to 23 departments need keep
only  the  standing
orders, weeding out the
superseded ones, as
and when they becomea
obsolete.
3. | Complaints 1. Group A (a) Those C-3 If as a re=ult
2. Group B leading 1o | after the | of the
3. Group C vigilance 1 | final complaint a
4. Group D disciplinary | disposal waming s
5. General — enquiries | of issued  to
appeal | the Gowt.
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against two or or final | servant a
more classes judgme | copy of the
nt under | ralevant
(B)Ananymaou | the order will be
s or [normal | glaced  in
pseudonym | Course | 4o
ous of law.
complaints ml:snnal
on  which
on action is | To  be
taken: dastroy
ed at
(c1Other the end
complaints | of  the
year
C-3
Disciplinary 1. Group A (a)Resulling C-3 Subject to
proceedings 2. Group B in after the | an
3. Group C imposition | final authenticate
4. Group D af disposal | 4 copy of
5. Joint enquiry penalties: | of the order
appeal | ragarding
aor final | impogition
judgme | o " panalty
mﬂundﬂr or warning
omal | 009,
ib}Resulling COUrse th
in of law. .
axoneratio personal file
n of the|C-3 and a
accused | after the | Suitable
officials final entry being
with  or | disposal | made in the
without of appropriate
warmning: appeal | service
or final | record.
judgme
nt under
the
normal
course
of law.
Prosecutions 1. Group A (a) Resulling C-3 Subject to
2. Group B in after the | an
3. Group C imposition | final authenticate
4. Group D af disposal | d copy of
5. Joint enquiry penalties: | of the  order
appeal | ranarding
ar final | imnosition
JL::Igrge of  penalty
Fhﬂun | or warning
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normal | being
(b} Resulling course | placed i
in of law. the
axoneralio personal file
n of the and 5
:::Tc'ﬁ;d suitable
wih o |02 g g
ot | ey ™ | appropiat
. X service
g;spnsal record.
appeal
ar  final
judgme
nt under
the
narrmal
course
of law.

Appeals 1. Group A C-3 or il the|lfl, as a
2. Group B prescribed retention | result of the
3. Group C period, whichever Iis | appeal the
4. Group D earlier. original

order is
modified, a
copy of the
revised
order will be
placed in
the
perzonal file
and a
suitable
entry made
in the
appropriate
senvice
record.

Petitions 1. Group A C-3 aor till the | If, as a
2. Group B prescribed retention | result of the
3. Group C period, whichever is | appeal the
4. Group D earlier. original

order is
modified, a
copy of the
revised
order will be
placed in
the
perzonal file
and a
suitable
entry made
in the

appropriate




SEMVIcE

record.

g. | Court cases’ | 1. Group A 3 years after final | Subject to a
Arbitrations/ 2. Group B clearance from | copy of the
Enquiry’ Audit 3. Group C Arbitration,  Litigation, | court order

4. Group D Enquiry or Audit as the | being

casze may be or till the | placed  in

prescribed retention | the

period, whichever is | personal file

later. and, where
necessary a
zuitable
entry being
made in the
appropriate
service
record.

8. | Central Ciwvil | 1. General A or ‘B category,

Services noftifications depending on  the
(Conduct) Rules, | 2. Regarding content wvalue, in the
1964~ Clarification Hules 1 to 7 caze of departments
and interpretation | 3. Regarding issuing the orders/
of Rules & to 11 instructions etc. and the

4. Regarding departments
Rules 12 to 18 | concernad; other
5. Regarding departments need keep
Rules 19 t0 25 | only  the standing
orders, weeding out the
superseded ones, as
and when they becomea

obsolete.

10. | All India Services | 1. General A or B category,
(Conduct) Rules, nofifications depending on the
1954 = | 2. Regarding content wvalue, in the
Clarification and Rules 1to07 caze of departments
interpretation of | 3. Regarding issuing the  orders/

Rules & to 14 instructions etc. and the

4. Regarding departments

Rules 15to0 20 | concerned; other
departments need keep
only  the  standing
orders, weeding out the
superseded ones, as
and when they become
obsolete.

11. | Gentral Civil | 1. General A oor B category,

Services nofifications depending on  the

(Safeguarding of 2. Regarding content wvalue, in the

Mational Security) Rules 1107 case of departments

Rules, 1853- | 3. Regarding issuing the orders’

Clarification and Rules 8 to 14 instructions etc. and the
interpretation of | 4. Regarding departments

Rules 15to0 20 | concerned; other

departments need keep

only  the standing
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orders, weeding out the
superseded ones, as
and when they becomea
cbsolete.

12. | Employment of | 1. Inimation C-3
dependents in | 2. Sanction
private
firms/foreign
missions in India
13. | Participation  in | Intimation C-3
politics
14. | Radio broadcasts, | Sanction C-3
contribution of
articles editing or
managing of
newspapers,
publications
15. | Evidence before Sanction C-3
Committes of
Enquiry
16. | Subscriptions Sanction C-3
17. | Gifts Intimation
18. | Private trade Sanction C-3
employment
19. | Moveable/ 1. Propery ‘W or ‘B category,
Immovable returns depending on  the
property (general content wvalue, in the
aspects) casze of departments
issuing the orders/
instructions etc. and the
departments
concerned; other
departments need keep
only  the  standing
orders, weeding out the
superseded ones, as
and when they become
obsolete.
2. Returns of {a}ln -3 after | Should
Groug A respect |the issue | preferably
3. Returns of of of final | be dealt
Group B employ | pension/ with on a
(Gazetted) ees grafuity separate file
4. Returns of entitled | payment aach official
Group B to order to be kept
(Non- retireme open
Gazetted) nt C-3  after | throughout
5. Returns of benefits | the the official
Group C (b}In employee | career  of
respact | has the
of other | ceased to | government
employ | be in | servants.
ees service
6. Intimation C-3 Should

&6




7. Sanction

preferably
be dealt
with on a
separate file
each official
to be kept
open
throughout
the official
cargar of
the
government
sErvants.

20.

Vigilance
Administration

1. General
aspects

2. Acts, rules,

manuals

3. Vigilance set-
up

‘A or B category,
depending on  the
content wvalue, in the
case of departments
issuing the orders’
instructions etc. and the
departments
concearnead; other
departments need keep
only  the  standing
orders, weeding out the
superseded ones, as
and when they becomea
obsolete.

4. Meetings {a)For Appropria
departme | e period
nt o be
arganizin | prescribe
0 such | d by
meatings: | deparme

nis
concerme
d in their
recond
retention
schedule
- C-3
{biFor other
dapartme
nis
C-1
5. Appointment | C-3
of vigilance
officers in
Ministries/
departments
6. List of officers | G-10
of doubtful
integrity
7. Cases of C-10
difference of
opinion with

&7




Central

Vigilance
Commission
8. Cases of
difference of
opinion with
other
Constitutional
Bodies
9. Granting of C-3
vigilance
clearance in
respect of
different
classes of
officers and
the staff:
10. Annual Report | C-5
of CVC
21. | Prosecution of 1. General A oor B category,
further studies aspects depending on  the
content wvalue, in the
case of departments
issuing the orders’
instructions etc. and the
departments
concerned,; other
departments need keep
only  the  standing
orders, weeding out the
superseded ones, as
and when they become
cbsolete.

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

make in the
appropriate
senvice
record and
authenticate
d copy of
the order
baing
placed in
the
Personal
file.
22. | Membership of 1. General A or B category,
Territorial Army, aspects depending on the
Auxiliary Air force content wvalue, in the

and Mawval caze of departments

Reserve issuing the orders’
instructions etc. and the
departments

G2




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

2. Parmission

&9

C-3 or one year after
the official has ceased
to be a member of such
organization, whichaver
is later.




AIR INDIA (Al) SECTION

S.No. | Subject Category of record and
duration

1. | Purchase of Aircraft B

2. | Tumaround Plan and Financial B
Restructuring Plan of Air India

3. | Merger of Air India & Indian Airlines B
related files and other IR issues
related to  Merger including
recommendation of various
Committees (Justice Dharmadhikari
Committee, |ARC etc.)

4. | Various Guarantees given by GOl to B
support Air India

5. | Salary of employees of Air India & B
its Subsidiaries including revision/re-
structuring of salary

6. | Appointment of CMD, JLMD, B
Functional Director on the Board of
Al, CEQ of Subsidiaries and related
services matter

7. | Appointment of Consultants, c-3
processing of cases for post-
retirement employment

8. | Haj Operations{includes tendering B
of airlines for Haj, Cabinet Note,
signing of Mol, sanctioning of
payments)

9. Mol by Al with MoCA and its B
Subsidiaries

10.| Reports of warious Parliamentary c-3
Standing Committee

11.| Audit Paras and other matter c-3
relating to Audit objection

12.| VIP references and references c-3
received from other imporiant
dignitaries on issue relating lo public
importance

13.| Court Cases on various issues of Al c-3

14.| Grievances, complaints etc. on c-3
various issues of Al

15.| VIP reference & references received c-3
from other organization on issues
relating to request/consideration of
individuals or issues of general
nature

16.| Air India & ils subsidiaries matters c-3

pending with various
Ministries/Organisation/authorities

7o




Le. MoF, MaUD, MIAL, DIAL, OMCs

efc.
17.| References received from c-3
Coordination, forinightly reports,
demand for grants, annual
plan, DE/RE etc.
18.| Budgetary matters relating to Air c-3

India and its Subsidiaries
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GOVERNMENT OF INDIA
MINISTRY OF CIVIL AVIATION
INTRODUCTION NOTE

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

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 ete. should be reckoned
from the Record Schedule in respect of Records Common Ta All
Ministries/Departments prepared by the Department of
Administrative Reforms and Public Grievances.

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.

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 expiry 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.

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 lo 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 5 (2)(3)(4) of Public
Records Rules, 1997.

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.

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

In exceptional cases, a record may be retained for a pericd longer
than the specified in the Schedule if it has certain special features
or such a course is warranted by the peculiar needs of the

sechion/division. The records may be required to be kept for longer
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period because of court cases, pending audit paras, etc. In no case,
however, will a record be retained for a perod of shorter than
prescribed in the Schedule

(xxii) If a record is reguired 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.

(xxiii) All sections of the Ministry may be directed to maintain the File

Register as prescribed in Para 97 and Appendix 22 of the C5 MOP.

(xxiv) A regular Programme of recording/reviewing/weeding of record

should be undertaken by each section of the Ministry and progress
in this regard should be monitored.

(xxv) 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.

(xxvi) All sections are requested to ensure that the provisions contained in

the Record Retention Schedule are strictly followed.

Categorization of Records

(iv)

(v)

(Vi)

Category "A" meaning "keep and microfilm"-
(b) Files which qualify for permanent preservation for administrative
purposes and which have to be microfilmed because they contain:

(iv) 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

(v)  material likely to be required for frequent reference by different
parties simultaneously/frequently.

(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 (il) 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 respectively.
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RECORD RETENTION SCHEDULE IN RESPECT OF RECORDS

COMMON TO ALL MINISTRIES/DEPARTMENTS.
ADMINISTRATION

5. Ma.

Description of record

Main Head
(1)
Creation
classification
posts

and
of

10.

Sub-Head
(2)
Confinuance’ab
alition/ revival of

posts

Conwersion of
temporary posts
into  permanant
anes

Retention period

(3)
Category 'B’

Remarks

(4)

Subject o
particulars  of
sanctions
being noted in
Establishment
s/ Sanction
Register.
Refer
appendix
Annex-1
Subject o
particulars  of
sanctions
being noted in
Establishment
af Sanction
Register.
Refer
appendix
Annex-1

GFR
13,

GFR
13,

11.

Creation of post
of  permanent
nature

Category ‘B'

Subject to
particulars  of
sanctions

being noted in
Establishment
&/ Sanction
Register.
Refer

appendix
Annex-1

GFR
13,

12.

Creation of
temporary post
in Personal
staff of
Minister

Subject to
particulars  of
sanctions

being noted in
Establishment
& Sanction
Registear.

13.

Revision of
zcales of pay

76

Category ‘B in the case of
departments  issuing  the
orders and  departments
concemed;

Category G for  other
departments who may keep
only the standing order,

Subject to
particulars  of
sanclicns

being noted in
Establishment
s/ Sanction
Registar.




weeding out the superseded

ones, as and when they
become cbsolete
14. Upgradation of | G-10 Subject o
posts particulars  of
sanclicns
being noted in
Establishment
s/ Sanction
Register.
Refer GFR
appendix 13,
Annex-1
15. Re-designation | G-10 Subject to
of posts particulars  of
sanctions
being noted in
Establishment
s’  Sanction
Register.
16. Plan/non-Plan C-5 Subject to
posts particulars  of
sanctions
being noted in
Establishment
s/  Sanction
Register.
Recruitment 17. Recruitment Category 'B" in the case of
{general departments  issuing  the
aspects) orders  and  departtments
including concemed;
provisions of the | Category 'C™ for  other
Constitution departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become obsolete
18. Appointment of | C-5 or after verification of | Subject to the

dependents  of

Audit whichever is later.

application of

deceased the candidate
amployvees and an
authenticated
copy of the
order of
appointmeant
being kept in
the personal
file.
19. Appointment of | C-10 Zubject to the
honorary bio-
workers/ data‘applicatio
consultants n of the

candidate and
an

7




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

20. Appointment of
Mon- Indians

21. Estimate
{annual) of
vacancies

C-10

C-3 (Three years would be
compute after recruitment
process is completed.)

Subject to the
application of
the candidate
and an
authenticated
copy of the
order of
appointmeant

being kept in
the personal
file.

22. Employment
pricrities and
maintenance of
roster

{c) G-10 in respect of
Scheduled
Castes/ Tribes.

23. UPSC {(d} C-& in the case of
{Exemption others
from
Consultation)
Requlations
24. Framing of | Category 'B" in the case of
recruitment departments  issuing  the
rules orders  and  departments
concemead:;
Category 'C" for  other
departments who may keep
only the standing order,

woeding out the superseded
ones, as and when thay
become obsolete

25. Notification fto
and release of
vacancies by
iii. Local

employment
axchange
iv. D.GE &T.

Category ‘B in the case of
departments  issuing  the
orders  and  departments
concemed;

Category 'C" for  other
departments who may keep
only the standing order,
weeding out the superseded

ones, as and when thay
become cbsolete
26. Nomination of
candidates by | C-3
local
employment
axchange and
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their selection

27. Recruitment
through
Employment 10
axchange
{general
aspacts)
28. Recruitment
through Ministry
of Personnel,
Public
Grievances and | C-10
Pensions .
including Euulli;l’[i;ﬁ tr::l
a9 ﬁulm:@ List ’[r'm::I successful
: q::_rml_mant by candidate and
i an
nie v ng C-10 authenticated
DEOs/Messeng copy of the
ers
30. Recruitment urdar_ of
from open appointment
market. being kept in
including C-10 m: parsonad
advertising and )
inviting of
applications
31. Recruitment
through UPSC
including
requisitions  for
recrditmeant and c
recommeandatio
ns of UPSC
iii. Group A
iv. Group B
32. Recruitment =ubject to the
otherwise than application of
through URSC the candidate
and an
authenticated
z-10 copy of the
order of
appointmeant
being kept in
the personal
file.
Scheduled castes 7. Reservation in | Category ‘B in the case of | The
and Scheduled Services: departments  issuing  the | Department of
tribes (2} Scheduled orders and  departments | Personal &
castes’ concemed; Training and
Scheduled Category G for  other | Commissioner
Tribes departments who may keep | s for
{d} Other only the standing order, | Scheduled
weeding out the superseded | Castes  and
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anes,

az and when

bacome obsolate

they

Zcheduled
Tribzs
authorities
responsible
for ovarall
policy and co-
ordination  in
the matter,
may keep
such records
for
appropriate
longer periods
to be
prescribed by
them in  their
respective
record
retention
schedule.

a5

8. Retumn
regarding
appointment

and promaotion

made

consultation
with UPSC

without

C-1

Subject to (a)
files not being
closed till after
the
presantation
of the
Commission’s
report to
parliament;
and (o)
corresponden
ce regarding
difference of
opinion
between the
LUPZC and the
administrative
department
being  dealt
with on the
appropriate
recruitment
file.

9. Selection
Commitieas
recruitment
personnel:

(o) Constitution

{d} Proceedings

for
of

C-3:

reconstitution.

later

or -1

after

whichewver is

Period of limitation or C-3
whichewver iz greater

10. Relaxation

af

age/educational

qualification

20

C-3

Subject to a
suitable entry
being made in




Retrenchment

Verification/re-
verification
character
antecedents

of
and

the
appropriate
sarnvice record
li.e.}] service
book ar
service card)
and an
authenticated
copy of the
order  being
placed in Vol
I of Service
book/personal
file.
Refer
appendix
Annex-1

GFR
13,

11. Condonation of
break in senice

C-4

Subject to a
suitable entry
being made in
the
appropriate
samvice record
li.e) =service
book ar
samvice card)

and an
authenticated
copy  of the
order  being
placed in Vol
I of Service
book/personal
file.
Refer GFR
appendix 13,
Annex-1
12. Engagement of | C-3; or C-1 after completion
casual labour of audit, whichever is later.
7. General
Frinciples
8. Group A Category ‘B" in the case of | A Copy of the
9. Group B departments  issuing  the | order will be
10. Group B (Neon- | orders  and  departments | placed in the
Gazetted) concemed; personal file
11. Group C Category 'C"  for other
12. Group D departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become cbsolete
7. Rules (General | Category 'B" in the case of
aspects) departments  issuing  the
orders  and  departments
concemed;

21




Category 'C" for  other
departments who may keep

only the standing order,
weeding out the superseded
ones, as and when thay
become cbsolete
8. Group A C-1 for all. Subject to a
9. Group B suitable entry
10. Group B (Non- being made in
Gazetted) the
11. Group C appropriate
12. Group D service record
and the
verification
report itzelf
being kept in
Vaol. Il of the
service book/
personal file.
Medical 7. Rules (General | Category 'B" in the case of
Examination aspects) departments  issuing  the
orders and  departments
concemed;
Category 'C" for  other
departments who may keep
only the standing order,
woaeding out the superseded
ones, as and when they
become obsolete
8. Group A -1 for all. Subject to a
9. Group B suitable entry
10. Group B (MNon- being made in
Gazetted) the
11. Group C appropriate
12. Group D senvice record
and the
varification
report itaelf
being kept in
Vaol. Il of the
service book/
personal file.
Personal files | 9. Secretaries [ | () Those eligible for | On the expiry
(Gazetted) Special refirement’ terminal | of the
Secretaries benefits: C-5 after issue | specified
Additional of final pension / gratuity | retention
sacretaries payment order period,
10. Joint {d} Others: C-5 after they | personal files
Secretaries have ceased to be in | of officials who
11. Director/Deput service have  made
y Secretaries significant
12. Under contribution in
Secretaries any field of
13. Section activity  (e.q.
Officers administrative,

a2




14. Stenographer scientific,
(selection BConomic,
grade) social) and

15. Stenographer have won
(grade [} naticnal’

international
recognition,
should be sent
to the Mational
Archives.

16. Correspondenc | C-1
= regarding
reguisition.
transfer, return
etc.

Personal files | 14. Resaarch {a) Those eligible for | On the expiry

(Mon-Gazetted) AgsistantsTec | refirement’ terminal benefits: | of the
hnical C-5 after issue of final | specified
Assistants’ pension / gratuity payment | retention
Statistical arder period,
Assistants personal files

15. Assistants of officials

16. Stenographers | (b) Others: C-5 after they | who hawve
(grade I1) have ceased to be in service | made

17. Investigators significant

18. UDC= contribution in

19. Stenographers any field of
qgradﬂe'rgnlj activity  (e.g.

20. LDCse administrativa,

21 Staff car scientific,
dnl..l&rs E'Gﬂ-l'lﬂl'l"ll[‘._.

22_ Jamadars ! social)  and
daftaries have wan

23. Peons nationalf

24_ Farashes intama;ipnal

25. Sweepers r?;nngfgmnn, h

26. Correspondenc | C-1 zaﬁ‘t-l to th:
& regarding .

Mational
Archives.
Service Records 12. History of [ {c) For departments
Services preparing and bringing out
13. Group A the compilation :C-5
14. Group B {d} For other department [i.e.
those supplying material
for inclusion therein): one
vear after issue of the
compilation

15. Change in | C-3 Subject to a
mame of a suitable entry
government being made in

23




servant

the
appropriate
sarvice record
and the
varification
report itaelf
being kept in
Vol Il of the
service book/
personal file.

16.

Alteration ir
the date of
birth

C-3

Subject to a
suitable entry
being made in
the
appropriate
service record
and the
verification
report itself
being kept in
Vaol. Il of the
service book/
personal file.
Refer GFR
appendix 13,
Annex-1

17.

Change in
gualification of
governmaent
sarvant

C-3

Subject to a
suitable entry
being made in
the
appropriate
service record
and the
verification
report itself
being kept in
Vaol. Il of the
service book/
personal file.
Refer GFR
appendix 13,
Annex-1

18.

(c)

(d)

Ciwil list,
gradation f
seniority list:

In the case of
departments
preparing and
bringing  out
the
compilation.

In the case of
other
departments,

24

C-3

One year after
relevant compilation

iesue of

Refer GFR
appendix 13,
Annex-1




(i.@. those
supplying
information for
such
compilation)

18. Verification of
age and
educational
gualifications

C-1

Subject of
authenticated
copies of the
relevant
certificates
being kept in
WVal. I of
samvice book’
personal file.

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

C-3 or 1 year after completion
of audit whichewver is later

Zubject to a
suitable entry
being made in
the
appropriate
service record
and the
verification
report itzelf
being kept in
Vol. Il of the
samvice book’
personal file.
Refar GFR
appendix 13,
Annex-1

21. Nomination
relating to
family pension
and DCR

gratuity

G-

Subject to the
nomination in
original or an
authenticated
copy there of
(where
original is kept
with the
audit), as the
caze may be.
being placed
in Yol. Il of the
service book/
personal file.
Refer GFR
appendix 13,
Annex-1

22 G.P. Fund
nomination

C-1

FPlaged in Val
1 of the
sorvice  book
of Group D
govemment

sarvants and
¥} the
nomination in
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original or an
authenticated
copy  thereof
being placed
in Yol. Il of the
service book/
personal file in
the case of
other
govemment
servants.
Refar GFR
appendix 13,
Annex-

10. Posting and | 7. General aspecis | Category ‘B in the case of
transfer departments  issuing  the
orders and  departments
concemed;
Category G for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become cbsolete
8. Group A {c) If involving change of | Subject to a
9. Group B office: G-3 suitable entry
10. Group B (Mon- being made in
Gazetted) the
11. Group C (d} In other cases: C-1 appropriate
12. Group D service record
and register of
postings, and
an
authenticated
copy  of the
order  being
placed in the
personal file.
Subject to a
suitable entry
being made in
the registar of
postings.
11. Seniority 5. General Category 'B" in the case of
principles departments  issuing  the
orders and  departments
concemed;
Category 'C° for  other
departments who may keep
only the standing order,
weaeding out the superseded
ones, as and when they
become obsolete
6. CSE Rules () Permanent naturg in the
7. G355 Rules case of department
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8. CHCS Hules

issuing the rules, orders

atc; other departments
need keep only the
standing orders  and

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

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

9. Representation | C-5 If the
g representation
results in the
original
seniority being
revised, an
authenticated
copy of the
relevant order/
decision  will
be kept in Vol
Il of service
book/
personal file.
12. Leave (other than [8. 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
departments who may keep
only the standing order,
woeding out the superseded
ones, as and when thay
become obsolete
9. Group A Subject to a
10. Group B suitable
11. Group B (Non- antgas_. btaring
Gazetted . made in the
12. Group C ! C-3 in all cases appropriate
13. Group D service record
and leave
account.
14. Leave roster To be destroyed at the end of
the year
13. Modified Assured 4. Group B C-10 subject to
Carrier 5. Group B (MNon audit
Progression Gazetted varification
(MACP): 6. Group C
Casual Leave | 7. Rules Category ‘B in the case of

a7




14.

(including special
leave)

departments  issuing the
orders  and  departments
concemead;

Category 'C" for  other
departments who may keep
only the standing order,
weeding out the superseded

ones, as and when they
become cbsolete
8. Group A {c) Casual leave: To be
9. Group B destroyed at the end of
10. Group B (Non- the year
Gazetted)
11. Group C {d} Special casual leave: G-1
12. Group D
15. Pay/Special Pay 7. Rule (general "A’ or ‘B’ category, depending
aspects) on the content walue, in the
case of deparments issuing
the orders! instructions efc.
and the departments
concemed; other
departments nead keep only
the standing orders, weeding
out the superseded cnes, as
and when they become
obsolete.
B. Group A C-3 or one year after| Subject fo a
9. Group B completion of audit, | suitable entry
10. Group B (Non- | whichever ig later. being made in
Gazetted) the
11. Group C appropriate
12. Group D sarvice record
and pay bill
register and
an
authenticated
copy  of the
order, where
issuad, being
placed in the
personal file.
16. Increments 6. Hules (general | ‘Category ‘B’ in the case of
aspects) departments  issuing  the
orders  and  departments
concemead;
Category 'C" for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when thay
become obsolete
7. Advance C-3 or one year after | Subject to a
increments completion of audit, | suitable entry
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being made in
the




appropriate
service record
and pay bil
register and
an
authenticated
copy of the
order, where
issued, being
placed in the
personal file.

8. Withholding of
increments

C-10 or C-3 after 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 bil
register and
an
authenticated
copy of the
order, where
issued, being
placed in the
personal file.

9. Hepresentation
and petiticns

C-3

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

10. Grant af
Incraments

C-5, subject to
verfication

Audit

17.

Delegation
Powers

of

9. Civil Service
Hegulations

10. Delegation  of
Financial
Powers Rules,
1958

11. FR & SR

‘A or 'B' category, depending
on the content walue, in the
case of deportments issuing
the orders! instructions etc.
and the departments
concemed; other
departments nead keep only

Permanent in
the case of
department

iSsuing the
order and the
departments
concerned,
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18.

Honorarium

12. GFR the standing orders, weeding | other
13. Central out the superseded ones, as | departments
Treasury Rules | and when they become | need keap
14. Central Public | obsolete. only the
Works standing
Accounts Code orders,
15. Declaration of weeding out
officers as the
Head of superseded
Department ones as and
when thay
become
obsolete.
16. Declaration of [ C-3  or  till  they are
officers as | superseded (whichever is
Controlling later) for departments issuing
officers the orders and departments
concemead:; other
departments nead 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) on the content wvalue, in the
case of depontments issuing
the orders’ instructions etc.
and the departments
concemed; other
departments nead keep only
the standing orders, weeding
out the superseded cnes, as
and when they become
obsolete.
B. Group A C-3  or one  wyear after
8. Group B completion of audit,
10. Group B (Mon- | whichever iz later.
Gazetied)
11. Group C
12. Group D




19. Pension/ Gratuity 10. Rule (general | ‘A’ or ‘B’ category, depending | Refer GFR
aspects) on the content value, in the | appendix 13,
case of deportments issuing | Annex-1
the orders! instructions etc.
and the departments
concemead; other
departments need keep only
the standing orders, weeding
out the superseded cnes, as
and when they become
obsolete.

1. Group A 1q) Pre- C-3 Refar GFR
verification appendix 13,
of pension Annex-1
cases

12. Group B ih) Invalid Till one year
pEnsion after the last

13. Group B (Mon- §i) Family beneficiary of

Gazetted) pension the family
14. Group C (j) Other pension
pension ceases to be
entitled to
receive it or 5
years
whichever is
later.
15. Group O (k) Gratuity C-5 Refer GFR
appendix 13,
Annex-1
() Commutat | C-15 Refer GFR
ion appendix 13,
pEnsion Annex-1
20. Advance 25, Car Advance A or ‘B category, depending
26. Comveyance on the content wvalue, in the
Advance Rules | case of deportments issuing
27. Cycle Advance | the orders! instructions etc.
Rules and the departments
2B Festival concemed; other
Advance Rules | departments need keep only | Refer GFR
20 GOPF  Final | the standing orders, weeding | appendix 13,
Withdrawal out the superseded ones, as | Annex-1
rules and when they become
30. GPF Advance | obsolete.
Hules
31. House Building
Advance Rules
32. Motor
Cycla/Scooter
Advance Rules
33. Pay Advance
Hules
34.TA  Advance
HRules
35. Travel
concession
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Hules

36. Other Advance
Hules
37 Grant of GCar Subject to:
Advance
38. Grant of {iii} Suitable
Comyeyance antries
Allowance being madea
39. Grant of Cycle in Pay Bill
Advance Register;
40. Grant of and
Fastival fiv] In case of
Advance maotor carf
41. Grant of Final maotor
Withdrawal cycle/
from GPF scooter and
42 Grant of GPF house
Advance building
43 Grant of House | ©-1 in all cases advances:
Building [c) Copies
Advance of =anction
44 Grant of Motor being )
Cycled Scooter placed in
Advance personal
45 Grant of Pay files, and
Advance d) Mortga
46 Grant of TA ge deeds
Advance and other
47 Grant of LTC agreements
Advance E:_a::utad
48. Grant of other being kept
Advance separately
in safe
custody for
the valid
period.
Refer GFR
appendix 13,
Annex-1
21. Confidential’ 3. Rules (general | Category ‘B" in the case of
Assessment aspects) departments  issuing  the
report orders and  departments
concemed;
Category 'C" for  other
departments who may keep
only the standing order,
woaeding out the superseded
ones, as and when they
become obsolete
4. Hecording of
confidential
reports in
respact of
GSroup A
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officers

3. Recording of
confidential
reports in
respect of
Group 'B'
officers

5. Recording of
confidential
repors in
respect of
Group ‘B
(Maon-
Gazetied)
officers

5. Recording of
confidential
reports in
respect of
Groug 'C
officers

6. Recording of
confidential
reports in
respect of
Groug 'O
officers

Z-3 in all cases

16. Communicatio
n of adverse
antries

17. Representation | C-3
for expunction
of adverse
antries
18. 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
cases.
22 Probation/confirm | 10. General Category 'B" in the case of
ation principles departments  issuing  the
{probation) orders  and  departtments
11. Rules concemed;

{Confirmation)

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

12. Confirmation/ Subject to a
Extension of suitable entry
probation of being made in
Group A/ the

13. Confirmation/ appropriate
Extension of service record
prabaticn of C-5in all cases and
Group ‘B’ staff authenticated

14. Confirmation/ copy of the
Extension of order  baing
probation of kept in the
Group 'B’ (non- personal file.
gazetted) staff

15. Confirmation/

Extension of
probation of
Group "C" staff

16. Confirmation’
Extension of
probation of
Group ‘DX staff

17. Confirmation in
ax-cadre posts

18. Representation | C-5 If the
and petitions reprasentation

ressults in the
original
orders  being
renvised, an
authenticated
copy of the
relevant order’
decision  will
be kept in the
precedent
book,
personal  file
and suitable
entries  make
in the
appropriate
service book.
23. Promotionreversi | 9. General Category 'B" in the case of
on principle departments  issuing  the
orders  and  departtments
concemed;

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




10. Departmental () Consultation: C-3 or one
Promaotion yvear after the DPC has
Committese been reconstituted
whichever is |ater.
({d) Proceedings: G-5
11. Group A Subject to a
12. Group B suitable entry
13. Group B (Non- being made in

Gazetted) C-5in all cases the
14. Group C appropriate
15. Group D service record
and
authenticated
copy of the
order being
kept in the
personal file.
16. Representation | G-3 If 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  file
and suitable
antries  make
in the
appropriate
service book.
24. Training [ | 13. Diploma course | (2} Cases C-1 after | Department
scholarships/ in public involving the pericd | crganizing
fellowships in administration in expenditure | of wvalidity | training
India and abroad the Indian from  public | bond-- programmers
Institute of funds and | /agreeme | and
Fublic execution of | nt or | responsible
Administration bond/ completio | for overall
14. Executive agreament n of audit, | policy and co-
training of by the | whichever | ordination
officers in the trainees.; is later. thereof in the
states matter (e.g.
15. Refresher C-3; or | Department of
course at  the one year, | Personal and
Mational {fl Cases after Training and
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Academy of invalving completio | Department of
Administration direct n of audit, | Economic
at Mussoorie expenditure whichever | Affairs) may
16. Training in from  public | is later. keep such
Accountancy funds but not records for
17. Training of execution of appropriate
Assistants bond’ C-1 period fo be
(direct recruits | agreemeant; prescribed by
at the Institute them in their
of Secretariat record
Training  and | {g) Cases  not retention
Management involving schedules.
18. Training in direct
Hindi/English expenditure
stenography {e. g. training
19. Training in in typewriting
Hindi’  English conducted by | C-3
typewriting |I'iE|i'tLl‘tEl|IE| of
20. Training of Secretariat
LDOCs  (direct Training and
recruits) at the Management
Institute of| )
Secrotariat
Training  and | (h) Reporis
Management submitted by
21. Training of trainees  e1c.
Officers at the after
Administrative completion of
Staff College at training/study
Hyderabad
22. Training for
stenographers
(direct  recruits)
at the Institute
of Secretariat
Training and
Management
23. Training in O&M
i work study
24, Training abroad
25. Deputation  and | 8. Rules regarding | Category '‘B™ in the case of
delegations deputation, departments  issuing  the
including orders  and  departments
deputation on | concemed;
foreign service | Category 'C™ for  other

in India abroad.

56

departments who may keep
only the standing order,
woeding out the superseded
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9. Delegation in|C-3 or one vyear after | Subject o
India/abroad completion of audit and | pariculars
sefttement of all  audit | being noted in
objections, whichever is later. | the  register
prescribed for
the purpose.
Before
weeding out
files, reports
should b
removed and
kept in the
departmental
record room
for five years.
On the expiry
of thiz period,
the repors
should be
reviewed and.
if necessary.
weeded out in
consultation
with the
Mational
Archives.
10. Deputation  of Subject to a
AlS officers suitable entry
11. Deputation  of being made in
C55 officers the
12. Deputation  of , appropriate
CSSS officers E;ﬁftl:ﬁsuwe period of service record
13. Deputation  of and an
CSCS officers authenticated
14. Organized copy of the
services ordar being
placed in the
personal file.
26. Honorariumy 7. Rule (general | Category ‘B in the case of
awards aspacts) departments  issuing  the
orders and  departments
concemed;
Category G for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become obsolete
8. Group A C-3 or one year after | Awards
9. Group B completion of audit. | subject to:-
10. Group B (Nen- | whichever is [ater.
Gazetted) (c) Entries
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11. Group C being
12. Group D made in
the
Senvice
Book/ CR
dossier of
the
conceme
d
employees
and
{d)} A register
being
maintaine
d.
27. Pension/' 7. Rule ({(general | Category ‘B in the case of | Refer GFR
retirement aspects) departments  issuing the | appendix 13,
orders  and  departments | Annex-1
concemed;
Category 'C" for  other
departments who may keep
only the standing order,
weading out the superseded
ones, as and when they
become obsolete
8. Group A 1q) Pre- C-3
9. Group B varification Till tha
10. Group B (Non- of pension | youngest
Gazetted) case son‘daught
11. Group C (h) Invalid ar  attains
pension majority  or
(i1 Family 5 years
pension which is
() Other later.
12. Group D pension Refer GFR
appendix 13,
iK) Gratuity C-b Annex-1
il Commutatio | C-15
n of pensicn
28. Resignation 7. Rules and | Category ‘B" in the case of
orders (general | departments  issuing  the
aspact) orders  and  departments
concemed;
Category 'C" for  other
departments who may keep
only the standing order,
woaeding out the superseded
ones, as and when thay
become obsolete
8. Group A c A copy of the
9. Group B communicatio
10. Group B (Mon- n accepting
Gazetted) the
11. Group C resignation

g2




12. Group D may be
placed in the
personal file.

29. Extension 7. Rules and | Category ‘B" in the case of
service orders (general | departments  issuing  the
aspact) orders and  departments
concemed;

Category 'C" for  other
departments who may keep
only the standing order,
woaeding out the superseded
ones, as and when they

become obsolete

8. Group A Subject to a

9. Group B copy of the

10. Group B (Mon- | C-1 after retirement for all. order  being

Gazetted) placed in the
11. Group C personal file.
12. Group D

30. Re-employment 7. Rules and | Category 'B" in the case of
orders (general | departments  issuing  the
aspect) orders  and  departments
concemed;
Category 'C" for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become cbsolete

8. Group A A copy of the

9. Group B C-1 for all, after the order may be

10. Group B (Mon- | government servant cease to | placed in the

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

31, Momination 6. General aspects | Category 'B° in the case of
employees departments  issuing the
orders  and  departments
concemed;
Category 'C" for  other
departments who may keep
only the standing order,
weeding out the superseded
ones, as and when they
become cbsolete

7. Census -1

aperations
8. Committees, Appropriate refention perocd

working groups |to  be  prescribed by
atc. departments concerned.

9. Election work C-1

10. Invigilation (c} Depariments

organizing
examination and

appointing invigilators:

1




32,

33.

Forwarding
applications

Study leave

4. General aspecis

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

{d} Other departments:C-
1

Category ‘B in the case of
departments  issuing  the
orders  and  departments
concemed;

Category 'C" for  other
departments who may keep
only the standing order,
weading out the superseded
ones, as and when they
become obsolete

5. For
examinations

6. For posts

7. Rules and
orders (general
aspacts)

C-1 after announcement of
result of the examination or
zelection for particular post.

Category ‘B in the case of
departments  issuing  the
orders and  departments
concemed;

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

Zubject o an
authenticated
Copy of
forwarding

letter  being
kept in  the
personal file.

. WGroup A

8

9. Group B

10. Group B {Mon-
Gazetted)

11. Group C

12. Group D

C-1for all after the expiry of
the bond/agreement executed
by the government servant

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

a4,

Mo objection

certificate
registration
Employment
Exchange
Organization

(for
with

3. General
aspects

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

4, lzsue af

C-1

=ubject to an
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MNOC authenticated
copy  being
kept in the
persona file.

35, Review for | 7. General aspecis | Category ‘B in the case of | Refer GFR
determining departments  issuing the | appendix 13,
suitability of orders  and  departments | Annex-1
employees for concemed;
continuance in Category 'C" for  other
service departments who may keep

only the standing order,

weeding out the superseded

ones, as and when they

become cbsolete
8. Group A {c) If it results in pre-mature | Subject to a
9. Group B refirement: C-3 copy of the
10. Group B (Non- | (d) It results in continued | relevant

Gazetted) retention in service: G-1 orders/
11. Group C decision being
12. Group D kept in  the
parsonal file.

36. Mo objection | 4. General aspects | Category 'B™ in the case of
certificate for departments  issuing  the
issue of passport, orders  and  departments
arms licenses eic. concemed;
to govt. servants. Category 'C" for  other

departments who may keep
only the standing order,
weading out the superseded
ones, as and when they
become cbsolete
5. Issue of [ G-5 or one vear after
passport completion of audit whichever
6. lzsue of arms | is later.
licenses

a7, Observance of C-3
special days
Parliament matters | 1. General A' or 'B’ category, depending

Aspects on the content wvalue, in the

case of deporiments issuing
the orders’ instructions etc.
and the departments
concemed; other
departments nead keep only
the standing orders, weeding
out the superseded cnes, as

and when they become
obsolete.
2. Assurances and | C-3 Subject to a

undertaking

copy of the
report  being
retained

permanantly.
The MNational

Archives may

101




be consulted
before any file

iz destroved.
3. Committee {a) For departments reported | Cases
upon or predominantly | containing
concerned: C-10 material of
(b} For  other interested | great
departments: C-3 precedence’
reference
value/
historical
importance
may be
retained
permanantly.

4. Cut-motion, {c) Admitted and answered
resolutions! discussed: C-3
Calling Attention | (d} Disallowed, lapsed or
notices - Lok withdrawn: C-1
Sabha

9. Cut- mation,
resolutions!

Calling Attention
notices -Rajya
Sabha

6. Questions - Lok
Sabha

7. Question - The Mational
Rajya Sabha Archives may

be consulted
for its up-keep

8. Legislation ‘A or 'B' category, depending

on the content value, in the
case of depontments issuing
the orders! instructions etc.
and the departments
concemed; other
departments nead keep only
the standing orders, weeding
out the superseded cnes, as
and when they become
obsolete.

9. Furnishing  of | C-3 Since they
matarial for may attract 1
spaach of Appeal S0
Fresident, require a fair
Prime Minister, retention
Minister etc. period.

RTI Cases | C-3 or till the compliance of | Judgment/CIC

attracting 2™ | CIC order, whichever is later. | ruling "B”

Appeal (without any

remarkable

decision)

RTI Cases | C-b As these may

attracting 2nd attract 2

1oz




Appeal (involving a Appeal
remarkable
decision)
1 Appeal cases | C-3
files
2" Appeal cases | C-3 or till the compliance of
files CIC order
Files relating to the | C-3
administrative
aspects of RTI Act,
2005 . e.
implemeantation.
suggestion,
guidelines atc.
Files Register of | B- Keep
RBTI Applications
i.e. records other
than file.
41. Reports/Periodical C-3 As per MOP
returns (Manual of
office
Procedura)
42. Conduct Rules Az per MOP
(Manual of
office
Procedure)
43. Court Cases C-5 After
implementatio
n of orders
44, Disciplinary cases As per MOP

(Manual of
office
Procedura)
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RECORDS OTHER THAN FILES

S. No. Description of record Retention period Remarks
12. | Establishment’ Sanction Fermanent Where, for any reason, the
Heqgister register is re-written, the
old volume will be kept for
3 years.
13. | Rosters for Scheduled Castes | C-10
and Scheduled Tribes
14. | Register of oath/affirmation of | C-10 Subject to suitable entries
allegiance to the Constitution having been made in the
appropriate service record
of the officials concerned.
15. | Service book: Refer GTF appendix 13,
Officials entitled to retirement’ | A-3 after issue of Annax-1
terminal beanafits final
Other employoes Pension/gratuity
payment order
16. | Confidential reports’ character
Rolls C-5
After retirement C-5
After death C-5
After resignation’ discharge
from service
17. | Answer books of departmental | C-1 from the date
@xamination/ tests declaration of results.
18. | Leave account of: C-1 after issue of
final pension’ gratuity
Officials entitled to retirement’ | payment order.
terminal benefits C-3 after they have
Other employeeas ceased to be in
sernvice
19. | Casual Leave Account To be destroyed at
the end of the year
20. | Special casual leave Register | C-1
21. | Reqister of delegation to C-10
International Organisation
22. | Reagister of CGHS identify C-3 For any reason, a register

Cards

have to be re- written, the
told register will be
retained for 3 years.
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CASH SECTION

S.MNo. Main Head Retention period
1. FPay Permanent nature
2. Special pay Fermanent nature
3. Allowances Permanent nature
4 Increments Permanent nature
Advance increments C-3 or one year after completion of audit,
whichever is later
Withholding of increments C-10 or C-3 after the final disposal of appeal or
final judgment under the normal course of law,
whichever is later.
3. Deputations abroad C-3, plus the period of deputation
6. Honorarium C-3 or one year after completion of audit,
whichever is later.
7 Pension/ Gratuity Permanent nature
8. Re-appropriation C-3
9. Supplementary grants C-3
10. Advances:-
Car Advances Rules A or ‘BT category

Conveyance Advance Hules
Cycle Advance Hules
Festival Advance Hules
GPF Final Withdrawal Rules

GPF Advance Hules
House Building Advance

Motor Cyclel Scooter Advance
Rules

Fay Advance Rules
TA Advance Rules

Travel Concession Rules

As per GFR appendix 13, Annex-1
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11.

h van les:-

Grant of Car Advances

Grant of Conveyance

Grant of Cycle Advance

Grant of Festival Advance
Grant of Final Withdrawal from
EPF

Grant of GPF Advance

Grant of Housze Building Advance
GErant of Motor Cyclel Scooter
Advance

Grant of Pay Advance

Grant of TA Advance

Grant of LTC Advance

Grant of other Advances

C-1 fior all

12.

Payment and recoveries:-
Air passage bills

Cancellation charges

Contingent expenditure

Electric charges= racovery
GPF annual statements
EFF- membership
Grants-in-aid-contributions
and donations

Hozspitality fund

House rent and other
Allowances

Last Pay Certificate
Fay claims

Fermanent imprest

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

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

Refer GFR appendix 13, Annex-1

C-1

C-1

C-1
Refer GFR appendix 13, Annex-1

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

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

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

Subject to suitable entries being made in Pay
Bill Reqgister

C-3 or till the relevant orders are superseded
{whichewver is later) in the case of departments
issuing th orders/instructions; other
departments need keep only the standing
orders, weeding out the superseded ones as
and when they bacome obsolete
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Refunds
Refreshment bills

Rent demand statements

Service postage stamps

T Transfer TA claims

Water charges- recoveries

Reimbursement of legal
Expenzes

Reimbursament of fuition Fees

Acceptance of credits/debits

Adjustment of missing
cradits in GPF account

Financing of insurance
policies from GPF account

Amear claims (including
sanction for investigation, whenea
necessary)

Fostal Iife Insurance

Write-off of losses

Expenditure sanction

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

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

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

C-1

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

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

C-1

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

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

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

C-1
Refer GFR appendix 13, Annax-1

C-1

Subject to an authenticated copy of the
sanction being placed in the personal file.
Refer GFR appendix 13, Annax-1

-3 or one year after completion of audit,
whichever is later
Refer GFR appendix 13, Anneax-1

C-3
Subject to suitable entry being made in Pay Bill
Register and PLI Index Register

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

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

-3 after the bond ceases to be enforceable.
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RECORDS

OTHER THAN FILES

S1.No. Description Retention period Remarks
Civil credit noles I:EEIFI'H S. HE]_E- or gne yaar after completion of audit,
1. and stock whichewvar is later.
regisier theraeof
Register of manthly expendibure To ba weaded outl aler the Appropriation
2. (Farm GFR 9) Accounts for the
year have been finalisad.
Begister for watching progress of To ba weaded oul aler the Appropriation
3. gxpendilura Accounts for the
(Form GFR 11) year have been finalised.
RBegister for watching progress of -3 ar one year after completion of audit,
4. expendilura whichewvar is later.
on local purchase af stalionary.
Register for raconcilialion of To ba weaded oul alter the Appropriation
& accounts Accounts for the
year have been finalsad.
Retar GFR
appandix
6. Cash Book C-10 13, Annex-1
Cash receipts [I-Enrm TH ). C-3 or one vaar after completion of awdit,
T counterfolls and whichewvar is later.
slock register.
Patly vouchers nol furmished (o C-3 or one year after completion of awdit,
. audi whichewvar is later.
9. Appropriation Accounis C-3
10. | Pay Bill Reqister C-20
CHice copies ol establishment pay
11. pills and -20
related schedules (in respsact of
period for
which Pay Bill Register is nof
maintained. .
Schedules to the establishment C-3 or one year after completon of awdit,
12, | pay bills faor whichewvar is later.
the perod for which Pay Bill
Begister is
mairtainsad
C-3 ar one year after completion af audit,
13. | Acquitiance roll whichewvar is later.
C-3 after all the policies antarad therain hava
14. | Paostal lite Insurance regisier malured for
paymaenit.
15. | Ineramant ragistar C-1
C-3 or one year after completion of awdit,
16. [ Incramant list whichewvar is later.
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GENERAL SECTION

109

8. Main Head Sub Head Retention period
Mo.
1. Accommaodation Shifting If imvolving expenditures: C-3 or one
arrangemeants year after completion of audi.
whichewver is later.
Residential ‘A" or 'B' category
accommodation Fermanent
eneral aspacis)
%plmannn for | G- 1 or cne year after completion of
allotment of | audit, whichever is later.
residential
accommodation-
Types |-Vl
z. Fumiture Fules for purchasze | 'A or 'B' category - permanent
, hire,
condemnation
{general aspects)
Condemnation/ G- 3 or one year after completion of
disposal of | audit. whichewver is later.
unserviceable
articles
Hinng/purchase G- 3 or cne year affer complefion of
audit, whichever is later.
Maintenance and | C- 3 or one year after completion of
repairs audit, whichewver is lafer.
3. Stationery Local purchase C- 3 or one year after completion of
audit, whichewer is later.
supply of [ G-T or one year after complefion of
staticnery audit, whichewver is later.
Physical C-3 or one year after completion of
verification audit, whichewver is later.
4. Other office machines | Rules for | A" or ‘B’ category - permanent
including Electronic/ | procurement/
Computer items disposal{genaral
aspacts)
Condemnation C-3 or one year after completion of
and disposal audit, whichewver is later.
ODEs & O rate A or B category- permanent
contracts
2. Bicycles Rules igenaral | ‘A’ or ‘B’ category - permanent
aspects)
Condemnation C-3 or one year after completion of
and disposal | audit, whicheaver is |ater.
Purchase C-3 or one year after completion of
audit. whichewver iz later.
Hepairs and -3 or one year after completion of
maintenance audit, whichewver is later.
Physical C-3 or one year after completion of
verification audit, whichewver is later.
6. Office uipment | Condemnation C-3 or one year after completion of
including electrical and | and disposal audit. whichewver iz later.
mechanical apgliances | Purchase C-3 or one year affer completion of
and other miscellaneous audit, whichewver is later.
stores Hepairs and -3 or one year affer completion of
maintenance audit, whichewver is later.
Physical C-3 or one year after completion of
verification | audit, whichewer iz |later.




Electric clocks and T C-3 or one year affer completion of
call-bells { | audit, whichewver iz later.
procurement  and
maintenance)
7. Liveries Rules fentitted C-3 or one year after completion of
personnel and the | audit, whichever is later.
scales of items of
liveries)
Procurement  of OC-lor one year after completion of
material audit. whichever is later.
=titching and C-lor one year after completion of
tailoring audit, whichever is later.
supply of shoes C-lor one year after completion of
and chapels audit, whichewver is later.
Hefums, renewal, C-1 or one year afier complefion of
surrender and | audit, whichewver is later.
withdrawal
8. Black-listing of firms' | Individual cases C-3 or one year after completion of
contractons audit, whichewver iz later.
9. Contractors for supplies | Registration C-3 or one year after completion of
audit, whichewver iz later.
Waiver/reduction | C-3 or one year after completion of
of penalty or audit, whichever is later.
condemnation of
| irregqularity |
10. Telephones Office telephones C-3 or one year after completion of
installation and | audit, whichewver iz later.
shifting of
telephone bills
Hesidential -3 or one year after completon of
telephones- audit, whichewer is later.
installation of
telephone bills
Repairs and  C-3 or one year affer completion of
maintenance audit. whichewver iz later.
Internet services -3 or one year after completion of
audit. whichewver is later.
11. Staff car Rules igenaral | ‘A or ‘B’ category- permanent
aspects)
Mon —official | C-3 or one year after completion of
jourmays audit. whichewver iz later.
Furchase of | G-3 or one year after completion of
P.O.LY accessories | audit, whichever is later.
Zervicing, repairs | C-3 or one year after completion of
and replacement | audit, whichewver is later.
of parts and
relevant
correspondence
12. Security Confidential and | C-3 or one year after completion of
secret box audit. whichever is later.
Ouplicate keys: | C- 1 or one year after completion of
maintenance audit, whichewer iz later.
tharecf
[ssue of identity C-1 or one year after complefion of
cards- audit. whichewver iz later.
correspondence
thereo
Loss of identity C-1 or one year affer completion of
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cards audit. whichever is Tater.

Temporary passes -1 or one year after completion of
amangements audit, whichewver is later.

RECORDS OTHER THAN FILES

13. Staff car log book C-3 or one year amer completion of
audit. whichewver iz later.

14. Stock register C-3 or one year after completion of
audit, whichewver is later.

15. Departmental security seals register ‘A or ‘B’ category -permanent

16. Register of identity cards A or ‘B cateqory -permanent

17. Telephone bill C-3 or one year after completion of

audit, whichewver is later.
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HINDI SECTION

S.No. | Main head | Sub-head Retention period Remarks
1. Frogressive | General aspects and Hindi | 'A' or ‘B category
use of Hindl | 00 mmittees. depending on  the
in
government Hindi Salahkar samiti of | content wvalue, in the
offices. the Ministry case of depariment
Parliamentary issUing the
Committee’s Inspection of | ordersinstructions  etc.
the Ministry and the department

need kKeep only the
standing orders,
weeding aut the
superseded ones, as
and when they become
obsolata.

iclHindi workshop

(d)Conduct of
competition

{C) Hindi week / Pakhwara

Hindi

-3

Periodical reports
regarding use of Hindi for
official purposes.

Quarterly Progress report
Half Progress report
Yearly Progress report
Review of quarterly repaort
of the attached
office/PSUs

C-3

Constitution of Hindi
Committes.

{i} Office  Language
Implement Committee of
the ministry

{ii) Farliamentary
Committee’s Inspection of
the attached office/PSUz
{iiy ~ Central Official
Language Implantation
Committes under
Chairmanship of
Secretary (OL)

{iv) Ceantral
Committes
Chairmanship of PR.

Hindi
urider

-3

Meeting and Follow up
acfion of Hindi Committee.

-3
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{i} Office  Language
Implement Committee of
the ministry

{ii) Farliamentary
Committee’s Inspection of
the attached office/PSUs
{ii}  Central Oifficial
Language Implantation
Committese under
Chairmanship of
Secratary (OL)
{iv) Central  Hindi
Committee under
Chairmanship of PM.
Hindi Hindi Teaching Scheme C-5
Teaching
Scheme —
Training programme -1
Examination (a) Applications: G-1 Subject to the
by Results: C-5 for | condition that
departments conducting | a register
the examination, C-1 for | containing
other deparment. nameas of
officials and
their results is
maintained
permanently.
Grant af advance | C-3 or one year after | Subjecttoa
incraments. completion of audit, | suitable entry
whichewver is later. being made in
the appropriate
sernvice record
and an
authenticated
copy being
kept in
personal file.
Grant of awards (a) For departments Subjecttoa
making the award. C-3 | suitable entry
or one year after | being made in
completion of audit, | the appropriate
whichewver is later. service record
ib) For departments in | and an
which the recipient is | authenticated
employed: G-1 copy being
kept in
perzonal file.
Translation | Books, repors, | C-3 after the publication
inta Hindi pericdicals etc.

is printed’ cyclostyled.
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PARLIAMENT UNIT

5. No | SUBJECT Retention period
1. Farliament matters A or _B' category Permanent
( General Aspects)
2. Assurances and undertakings C-3
3 Committees {a) For departments reported upon or
predominantly concemed: G-10
(k) For other interested departments:
c-3
4 Cut-motions, resolutions’ Calling {a)] Admitted and answered’ discussed: G-3
Attention notices -Lok Sabha
(b Dizallowed, lapsed or withdrawn: C-1
a. Cut-motions, resolutions /Calling -do-
Attention notices- Rajya Sabha
B. Questions-Lok Sabha
7. Cuestions- Rajya Sabha
8 Legislation ‘A’ or _B' category Permanent
9 Furnishing of material for speech of C-3
President, Prime Minister, Minister
atc.
10 Parliamentary proceedings as C-1 after printing
maintained by Padiameant Unit.
11. | Opening speech of Minister for C-!
Consultative Committea
12. | Special Mentions and matters under C-3
Rule 377 in Lok Sabha
13. | Statement of  Fulfiment  of
Assurances given in both the
Houses
14. | Files  relating to  furnishing -
information to fulfilment Assurances
of other Ministries.
15 File relating to transfer of Question's -1
to MinistriesDepits.
16. | Study wisits of the varous C-3

Parliamentary Committeas
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AGREEMENT DIVISION

Sl Mo, | Subject Category of Record and duration
24. | Air Services Agreements/MolUs ‘A" Permanent Nature
25. | Allocation of Traffic Rights:-

a) Mational carriers B

b} Private carriers B
26. | Code share by Airlines: -

a) Mational Carriers B

b} Private Carriars B
27. | Proposals relating to amendment to B

the Aircraft Rules
28. | International cooperation B
29. | (a) IATA training policy B

(b} Momination for IATA Training C-5
30. | Exemption from provizion of Aircraft

Rules:-

a) Routine exemption such as those C-3

under Rule 5 etc.

b Exemption under Rule 160 -5
31. | a) Policy matters relating to B

International Civil Aviation

Organization (ICAC)

b} Day to day routine matters C-5

{c) Payment of contribution to ICAD C-5
32. | Nomination of officers for ICAO C-5

assignment
33. | Establishment matters relating to

Representative of India on Council

of International Civil  Aviation

Organization (1CACH):

a) Policy matters, appointment C-10

recall etc.of the RO

b Day to day routine matters C-3
34. | International Ciwil Aviation C-3

Crganization vacancies-

Forwarding of applications
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35. | Matters relating to Double Taxation C-10
Avoidance Agreements
36. | Mafters relating to Inter Ministerial C-10
Group Meetings
37. | Grant of Visa to employeas of c-3
foreign airlines
38. | Permission to foreign aircraft for C-3
staying beyond stipulated time
39. | Non - scheduled operations:-
a) Policy matters B
b) Routine Matters C-3
40. | Relaxation of the conditions C-10
Stipulated in Tourist Charter
Guidelines
41. | Coordination of international
cooperation proposals including
proposals for foreign collaboration/
training matters relating to ESCAP,
ICAD, EU etc:-
a) Policy matters C-10
b) Others C-3
42. | All foreign deputations relating to C-3
Minister of Civil Aviation
43. | Matters relating to Official Language C-3
44, | D&M matters C-3
45. | Parliament matters C-3
46. | RTI matters C-3
47. | Court case/Legal matters C-10
48. | Country wise bilateral dialogue C-10
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DOMESTIC TRANSPORT (DT)SECTION

sl Subject Category of Record and duration
Mo.
4. | vl Scheduled Operators '‘B' Permanent Natura
ivi}  MNon Scheduled Operators ‘B' Permanent Nature
(vily Impaort of Aircraft - In principle ‘B' Permanent Natura
Approval
iviii} Verification of Character/ ‘B' Permanent Nature
Antecedent by MHA for Director
of Airlines.
5. | (i Court Cases C-5
6. | Policy File
vl Civil Aviation Policy '‘B' Permanent Mature
ivi} ATF matter '‘B' Permanent Natura
ivil)y Foreign Direct Investment in ‘B' Permanent Nature
Aviation
ivili} Regional and Remote Area Air '‘B' Permanent Natura
Connactivity Policy.
7. | Parliament matter
(il Parliament Assurance C-3
(i}  Cut-Motions, Resolutions! Calling C-3
Attention notices — Lok Sabha
(ify Cut-Motions, Resolutions! Calling -1
Attention notices — Rajya Sabha
8. | ATl Matters As per instructions contained in Record

Retention Scheduled.
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COORDINATION & WELFARE SECTION

S. No. Subject Category of Record and
duration
1. Annual Report. C-3
Copies of the reponts (if
published) fo be retained in
Departmental Library as —
“B-Keap”
2. Citizen Charter. C-3
3. Result Frame Work Documenis. C-5
=, Examination of draft bills/ordinances/draft C-5 or Notification in Gazette,
Cabinet Notes/ Acts. received from wvarous which is eariar.
State Govis. and  warious  administrative
Ministries/Deptt. which do not perain to any
particular Section/ Deptt. and require
coordination.
5. Monthly Summary for the Cabinet. C-1
6. References received from other Ministies Z-1
/Deptts. calling for information of wvarious
types.
7. Monthly D0, letter to  Cabinet Secy.s Sacy. to iZ-1
P.M.
8. Dizsamination of Administrative Circulars/ C-1
Crdersfinstructions on various  Matters
received from Modal Ministries’ Departments
0.
9. Participation in Mational and Intermational fairs/ iZ-1
Exhibitions and Seminars.
10. Distribution of Republic Day and C-1
Independence Day Passes, Calendars and
Diaries etc.
11. Implementation of the decisions of the Cabinet C-1
MCabinet Committee — submission of maonthly
Heport <Reqg.
12. Submission of returns on Employment of C-1
family members of Govt. servants in foreign
missions and foreign organisations abroad
{while the officer iz posted in India) to be sent
o External Affairs.
13. ACC Appointments Monthly returns about the C-1
status of wvacancies and proposals in the
FsUsfautonomous bodies (online).
14. Monthly status of ACC cases with regard to (a) C-1
pending proposals, (b} compliance of ACC
decisions & directions.
15. Hequest for advertisement received from C-1
VANOUS SOUCEs.
16. Welfare of women- submission of Half yearly C-1
and Annual data’information.
17. Welfare of Senior Citizen. Z-1
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18. Weekly Senior Level Officers Meating. C-1

19. Compilation of information an C-1
PMOVIP/Deliverables /RFD etc. for weekly
meetings as follow-up to Senior Level Officers
meating.

20. Annual Report reg. Representation of C-3
SC/ST/OBC in Cantral Gowt. Service.

21. Complaints  from  Associations  for  non- C-1
observance of reservation orders.

22. Representations from SCs5Ts employeass C-1
reg. harassments.

23. Monitoring of reservation orders for posts C-1
reserved for SCe/5Ts.

24. References from PMO/VIPs. Etc. C-1

25. Inspection of rosters maintained by the Deptt. C-3
and all the Craganisations under its control.

26. Annual return for physically handicapped C-1
persons.

27. Annual’ Half yearly return for Ex- senicemen. C-1

28. Monitoring of reservation orders for posts C-1
reserved for physically handicapped.

29. Monitoring of reservation orders for posts C-1
reserved for Ex-servicemen.

30. Recruitment of Minorities in Govi. Services- C-1
Cuarterly report to be sent to Ministry of
Home Affairs (Minorities Cell}

a1. Prime Minister's Mew 15-Point Programme for C-1
the Welfare information relating to total
Mumber of employees relating to Minorities.

32. Prime Minister's New 15-FPoint Programme for C-3
the Welfare of Minorities-Annual Report.

a3. Special Hecruitment Drive launched for filling C-3
up the backlog reserved vacancies of SCs,
5Ts and OBCs- Half yearly and Annual
Repaort.

34. Momination of the Liaison Officer for the works C-1
relating to the welfare of SCs/5Ts, Physically
Handicapped Persons and Ex-Servicamen in
the Ministry.

35. Forwarding of Grievances received from C-1
various sources to concerned organization/
Admn. Section for redressed.

36. Issue of suitable communication to the C-1
petitioner/DPG/DARPG etc. reg. Redressal of
the Grievance/closure of the case.

a7. Circulation of the consolidated report on C-1
pending PG cases to all Organization .

38. Circulation of various instructions/Guidelines C-3
received from DPG/DARPG efc. regarding
Public  Grievances Redress  Machinery
(PGRM).

39. Appointment of Public Grievance Officer in the C-3
Ministry.

40. Matters relating to women welfare looking into c-3

reports’ of Women complaints of sexual
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Cell'Complaints haragssment etc.

41. Constitution of Women Cell, Nomination of C-3
Modal Officer in the Ministry {main) for looking
after matters relating to women welfare.

42. Constitution of Complaints Committea to look c-3
into Complaints of szexual harassment of
women at work place, nomination of
Chairperson /Modal Officer etc.

43. Application for information Under RTI Act, C-3
2005 Reqgistering, Opening of file and issuing
letter to concerned CPIOs.

44, 1st Appeal under HTI Act, registering of C-3
Appeal.

45. All other RTI related matters. -3

46. Parliament Matters C-3
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AVIATION SECURITY (AS) SECTION

SR. No. SUBJECT CATEGORY OF RECORD AND
DURATION
1. Union War Book & Ministerial War Book A
2. International Agreements for cooperafion on A
civil aviation security issues, including sharing
of secret information with other countries |
3. Major Policy matters (such as issues like anti- A
hijacking measures, creation of awviation
security force, re-structuring of BCAS, etc.) |
4, Enactment of Bills / amendments of rules/acts, A
etc. relevant to civil aviation security |
5. Passenger Service Fee (Security Component) B
& related issues
B. CISF/APSU tor security at all airports:
(ivi  Deployment of CISF/State Police
(v) Norms of deployment, including -5
vehicle policy C-5
(vij  Other matters, including service
level agreements of CISF, C-3
complaints against CISF
personnellocal police, etc.
7. Approvals/Permissions in respect of access of C-5
vehicles of VWIPs/VIPs up to Tarmac Area at
airports
8. Pre-embarkation  Security Checks and
Exemption therefrom
(i) Policy matters A
{iv)  Other related issues -5
a, Airport Entry Pass (AEP) & related issues
(i) Policy matters B
{iv) Other related issues, including C-3
issue of AEPs fto Government
officers and recommendations, if
any. for issue of AEPs to others,
10. Matter relating to Counter Terrorism G-10
Contingency Plan, Crisis Management Plan,
Mational Crisis Management Committee, etc. |
11. Matters relating to Committee of Secretaries C-3
on Aircraft Hijacking (COSAH) and Central
Committee and Aerodrome Commitiees |
12. Advisory Committee on Civil Aviation Security
(ACCAS)
(i)  General issues like reconstitution of A0
ACCAS, etc.
{iv)  Meetings & Minutes C-3
13. Meetings of other committees, including

Committee &
civil awiation

Technical  Specification
organization of
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conference/seminers:-

(i)  Day-to-day matters & general C-5
IS5Ues

{iv)  Meetings & minutes | C-3

14. Secunty functions of Ground handling
agencies

(i) Policy B

(v}  Routine matters & other issues C-3
15. Various Policy proposals of BCAS approved C-10

by Ministry for execution {by BCAS) (such as

Biometric Access Systems, installation of

security-related devices/eguipment like RDEs,

Body Scanners, shoe scanners, etc. |

18. Matters relating to external securty C-3
organizations such as TSA, efc., & studies by

ICAD, etc.

17. Deployment of Sky Marshals of NSG & related C-3
ISSUEs |
18. Deputation of officers of MoCA (Security C-5
Division) and BCAS for international

tours/visits,  including  seminars/trainings
organised by CASP-AP, TSA, ICAQ, etc.

19. lssues relating to clearance to  hotel C-5
establishments in Aerocity, Delhi

20. Security arrangements, including mock drills,
etc. at all airports:

(i)  General issues including those C-5
related to Cargo Security, BDDS,
dog sguads, efc.

{iv)  Matters relating to shorfcomings in C-3

securty(reports from 1B, MHA &
others) & threats to airports/alert

MEessages
21. Examination of proposals received from BCAS C-10
involving financial approvals
22. Parliament Committees, including COPU C-5
23. Audit Paras & seftlement thereof G-10
24. Court case/Legal matters C-10
25. Documents & reports received from BCAS C-2
(like report on security clearances issued by
BCAS)
26. |ssues relating to AV3SEC orders/circulars of C-5
BCAS

Mote: 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 be:

(i) All establishment matters pertaining to officers and officials of BCAS;

(i) Parliament matters
(iiiy RTImattersRegisters & other mandatory records of secticn
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AIRPORT AUTHORITY OF INDIA (AAl) SECTION

sl Description of Records Retention Remarks

MNo. period

1 Policy matters relating to development of ‘B’ Keep Digitalize
airport  infrastructure in the Civil Aviation
sector

2 Construction, development, modemization, ‘B' Keap Digitalize
upgradation of AAl airports and Civil
Enclaves

3 Land matters including transfer / alienation of B’ Keep Digitalize
AAl land

4 Land disputes between AAl and other B' Keap
aqencies

5] Declaration of airports as Customs [ ‘B’ Keep Digitalize
International airports

B FRenaming of airports ‘B' Keap Digitalize

7 Creation of Mational Register of Airports C-10 Digitalize

B Grant of Miniratna ¢ Mavratna status to A4l ‘B Keep

) Matters relating to customs / immigration efc. C-5

10 Aerodrome licensing ‘B’ Keep Digitalize

11 Corporatization of Air Mavigation Services ‘B' Keep Digitalize

12 Misc. matters relating to Air MNavigation C-5
Services

13 Matters relating to Air Traffic Control C-10

14 Matters relating to Mo fly zone C-5

15 MiSc. matters relating to air navigation -1

16 Matters relating to air space clearance C-5

17 Matters relating to air violations C-10

18 Matters relating to NOTAM C-5

19 Matters relating to aenal survey C-5

20 Matters relating to air shows C-3

21 Fatigue management of ATC personnel C-5

22 Extension of watch-hours and night landing C-10
facilities

23 Flexible use of air space (FUA) ‘B’ Keep Digitalize

24 Creation of MNational Search and Hescue B’ Keep Digitalize
Board

25 Policy/Rules/Guidelines relating to Height B’ Keep Digitalize
restrictions (50-84 F ATMC / VIP 89)

25 GAGAN project B' Keap Digitalize

27 Aviation metrology services and work relating C-10
to MET wing

28 NOGC for Heights clearance - forwarding of C-3
Appeal cases to NoC Cell, AAl

29 Policy on Flying Clubs ‘B' Keap Digitalize

30 Matters relating to Visa on arrival facility C-5

31 Policy decision on User Development Fee & B’ Keep Digitalize
Davelopment Fee

32 Revision / waiver of various airport charges, C-10 Digitalize
hanger charges. air space charges efc.

33 Charges relating to owverflying operation of C-10 Digitalize
foreign/military aircrafts

34 Exemption of airport charges to UN Peace C-5 Digitalize

Keeping Mission, para-military forces etc.
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| 35 Air India‘airlines dues to AAl C-5
36 Budgetary Support (GBS) to AAI C-3
37 Release of budgetary support to AAl C-3
38 All finance / budget / Planning Commission C-3
matters
39 Ground Handling Policy ‘B' Keap Digitalize
40 Slot Management System and Slot Allocation ‘B’ Keep Digitalize
Policy
41 Mol between AAl & MoCA C-5
42 Grant of license for CUTE. CUPPS, CUSS, C-10
Cute system
43 Purchase, installation & commissioning of all C-5
necessary eguipment at all airports
44 Obtaining security clearance for airport C-5
aquipment
45 All customs duty matters, Exemptions from C-5
customs duty
46 lzsue of Essentiality Certificates -5
47 Tender related issues C-3
48 ACI-AS0 - Alrport Service Quality survey C-3
49 All matters relating to thrust area C-3
50 All RFD matters pertaining to AAl C-3
21 Framing of Rules, Regulations and other ‘B’ Keep Digitalize
related matters of AAT
52 Framing / approval / notification of rules and B’ Keep Digitalize
regulations under AAl Act
53 Appointment of Chairman of AAT C-10
54 Processing of Board level appointments in C-10
AAl through ACC
&5 Appointment of Chaimnan and Boards level C-10
Members of AAl
]3] Appointment  of  Mon-Official  {Part-time) C-10
Members of AAl Board
a7 Appointment of Airport Advisory Committes C-5
members at all ainports
58 Approval for foreign travel of Board Members C-3
of AAl
59 Laying of Annual Report of AAl -3
G0 lssue of MHA passes; VIP parking labels -3
61 Maonthly/Quarterly report on usage of Hindi C-1
62 Monthly DOs (ACC/Cabinet etc.) -1
63 Parliamentary standing committee matters C-5
64 Establishment / service matters relating to C-3
AAl employeas
65 All service / administrative / establishment | A5 per Hecord Retention Schedule
matters of AAT published by DARPG .
66 All RTI matters As per Hecord Retention Schedule
published by DARPG
67 Forwarding of VIF, PMO, and other Misc. | As per Hecord Retention Schedule
references; publizhed by DARFG
B8 Miscellaneous Court Cases As  per Hecord Retention Schedule
published by DARPG .
69 Submission of  weekly/monthly/quartery | As per Hecord Retention Schedule
statements on RT| applications! Appeals, VIF | published by DARFG
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| References etc
70 Parliament Cluestions, Assurances. Zero ([ As per Hecord Retention Schedule
hour [ Rule-377 etc. publizhed by DARPG

All other matters - not specifically mentioned above - will be governed by the Record Retention
schedule, commaon to all Departments as published by Dio ARPG from time to time.
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AIRPORT DEVELOPMENT (AD) SECTION

Sr. Subject Category of Record and duration
Mo.
1. File relating to concession Agreements | ‘B’ Permanent MNature + digitize
signed between BIAL and Gol for
establishment of Greenfield Airport at
Devenahalli (pre-Transaction Period)
2. File relating to concession Agreements B Permanent Mature + digitize
signed between HIAL and Gol for
establishment of Greenfield Airport at
whamshabad {pre-Transaction Period)
3. File  relating to implementation of
Concession Agreements signed for HIAL &
BIAL {post Transaction pericd)
{iiMajor decisions i.e. tariff related issues, | (i) 'B’ Permanent Mature + digitize
lewy of LIDF, eic.
{ill Project detailz related {i.e. expansion, | (i) C-10
revisions of Master Plan, Board issues, efc.)
{iii} Misc issuas fiii) C-1
4. File relating to Project Agreements signed ‘A’ Permanent Nature + digitize
for restructuring and modernization of Delhi
and Mumbai airports (pre-Transaction
Period)
B. File relating to implementation of project
agreaments for Delhi and Mumbai [Post-
Transzaction Perigd): (i) 'B’ Permanent Mature + digitize
{ilFile relating to land issues, Master Plan,
QIOC meetings, Tarff Related issues ie.
approval of OF, UDF, etc. i.e. which are in
Folicy nature
(il Misc issues (Which are not Policy | (i) {a): CG-1
issues):
{a) i.e. request relating to day to day
working, facilitation, efc.
(b} request for car parking, complaints, | (b): G-3
issues relating to other agencies | etc
{c) Issues relating to Connectivity, etc. (c) G-5
G Greenfield Airport Issues:

{i} File relating to approval formulation of
Greenfield Airport Policy

{iy File relating to meeting/minutes of
Steering Committee on Greenfield airports
(il File relatimg to grant of ‘in-principle’
approval of individual project (wherg in
principle approval granted)

{iv) file relating to monitoring of Greenfield
airport Projects

(v} File relating to MHA clearance for
Heliports/airstrips projects individuals

{(vil Misc file (iLe. projects inifiated bt

approval was not granted/proper requests |
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(i) 'B’ Permanent Mature + digitize

(i) B' Permanent Mature + digitize

(iii} ‘B Permanent Mature + digitize

{iv) C-3
W) ‘B’ Permanent Mature + digitize

{wi) C-5



not received, atc.)

7. PPP Projects (Policy issues) ‘B’ Permanent Nature + digitize
8. AERA/AERAAT related:
{it Enactment of AERA Act, 2008, | (i) 'B' Permanent Mature + digitize
Amendment in the Acts | etc.
(it Framing of Rules under AERA Act (i) "B" Permanant Mature + digitize
{iii} Establishment of Authority and Tribunal (iii} ‘B Permanent Mature + digitize
{iv] Creation of Posts fiv) B’ Permanent Mature + digitize
(v) Appointment of Chairperson, Member & | (v) (a):C-1
Secratary:
{a) Applications received (after selection) (bl as per instructions contained in the
({b)Personal filas record retention schedule
(vi|Policy |ssues i.e. directions to AERA,
instructions to AERMA etfc. (wi) ‘B Permanent Mature + digitize
{vii) Misc |ssues i.e. grant in aid, issuance of
passes, reimbursement of bills, etc. | {vii) C-3
9. Information given to other Ministries:
{a) i.e. comments on Cabinet Notes (a) G-3
(b} comments on ITIR, PCFIR, and other | {b) C-3
related matters
{c) General Information to Flanning | {(c) C-1
Commission'/DEAFPMOY Cabineat
Secrotariat/other departments
(d} PMO /Cab Sec specific information (d) C-3
10. Parliamentary matters Az per record retention schedule
11. Court Case | As per record retention schedule
12. VIP references Az per record retention schedule
13. RTI matters:
(a) where reply given fransferrad (a): G-1
{bWhere appeals filed b):C-3 (after disposal of the appeal)
14. General Informationfacts given to other | C-1

sections of this Ministry
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DIRECTORATE GENERAL (DG) SECTION

—
'

Description of Records

' Establishment Matters

Retention
| period

Remarks

Directorate General of Civil Aviation

(DGCA)

Policy regarding Administrative matters

Land owned by DGCA

Building owned by DGCA

Recruitment to various posts

Farming of AR=

Peansion Matters

Court Cases

Appeal filed before the Secretary

Fay fixation

Delegation of powers to DGCA

Inquiry into accidents/incidents

Indian Aircraft

Foreign aircraft

Flying Clubs and Gliding clubs incidents

Incidents {air safety)

Aem Club of India

Pualicy

Flying Clubs/Gliding Centars

Security Clearance of Flying/Gliding
Clubs

All Padiament Matters

o

Audit Paras
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FINANCE SECTION

Sl. | Main head Sub-head Retention period Remarks
Mo.
1. Budget estimates [ C-3
revised estimates
2. Re-appropriation C-3
3. Supplementary C-3
grants
4. Accounts and audit | Audit objection  {a)For departments = Subject to a copy of
and audit | reported upaon or |the report being
paras predominantly concerned:  retained
C-10 permanently.  The
ib)For other interested | MNational Archives
deparments- C-3 may be consulied
before any file is
destroyed.
5. Flan schemes 11.Approved (ijPermanent for record of
schemes major  projects  costing
Rs.20 crores and above.
Minor projects are normally
completed in shorter time
frame.
(ii)For others: C-10
12.Not C-3
approved
| scheames | |
13.Review of C-3 after closure of the
ongaoing scheame.
schemes
6. Budget estimates C-10

for five year plans
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GENERAL AVIATION (GA) SECTION

Sl | Subject Category of Record and duration
:“n':ilrn Gandhi Rashtriya Uran Akademi (IGRUA)
1. | Purchase of aircraft for IGRUA B
2. | Release of funds to IGRUA B
3. | Memorandum of Association B
4. | Establishment matters
Re-designation of posts c-10
Creation of posts B
Pay Scales and allowances for IGRUA c-10
employees
Framing of RRs B
Selection Committee C-3
5. | Expenditure Finance Committee proposal B
ICAO - UNDP Projects - IGRUA B
Policy matters of IGRUA including B
Management Contract of IGRUA with M/'s
CAE.
8. | BUDGETARY MATTERS RELATING TO C-5
IGRUA
Preparation/Examination of budgetary
Estimates/Revised Estimates/
Supplementary Grants.
Pawan Hans Limited
1. Establishment matters
Re-designation of posts c-10
Creation of posts B
Pay Scales and allowances for IGRUA c-10
employees
Deputations /delegations/training C-5
2. All matters including Constitution of Board of B

Directars

130



All administrative matters except
appointment to be made with the approval
of ACC

C-10

BUDGETARY MATTERS RELATING TO C-5

PHL

Preparation/Examination of budgetary

Estimates/Revised Estimates/

Supplementary Grants.

HELICOPTER OPERATIONS C-10
request for posting/ transfers/ promotion/ c-3

housing; SC/ST matters elc; verification of

characters & antecedents of employees.

SEAPLANES ISSUES. C-3
Aviation University (Education Training) C-10
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INFORMATION TECHNOLOGY (IT) CELL

Sl Main Head Sub-head Retention period Remarks

MNo.

1. Policy Issues Development of MoCA C-10
AMC to the Blade C-10
Services
e-affice in MoCA C-10
Video conferencing in C-10
MoCa,

2. Training Training of officers in T C-5
Conference Seminar c-3
related with 1T
Workshop  organized C-3
by Dhzity
Conference ar &- C-3
governance
Workshop on  cyber C-5
secunty

3. Miscellansous Uploading of Materials/ C-5
documents on  MMoCh
portal
Demo of MoCa paortal C-3
Updating of Website of C-3

the MoCA
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ECONOMIC REGULATORY (ER) DIVISION

sl Subject Category of Record and duration
Mo.
8. | Establishment of Rajiv Gandhi Mafional
Aviation University (RGNAU)
Matters relating to establishment of ‘B, Permanent Nature
RGNALU
Appointment matter of RGMNAL C-10
C-5
Miscellaneous matter of RGMNAL
9. | Guidelines on Air Freight Stations and Air ‘B', Permanent Mature
Cargo Logistics operations
10. | Air Cargo Logistics Promotion Board:
Policy matter of Air Cargo Logistics ‘B, Permanent Mature
Promotion Board
Minutes and Agenda etc. of meetings C-5
11. | Air Cargo operations complaints received C-3
from various stakeholders.
12. | Civil Aviation Economic Advisory Council C-3
13. | National Transport Development Policy C-5
Committee.
14. | Ombudsman:
Files relating to Policy issues of ‘B', Permanent Mature
COmbudsman
C-5
Miscellaneous matter of Ombudsman
15. | Padiament Questions atc. Az par instructions contained  in
Record Retention Scheduled.
16. | ATl mattars Az per insfructions contained in

Hecord Retention Scheduled.
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VIGILANCE SECTION

S. Description of record Retention Period Remarks
No. | Main - Head Sub - Head
1. Central Civil 8. General A or ‘B category, depending
Services notifications on the content value, in the
(Classification, |9. Schedule case of departments issuing
Control & regarding the orders’ instructions etc.
Appeal) Rules- appointing and the departments
Clarification and Autharity, concemead:; other
interpretation Disciplinary departments need keep only
Authority  and | the standing orders, weeding
Appellate out the superseded ones, as
Authority and when they become
10. Regarding | obsolete.
charge sheets,
documentary
evidence,
Enquiry Officer,
examination of
witnesses and
show-cause
notices
11. Hegarding
penalties
12. Hegarding
consultation
with UPSC
13. Regarding
appeals and
petitions
14. Hegarding
suspension and
subsistence
allowance
2. All India 6. General A or B category, depending
Services 7. Regarding on the content value, in the
(Discipline & Rules 1 to 7 case of departments issuing
Appeal) Rules, |5 Regarding the orders’ instructicns etc.
1955 = Rules & to 11 and thz departrments
Clarification and 9. Regarding concemed; other
interpretation Rules 12 to 18 | departments need keep only
i0. Regarding the standing orders. weeding
Rules 19 to 23 | out the superseded ones, as
and when they become
obsolete.
3. Complaints 6. Group A (d) Thoze -3 after the | If as a result
7. Group B leading to | final disposal | of the
8. Group C 'u'igilar‘l_m U oof Eq_:rpﬂal of | complaint a
9. Group D dlsq:lplu_nar:.- final judgrment warning ie
-Icl GEI‘hElra| _ Hr‘HI|UII‘|ErE undar thﬂ‘ |ESUE{! to the
against two or normal course Govt. servant
more classes of law. a copy of the
relevant
(elAnonymou | To be E::E;duﬁ'lll tﬁ:
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s or | destroyed al | personal file.
psaudonym | the and of the
aus year
complaints
on  which
on action is
faken:
(f) Other C-3
complaints

Disciplinary 6. Group A {c) Resulting -3 after the | Subject to an

proceedings 7. Group B iry final disposal | authenticated
8. Group C imposition | of appeal or copy of the
9. Group D of _ final judgment | order
10. Joint penalies. ﬂﬁiﬂ cnutrzg regarding

anaui imposition  of
nquiry of law. penalty or
warning
C-3 after the i
final disposal ihnaing Pla‘iﬁ:
of appeal or .
|d)Resulting | final judgment F“LS‘“”E" file
iy under the | 2™ a
gxonaratio | nomal course sullabla ariry
n of the of law. being made
acousad in the
officialke appropriate
with oF service
withaut record.
warning:

Prosecutions B. Group A ic) Fesulting C-3 after the | Subject to an
7. Group B Iry final disposal | authenticated
8. Group C imposition | of appeal or copy of the
9. Group D of _ final judgment! | order

enquiry normal course | jmnpsition of
of law. penalty or
warning
being placed
in the
(d)Resuling | C-3 after the | PErSONal file
i final disposal ;
exoneratio | of appeal or sullabls enfry
n of the final judgment | D€ing  made
accusad under the | 1N ~ the
officials normal course | SPPropriate
with or | of law. senvice
without record.
warming:

Appeals 5. Group A C-3 or till the prescrbed |[If, as a result
6. Group B retention period, whichever is | of the appeal
7. Group G earlier. the original
8. Group D arder is

modified. a
copy of the

revised order
will be placed
in thiz
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personal file
and a
suitable entry
made in the
appropriate
service
record.

7. Petitions 5. Group A C-3 or till the prescribed |If, as a result

6. Group B retention period, whichever is | of the appeal

7. Group C earlier. the original

8. Group D order is
modified. a
copy of the
revised order
will be placed
in the
personal file
and a
suitable entry
made in the
appropriate
service
record.

8. Court cases’ | 5 Group A 3 years after final clearance | Subject to a
Arbitrations/ 6. Group B from Arbitration., Litigation, | copy of the
Enquiry/ Audit 7. Group C Enguiry or Audit as the case court order

8. Group D may ba or fil the prescribed | being placed
retention period, whichever is | in the
later. personal file

and, where
necessary a
suitable entry
being made
in the
appropriate
service
record.

g. Central Civil | 6. Genaral A or ‘B category, depending
Services notifications on the content wvalue, in the
(Conduct) Rules, 7. Regarding case of departments issuing
1964- Rules 1to 7 the orders’ instructions etc.

Clarification and | 3. Regarding and the departments
interpretation of Fules Bto 11 concemed; othar
9. Regarding departments need keep only
Rules 12 to 18 | the standing orders, weading
10. Regarding | out the superseded ones, as
Bulez 19to 25 |and when they become

obzolete.

10. All India | 5. General A or ‘B category, depending
Services notifications on the content wvalue, in the
(Conduct) Rules, | 6. Regarding case of departments issuing
1954 - Rules 1to 7 the orders’ instructions etc.

Clarification and | 7. Regarding and the departments
interpretation of RBules Bto 14 concemed; other

8. Regarding departments need keep only

Fules 15 to 20
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out the superseded ones, as

and when they become
obsolete.

11. Central Civil | 5. Genearal A or ‘B category, depending
Services notifications on the content walue, in the
(Safeguarding of | 6. Regarding case of departments issuing
Mational Rules 1to 7 the orders’ instructicns etc.
Security) Rules, | 7. Regarding and the departments
1953- Rules 8to 14 concemed; other
Clarification and | 5_ Regarding departments need keep only
interpretation of Rules 15to 20 | the standing orders, weading

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

12. | Employment of | 3. Intimation C-3
dependents in | 4. Sanction
private
firms/foreign
missions in
India

13. | Participation in | Intimation C-3
politics

14. Radio Sanction C-3
broadcasts,
contribution of
articles editing
or managing of
newspapers,
publications

15. Evidence before | Sanction C-3
Committee of
Enquiry

16. Subscriptions Sanction C-3

17. Gifts Infimation

18. Private trade Sanction C-3
employment

19. Moveable’ 8. Property A or ‘B category, depending
Immovable refurns on the content walue, in the
property {general case of departments issuing

aspects) the orders’ instructicns etc.
and thz departrments
concemed; other
departments need keep only
the standing orders. weeding
out the superseded ones, as
and when they become
obsolete.
9. Retums of (c)In respect of C-3  after | Should
Group A amployeas the issue of | preferably be
10. Retums of entitled to  final dealt with on
Group B refirement pension/ a separate
[Gazetted) benefits aratuity fila each
11. Betums of (d)In respect of payment official to be
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Group B other arder kept  open
{Mon- employeas throughout
Gazetted) C-3  after | the  official
12. Returns of the career of the
Group C employae government
has ceased | servants.
o be in
service
13. Intimation C-3 Should
14. Sanction preferably be
dealt with on
a soparate
file each
official to be
kept  open
throughout
the official
career of the
government
servants.
20. | Vigilance 11. General ‘A or ‘B category, depending
Administration aspects on the content value, in the
12. Acts, rules, case of departments issuing
manuals the orders’ instructicns etc.
13. Vigilance set- | and thie 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 1o
arganizing be
such prescribed
meetings: by
dapartmant
s
concemed
in their
record
retention
schedule -
id} Far other | C-3
depariments
C-1
15. Appointment C-3
of vigilance
officers in
Ministries!
depariments
16. List of officers | C-10
of doubtful
integrity
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17. Cases of C-10
difference of
opinion with
Central
Vigilance
Commission
18. Cazes of
difference of
opinion with
other
Constitutional
Bodies
19. Granting of C-3
vigilance
clearance in
respect of
different
classes of
officers and
the staff.
20. Annual Report | C-5
of CVC
21. Prosecution of 3. General A or ‘B category, depending
further studies aspects on the content value, in the
case of departments issuing
the orders’ instructicns etc.
and the departrments
concemed; other
departments need keep only
the standing orders. weeding
out the superseded ones, as
and when they become
obsolaete.

4. Pemmission C-3 or one vyear after Subject to
completion of study, | suitable entry
whichever is later. being make

in the
appropriate
service
record and
authenticated
copy of the
aorder  being
placed in the
Pearzonal file.
22. Membership of 3. General A or ‘B category, depending
Territorial Army, aspects on the content value, in the
Auxiliary Air case of departments issuing
force and Naval the orders’ instructicns etc.
Reserve and the departrments
concemed; other

departments need Keep only
the standing orders, weeding
out the superseded ones, as
and when they become
obsolete.
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4. Permission

C-3 or one year after the
official has ceased to be a
meamber of such organization,
whichever is later.
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AIR INDIA (Al) SECTION

S.Mo. | Subject Category of record and duration
19.| Purchase of Aircraft B
20. Turnaround  Plan and  Financial B
Restructuring Plan of Air India

21, Merger of Air India & Indian Airlines B
related files and other IR issues related
to Merger including recommendation of
various Committees (Justice
Dharmadhikar Committee, IARC ete.)

22 Various Guarantees given by GOl to B
support Air India

23.| Salary of employees of Air India & its B
Subsidiaries  including  revision/re-
structuring of salary

24, Appointment of CMD, Jt. MD, Functional B
Director on the Board of Al, CEQ of
Subsidiaries and related serices matter

25.| Appointment of Consultants, processing Cc-3
of cases for post-retirement employment

26.| Haj Operations(includes tendering of B
airlines for Haj, Cabinet Note, signing of
Mol, sanctioning of payments)

27 Mol by Al with MoCA and its B
Subsidiaries

28.| Reports of wvarous Parliamentary Cc-3
Standing Committee

29. Audit Paras and other matter relating to Cc-3
Audit objection

30.| Parliament Assurances c-3

31.| Starred Parliament Question C-3

32.| VIP references and references received Cc-3
from other important dignitaries on issue
relating to public importance

33.| Court Cases on various issues of Al C-3

34.| Grievances, complaints etc. on various C-3
issues of Al

35.| VIP reference & references received C-3
from other organization on issues
relating to request/'consideration of
individuals or issues of general nature

36.| Unstarred Parliament Questions C-3

37 Air India & its subsidiaries matters C-3
pending with various
Ministries/Organisation/authorities  i.e.
MoF, MoUD, MIAL, DIAL, OMCs elc.

38.| References received from Coordination, C-3

fortnightly reports, demand for grants,
annual
plan, DE/RE etc.

141




39. RTI matters in which applicant have filed C-3
further appeal

40.| RTI matters in which no further appeal C-3
was filed by the applicant

41.| Budgetary matters relating to Air India C-3

and its Subsidiaries
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