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Gal/ 084/
Maharashtra State Electricit¥ Board,
Mercantile Bank Building,Fort,
Bombay=400023,

Dates 15e3.1977.

CIRCULAR._NO 19i.

gubs Preservation of records and weeding out/
destroyin - the records after a certain
period, -

: The detailed instructions regardiig indexing/filing
records etce to be following by the GAD(HO) and the Fleld
Offices have been issued under the .0, Glreular 0. 92(GaD/
0&M) dated 15-3=75e. These instructions have also been included
in the mannual of cffice procedure. However,the types of
records Lo be preserved or to be weeded out have not yet been
indicated except in the cascs of Head Officc records pertaining
to accounts Departrment and the few items pertaining to GAaD.
This has resulted in huge accumul ation of unwanted records in |
all the offices which obviously occupy a very valuable spacCes
such record is also observed %o be dumped in a very haphazard
mannere : -

2 In order to ensure that all unwanted records are

L ]
"weeded out and the remaining records which are required to De
- preserved for a certain/longer period, & list containing
yvarious subjects pertaining to GAD matter arrauged in -
‘alphabetical order has been prepared, Against each subject

the procedure of maintainin: the files and the perlod for
which the files are to be preserved have also been indicated,
The period of preservation should be reckoned from the date
of final action is taken. However,in case the files are
retrieved from the record section for deciding the case
received during the period of preserVation,the'period will
get extamded 1.€ record will be preserved for further period
-, prescribed from the d-te of the subsequent final actlion
is takca in Ghe casees

B It is observed that mos~ of the records pertoinia:
to GAD is filed in the personal filcs irrespective of fact
whether these arc of important nature or otnerwise., 45 a
result of filing these papers.indiscrimin1§el? in the
personal files which are maintained in the Office for quite

a long period,till the retiremcnt of the personnel/cmployce
becomes bulky and heavy for handling, It also results in
increasing the current records. It hes,thercfore,been decided
to split up personnel files into two parts,cne for important
papers and another «for unimportant papers of routine natures
The papers of routine nature can be destroyed by the concerned
section after twe years after verification that necessary
entries are taken in Service Books of the concerned employee.
Such unimportant record or the paper need not be sent to

the record rooil. 3

4o sone files on the subject pertaining to specific
officcs on the g@iiax_basis of local importance may be opened
by such offices W ieh may not be of general nature, But suech
cases are left to the discretion of the local officerse The
officer of the rank of Executive Enginecr and above in charge
of the officc may decide the pericd of prescrvation and :
destruction of -such record after a specified periods g

e fi{‘\ﬁ‘i"R



ue Files which are to be preserved for a period of two, years
neecd not be sent to the record room,but they may be destroyed

after obtaining orders of the 0fficer of the rank of Executive
Engineer of the concerned section, iWhen the files are sent by

the office to the record,the Sectional Heads sending the

files should make it clear on the file that the same is to be

recorded as complete action has been taken in the case,in

the following proforma and indicate below the year in which

it becomnes due for destruction etc.

Subjects-
i) Action completed ons

ii) To be preserved fif/
upto. :

iii)Year in vhich papers
should be destroyed:

 SIGNATURE

6. While arranging the record,the file should be.arranged
subjectwise according to the year in which the fi¥e" becomes

due for destruction, This will facilitate destruction of rec K
every year without disturbing the sequence of the other file, o~

Dafiar
i The record keeper/should maintain a register of the
files received by him for recording separately for each
section/departnent in the following forme

File No. Subject Date on which Period of Year in
received in preservat-  which due
the record. -ion, for dest-
. = et ruction,
1 2 3 4 5
Signature Destroyed Signature of the
of the on Record Keeperd
T ecord Daftary
keepersDaftary
/
6 7 8 s
Daftary :
8. Every year in the month of January,Record Keeper/ should

take review and collect all the files which are due for destru~
-ction, He should prepare a list of such record and get i
approval of the Officer not below the rank of Executive
Engineer in charge of the section. When the list is approved
by the Officer of the rank of Ex,Engineer or above,the

actual destruction should be carried out under the supervision
of representative of the concerned section not below the

rank of Head Clerk/Divisional Accountant.,Dy.Ex.Fngineer

as the case nay bee

Oe The destruction of record shall mean tearing off
the papers into pieces which as waste papers should be sold
out to best advantage tc the Board which should be accounted
fors :

W W
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w List showing the period upto which records should be preserved.

»
1 F
Sr.: Name of file/return sMethod of arrang-  ;Prooosed period of : Poriod pres— '!
No. : dAng files. spreservation in * cribed under ’
2 : ‘years.to be counted ¢ Govt. I & P. ’
3 - : ‘from the date final : Deptt.
x * i saction is taken, : %
8 ; % ; 5 : 4 SPREARIT ass ~3
1. sdvertiseuent Yearwise files. 5 - ¥
Recruitment & Other. :
& Applications received Files according 3 ¢ Subject to the
in response to posts - to each advt,post, 32 condition that the
advertised/notified ete. application of
the candidates
sclucted are
sent to the con-
ceried section
alongwith the
Pancl report for
filing in persc-—
“ nal filecs,
3 agreement. pertaining Separate file for Upto 3 years.
to G..i.D. each agreement file after comple-
& to be kept in safe tion of the il
custody. agreement neriod. o
4, Assembly_questions Yearwise files. 10yecars. We will en.quire
- & allied matters. *  wiih the Govt.and
wJrescribe. saue
numbcr of years as
may hiave been done
by the
Se -ccident reports, ~do- 0years. 20
G ssccomr -Jation-
a) Oflicc/hired. Files according to Till the build- 30
each proporty. ing is occupied
& 21l claims are
settled,
b)Misc.corrcspondence Yearwise files, 3 ycaxrs. sllotient ordeis
regarding allotment to ke preserved.
in Boards building. till the building
is occupied.
7) «dvances to employees 1) Yearwise files 5 years. 6 years. A
(411 types Festival except in casc
Pay, T...Car,Motor of Car and ‘
Cycle,Cycle, House House Building
Building). Ldv,
- 2}-Sepawate files To be maintained
to be maintained.upto 2 years af-
employeewise in - ter Tecowry of
respect of Car & the advance.
fgﬁ;icgflldmg Note: 4ll wmoTt~
gage bonds should
be filed scparately
_ & kept in saTe
g8)  audit notes Separate file fop = SUStOdy. o
- replies, each audit rcport-. o e R
; replies. N _ s ' ,
9) administration reports. (1) ManMseript files Manuscript copy 5 o



Qe

1.
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7.
Be
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Budget Estimatcs

Office coplas.

411 types of bill Pay-

Bills/oupplementary -
Bills/Leave encashment
Bill/Bonms Rills exceph
Overtime and T.i.

Circulars -

Uijremlars issued by
Gewvhb .
Uonfidential H(\Porbs

Circlewise/Divisionwise
Mise.correspondence in
respect of employees in

Circle/Dn.wise seniority.

Certificates-Service/
salary Income —tax.,

Correspondence with
the State Govt.
a) Policy matters.
@b) Individual employees.
¢) Routine matters.

Correspondence
regarding verification
of Character and
anticedent.

Lourt cases

Certificate last
Pay

Departmental action.

Menuseript. files
yearwise. %
Printed.

files sectionwise
and yearwise.

Orbitme Rilts
T.a. Bills.

\_

g2l ol

Inportant to be filed

separately -
Routine nature.

Individual employee-
wise files.

1. Files yearwise
and Circle/P.
Stn.wise at

1. Files yearwise.

Files yearwise

Files yearwise.

-do=-

files casewise

Tiles yearwise.

i e

File separately for

eachfcasefbombined—

- ease hppeals/Decision

a)orders regarding
Deptl.action.

b)misce Corruspondance.,

D-onutation on foreisn

toc be filed in the
respective files.

Files yearwise”
=d0=

Separate files for

HoO. & Zonal level.

; 5

"‘J y = L
-do:::::::47 X ;gm n the Serglce
PF . o the Board. ,

Permgnent

30 35

Perm _

5 years
Perm

upto & years Same.
after retirement
termination/
resignation. %

10 years (impowtant -
decisions of a

general nature tc be
separated and filed

for permanent
preservation.

1 year
(one copy of the
seThificate tony
' Perranent. &R

To be destroyed after

ars the conccine
oyges have cécse
= g O

15 years.

3 years after retirement/
termination / resignation
(necessary entiies to

be mmde in the S.B.)

30 years. 30
% years (one co.y to S
be filed in PF.I

20 yeﬁ?s. ' =

(copy of t he puni-
shrent order to
be filed in the
PF after taking a
note in S,B.)

Perm@nent

5 years.

Upto 2 years after =

a L L AP i
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ficates.

(one copy to be
filed in PoF)II) s

T - ' 5 3 5
1N Examination To b&Tintained Upto one year after the Same
«wnswer papers of examin:tionwise, date of ‘declaration of
candidates.. the resujt.
Misc correspondence- ~do- 5 years 3
Statement of Roll
Nw.ibers. _
Original Question papers- One year from the date Same.,
S of printing of Yuestion
papers, .
Printed Guestion papers. ~do=- 10 years. 5
Result sheets & state- ~do- 30 years. '
ment of marks of decla- ‘
ration of result.
1pt
1. File lists. - Perganent., -
161
e Gratuity cases. Cases to be filed 3 Years after settle- -
yearwise, ment of elaims,
- GAD Misc matterg ~do=- 5 years, -
3. G.0.'s, G.S.0's. - Permanent Perm@-
nen
4, Underlying papers
leading issue of Go. - " Perm&nent Perm.~
anent
5, Govt. Order/Resolutions. = Permanent Perm -
anent
151t
i Holidays Notification of Cases to be filed 2 years. -
& allied correspondance. yearwise.
8. Head Juarters Shift- =do=- 10 years. -
- ing etc.
1Tt
Indents for stationery/ Yearwise files. 1 year. 2
furniture Typewriter etc.
e Intimations of interviews Postwise files., 1 year., -
and statements showing
details of candidates
called for interviews.
3, Inspection Reports. Q Circlewise files. 5 years, i0
and allied corres-
pondence. i ~do= 10 years. 10
d
3 X 3 N = - 2
4, Increment certi-—£ earwise filess 18 menths <
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l. 2. 5. - 5
=

1. Correspondence regarding Yearwise files. 2 years, -

change of territorial juwi-

sdiction, -5 -

l. Leave order files

~Earned Leave 8 Yearwise files. 18months to bed estroyed 2

HAP Leavey :

R. Leaves
a) Special disability. To be filed in the

Re

Se

1.

1.

b) Not due.
¢) Cormuted,

after verification that
all entries have besen m~de
in Service Book,

... Trespective personal
file.

Leave Casual. Yearwisé?files: 1 ( to be destroyed after 3
e ~ completion of the year,)
H-
Correspondence regarding Yearwise file, 2(Medical Fitness o s T
Medical Exam, Certificate to be pasted :
in Serviee Book,) o,
Monthly LReports., ~do- 3 years. 5
Master files of promotion/ =do- 10 years. -
transfer posting orders.
9
Office orders: iy
a) Important Yearwise files., Permanent 10
b) Routine, ~do- : 2 2
/
P ‘4

Personal files, One file for each Period "’.\ﬁ,

: employee with two e T R,

parts. Part-I: to be d estroyed
Part T Bart II ' after 3 years a er
1)Application with copies  Eoi- appli- the retlrement of
of certificates, cation, the employee,

(Continued in Hext page)

Part-II: to be maintain-

ed upto 2 years
and destroyed on
getting a certi-

ficate ‘that nece-

Ssary entries

have been made in
SB.



4

3 8.3 | 3 : :
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Part I Part II
2«.Application H.A. P,
letter, Cormuted,
3.Initial Leave not due,
Joining Increpent
Reporte. > Certificate,
4, Pronotion/ Aprlications
transfer for outside
order, posts.
S5« Confirmation/  Migc,corres-
E,B.Crossing pondence,
orderse Salary
6. Pay fixation Certificate,
orders,
- 7. Last Pay
Certificate.
8. Copies of
disciplinary
action,if any
- taken and or
- certificates
issued,
O« Various
representations

& orders thereon.
10, Special Disg-
; ability.
; Leave orders,
11, Pernission to
purchase
property,

2+ Property returns, Files tb be maintained 40 yearse -
pay-group-wise/year
. wise according to

different categoriese o
Mi sc, correspond- Yearwise files 5 years -
w, -ence regarding
. property Returns,
o _ 3e Pay-scales-Allow- Yearwise file, 2 -
T > ances-Revision, a) File—prOposalsrrf’;?F 40 years,
i b) Files-orders Permanent,
4, Panel Reports Yearwise files, 15 years.

A list of the candi-
dates considered for
selection/promotcion
to be filed with
Panel Report,

5. Pay-fixation orders, Yearwise files. 10 years. -
Audited stateuents to
be filed with the
order and onec copy of —
the order to be filed
in the P.,F, of the
concerned eiployees
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1 2 2 L : 2
7. Supply-of Board's Yearwise files 5 5
Publications :
8, FPension cases Files to be To be preserved P
maintained upto 1 year
employee~wise after the death
; of‘ the employee
o, Purchase/Local Yearwise files 2 -
Correspondence _
in respect of
Purchase made
by G.A.D,
——f—
1., Recruitment Files to be main- Upto 1 year after
Statements sho- tained according selection -
wing details of to cach advertised
the candidates post
called for in-
terview o~
2, Various To be maintained
Registers as Jprescribed
Important 19 years 10-
; Routines 5 years 5
3. Various
Peroidical
reports - do - 5 years 5
i
1,°. ©oStaff pro- Files to be main-
peosals tained circle-
wise and year-
-w—j_se . : /
- file COrTe=  1Qyears 5 =
spondence, 4 - M~ CWEPE
B -~ File orders 20 years -
e Stat;iiatical Yearwise files 5 years - »
information :
3, Seniority Lists 1) State-wise- 15 years
Circlewise/
Divisiomwise
Gyclostyled
2) Mamscript 5 years
L. Service Books _Employeewlse Upto 5 years
, after reti-
rement of the
: employee
5. Stationery/ Guotations to - 3 years
purbhase/ be filed year-
wWisz.
Quotation/ ey 5 years
Fotitor Tenders to 'be filled

carnaratelyr
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1, Training Files to be maintain- 3 years =
ed according to di- :
ffersnt type of
training categories,
(Agreement bonds to
be filed separate-
ly and kept in
safe custody)
2, Tour Yesarwise file 1 year 2
Programme
3. Timings- Ysarwise file. 5 years -
Office and o Y
; = Orders to be
allied matters : ' preserved for
10 years &
x. ———— g oy e
1, Uniforms and Yearwise file 5 years -
allied -
correspondence : ~
—— Ve
1. Vehicles: Use Yearwise file 5 years -
of official/
Non-official
and other

matters
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LIR SECTION

Correspondence regarding

‘Notice of change

conciliagtions etec,

Corregpondance with the

various unions,

€orrespondance with

Labour O0fficers/Welfare

Officers/Industrial
Relations Oificers,

Correspondence with

Yearwise

According to
various unions,

Yearwise accords-

ing o different
offices,

-=dO=-

Chief Enginecrs/Super-
intendeing Engineers/Sr.
Power Stutlon Superintendents

etec.
Iomlinentation
of the various
Labour Laws.
Jt, Commdittee
Agenda
Minutes
Misc,matters

according to
nature of work,

Welfare natters,

vsi/15/3/

- J 0=
-do=-
Yearwlse accor-

~ding to differ
-ent offices,

- 0=

Heskok

10 yearse

10 years.

10 years.

10 years.

20 yeArse

10 YedI s,

to be decided
by CeIaEels

10 yedrse

! ]



