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. .0 .  mSTRUCTIONS

\ 1. Cat:gonnhon nfrcqords has been done in accordance with Central Socretariat Manual of
. 'Olfice Procedure (CSMOP).

T .2 ‘Ruics, orders and instructions should be retained by the Office/ Bection/ Unit fssuing
.. them; other Offidea/scctiony/ units need keep only the standing rules, etc., weeding out

the cuperseded ones as and when they become obsolete.

. Retentlon periods for records (other than files) e.g. register, for which no f{iles are to be

opened and which, therefore, are not covered by the functional file index, have been
ghown sepamtely. The 'pr:mn’bcd retention period for such rocords will be counted from

.. 'The date on which 'ﬂlhu ceasod to be current.
4. Unless othenwise stated the regords described in column 2 of the schedule refer to files.
‘Where neoessary, other ancillary records pertaining 1o such files like mongage deeds or

bonds, nomination form, etc. would have to be rctained as epocifically indicated in
column 4 against the relevant items.

*5. The retention period specified in column 3, in the case of a file, is 1o be reckoned from

the. year in which the file is closed (i.c. action thereon has been completed) ond not

-« mecessarily from the year in which it is recorded.
6. 1farecord relates to two or more subjects for which different retention periods bave been
-+ preseribed, it will b8 retained for the highest of such perinds.
. .Af the rocond has certuin special features or wiurants 10 be eexized for a period longer
- atian.ahat gpecifind dn the schedule, it could be retained fora begretimnz-till necoz=ary,

BT hnm,xnm ceme il avecord be mxﬁ&ramwwﬁmﬂxd m

theschedule

: h‘::umcnixsmqnmi in connection with the-dizposal ofxmmrd,ibc'fm wall
- ‘potbeweeded out until after nll the issurs raised on the latter have been firelly decided,

‘even though the rettntion period marked on the formes anay. have expired in the

- meantime. In fact, the retention periods initially marked on much records chould be

* consciously reviewed and; where necessary, revised suitably. :
. If a.record hasnot been specifically mentioned in the list, the:Record -Retention Schedule
- “ofDeptt. of Administrative Records ard Public Grievances may be cansulted
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