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OFFICE MEMORANDUM

ol - Common Record R i
¢tention Sched S i
i : rdule of Assam Secretariat : :
Offices of Government of Assam SR SRR R RS Ty

{ onsidering the i o sy :
_r - IL; o ;Tols:;ti;ce, u:,-..fulnt.:ss and administrative requirements and the time required for
B nsions g Sa\,el” er Ct:;nplehm.u of ]‘1I['0C0t:di!!gs in the offices of all Departments of Assiun
o pub Tl 1ese 1;_ es a.nd in which categories to classify a Common Record Retention

) ! in the Manual of Office Procedure 1981.
1 urder o streamline ; 5

i (.irxl(i(il\r)c,tllj;]{%}g%]t;e] QF:ECD%::TTI?I{FHE‘ Rc_c‘?.ir(.!.]{clc_nli0|1‘;| Committee was constituted vide
C i feetention and 1o propose a Cor;; rellw;s' a Re .1 1liu'y,‘.022‘ © c‘xummu the procedugss \g:-healapice 1
AL e rr L S R_ep;an T{_ltvf' .eun:d E{ctunlu‘m bchcdulu:, Hilh‘ct% on the recommendation.,
K (‘,nw:mmcm“"of - SRR nmi.ﬁed e emﬁmn Schedule -for A.‘ibilll‘]]l Seccretariat and other Subordinate
ule for new Archive maintenance, sorti ‘EIS per Annexure IOI‘ICIUSEIIymg the [,“c‘\; (Eneril Prinsyplies
R e iy e ing procedures _m.'ld sending Files to Archive) for similar subjects vi
r taking into consideration the provisions under Paragraph 138 to 147 ol the Manual o

Yiocedure 1981,

Chis Common Record Retention Schedule will come into force with mmmediate effect

Sd/- (M.S. Manivannan,lAS)

Commissioner & Secretary to the Govt. of Assam,
General Administration Department.

No. GAG(A).190/2017/145-A Dated Dispur, the 25" [february.2¢

forwarded 1o :-
“11 Addl. Chief Secretaries to the Govt. of Assam, Dispur.
1 Principal Secretaries/ Commissioners & Secretaries/Secretaries to the Govt. off Assam, Dispur,
I'he Principal Secretary. Assam lLegislative A ssembly, Dispur.
e Staff Officer to the Chief Secretary, Assam, Dispur.
A1) Commissioners of Divisions
i he Accountant General, Assam, Maidamgaon, Guwahati-29.

| e Commissioner & Secretary to the Governor of Assam.

I* 5. 1o the Principal Secretary 10 Hon’ble Chief Minister.

P Ss (o Hon ble Ministers. (:‘\q‘s/k b

11 Administrative Department. \ "3?5 i '}'

Al Heads of Departments, Assam.

o AT Divisional Deputy Commissioners/ All Sub-Divisional Officers (C ), Assam.

» A Assam Houses/Bhawans

¢ the Director. Assam Govt. P
et 1ssue of Assam Gazetle
e Director, Information an
All Members of the Commitle
secretariat and Subordinate O

< opy for uploading in the Website.
,R!’H (-(l/ By Orders elc..
A Q) )
Eﬁfn'ng/
1

N " .
o & Commissioner & Seeretary the Govt. ol Assam
General Administration Department

{—
i 6\$\ (1)

ati-21 for publication of the notification i *

ress, Bamunimaidam, Guwah
d) copies of the said ON 1o this Deparn

and to submit 200 (two hundre
d Public Relation. Dispur.
e formed for preparation
lices of Assam Government.

Record Retention Schedule for Assam
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Ve s Record Retention Schedule of Assam Secretariat and other Subordinate Offices of Government
of Assam.

tatters to be included in word File
. Ihe word file in this schedule includes electronic files (including e-mail) in addition to the physical
Sl Wlhieh also includes Documents, Rolls, Codices, Sheets, Micro Films, Micro fiche, Photographs, Charts,
Plans, Diagrams, Sound Records, Registers, elc.
To whom it will apply
= The provisions of this resolution shall apply to all Departments / Heads of Departments / All Offices
v hu|m-(._z_ovcrnnwnl Offices / Grant-in-Aid Institutions / Boards / Corporations / and Autonomous
ssituiions of the State of Assam.
Classification of Files
As per the provisions under Para 138 to 147 of the Manual of Office Procedure, 1981, the file shall
be classified as under.

Classification Period for Preservation

| S )

'Tiles Register/ Letters classified under Class *A’ Permanently

Files' Register/ Letters classified under Class *B’ 12 years.

Files/ Register/ Letters classified under Class *C’. | 5 years.

ll Files/ Register/ Letters classified under Class ‘D’ 1 year

)

[Note: The period of preservation shall be counted form the last day of latest official year coverce
by the record.]

,J%I , Class-A: Files under this category need to be preserved permanently. This category will be allotica
{o a file in which important policies have been discussed or which contains orders establishing
important precedents or general instructions or rulings of a permanent importance and which arc
likely 10 be required for reference in future in the Department concerned or in other Departments
The originals of all files of this category will be preserved.

(2) Class-B: This class will cover files which contain orders and instructions, etc., not of permancis
importance and which are not likely 10 be required for reference after 12 years.
\_/Jh Class-C: This class will consist of files of secondary importance which it is desired to preserve foi
very limited period. Files under this category need 10 be maintained for a maximum of 5 years
(4) Class-D: Files which are of a purely ephemeral nature will not be recorded but will be destroyed &>

soon as they are one year old.

(3) The Superintendent will ensure that if any decision taken or order issued on
the file has a bearing on the Standing Guard File on the subject, the
amendments 1o its relevant parts have already been made. He will check
whether any important decision in the file have to be incorporated in the

Precedent Register.

(6} A note to the effect that the file has been recorded will also be made in the File
Register as the last entry. This will be done by writing in red ink the letters
"Recorded A", "Recorded B" or "Recorded C" and the date of closing the file
against main and supplendl_el—n—ar}' file titles in the Index to the File Register and in
the File Register.

(7) All the Departments with prior approval from the senior most Secretary / Head
of Departments/ Head of Offices to prepare lists of record classification and to
review them every five years to make them more relevant as per the expanding
work process. One copy of this list to be sent to the Director of Archives. Proper
consideration has to be given if there are any changes to be made as per
historical significance,

Process of classification: Closing of the file to be done afler the due consideration
nd resolution of various issues related to the files. Once the chapter is closed, the
encerned officer handling the case or any officer should do the classification of the
file as per the chart at Annexure-V. The category to be displaycd on the category
Jocket sheel so that the classification of the file can be easily scen:

Provided that the Administrative Department with the approval of the senior
aost Secretary ol the Department/ Head of Departments/ Head of Offices may
(2)
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. r, files containing papers of the fol-
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G Odiginal - papers ¢ i i " |
J1T 5 contining  discussions o impo inciples
U o il g portant  principles and

(b) Original papers relating to legislation.

Preparing a File for record

TIA a 1ile has R . 1 1
'Il ‘\ ulr 1 ll.|'.. has been Emrl\ud for record, it will be arranged properly for recording
Chis would involve the following |

action in the Department:-

(a) .;un-.:minwm or revision of the title of the file, where necessary. so that it
describes adequately its contents ;

(b) completing .rcl‘crcnces. that is, removing alphabetical slips and giving
permanent identification marks (o the references quoted in notes and
correspondence ;

(¢) preparing a fresh cover for the file with the revised title ;

() murl':mg numbers of previous or later files on the subject on the cover of
the file ;

(¢) removing from the file routine notes and papers which may not have been
weeded out already;

(N

marking the approved classification on the cover of the file ;
() noting in the File Register the date of recording, classification and in case
of 'C"" files the year ol destruction.

o adler action as above is completed, the files classified as A and B will be entered
the Register of' Files for Record in the form given in Annexure-1 and will be sent
o the Recording Section along with the Register.

) Files elassified as 'C' will be entered in the Register a Files for Record in the form
siven n the previous paragraph and will be sent 1o the Records Room along with the
Lepister. The form for the Register of Closed Files for A, B and C cases is the same,
bl duc to the short preservation period of 'C' cases, two Registers will be maintained
ane Tor A and B cases and the other for C cases.

ecording of Files:-

‘1) On receipt of files classified as 'A' and 'B' .in the Recording Section they will be
entered in the Receipt Register of the Section and distributed amongst the
Assistants for recording.

12y Before proceeding to record a file, the Recording Assistant will see that the file
has been arranged for record as described in paragraph 7.
1) Kecording of an 'A' case will involve the following action :—
1a)  Preparation of index slips
() Preparation of a table of contents and
(cy Lditing the notes.

i) Index slips will be prepared at the time of recording of files under the main and
supplementary titles as explained earlier.

(%} A "Table of Contents” with reference to former and later cases will be prepared in
the Assam Schedule V, Form No 34 at Annexure-I1.

(3)
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e oo it 151. .. ¢ Recording Scc.lmn will forward the case 1o
fill in a Requisition Form umilb o et e e o g e
PR Tong send the recorded case direct tg the Government

(5) For recording 'B' case 3
olass rn::::ildne%l E[c‘:m"?, the index slips will be prepared as for ‘A’ cases. The "Iy
custody. For 'C' cas:;:r;l Lz‘i 531_11 b}lf the Recording Section to the Record Room for
Records Room dircct,! ndex slips will be prepared and they will be sent to the

Custody of Records

() The re . 5 Wi i
J th--il'LC()lide files wﬂ] be 'sent direct to the Records Branch by the Recording
section through a Register maintained in the sanie form as the Peon Book

i2) llmr;):c:d!alcly on receipt in the Records Room, the files will be arranged according

l;.- ! L[.)‘?rfl‘l'l?lils_and Branches and the year of opening of the files irrespective of

Jelr t.la.bslllcanons. and stacked on the racks of the Record Room. Slips on the
tucks will show the Branch and the year of each bundle of recorded files. |

(3) i.hc I(Iccm'd:f Room will also maintain a simple Register in the form of reminder
diary in which a few pages will be allotied to each future year. Files which will
b,ccqme due for deslryclion in a particular year will be entered in the portion of the
Register earmarked for that year and will be taken out for review in that year.

{4} Confidential cases forwarded to the Record Room will he kept separate from the
non-confidential cases. They will not be issued to other departments unless the
approval has been taken of the Branch Officer of the Administrative Department

o which the case belongs. Cases of Political Department will not be sent to
Record.

Yhtaining recorded Files from Record Room

| To get a recorded file from the Record, Room, a requisition slip in the form given
in Annexure-111 will be sent and signed by the Superintendent or higher officer.
Ihis will be entered in the Record Room Issue Register in the form given in
Annexure-1V and the Serial No. of the Issue Register will be entered in the
iequisition slip. When the required file is taken out, the slip will be kept in its
place. Before sending +he file to the Branch requisitioning it, the Records Room
will enter the date of compliance in the Issue Register and the serial number in the
losue Register will also be noted in pencil on the back cover of the file
requisitioned.

(2} In case a requisition slip is not furnished by a Branch or in case the Records
Room itself takes out any paper, the Records Room will prepare a requisition
slip.

Change Slip.—I1fa recorded file initially obtained for a casc is subsequently put up
with another case, a revised requisition slip super scribed with the words "Change
Slip" and showing the number of the new file will be made over to the Record Room
Jor replacing the original slip.

<eview and weeding of Records.-

'} No file, other than ephemeral files mentioned which will not be recorded will be
weeded out without first reviewing its contents.

) Files will be reviewed at the end of their prescribed period of life.
'A' category files may also be reviewed every 25 years. The additional number of

(4)

o
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{4) 1he files will be review
S 1iewed by 3 ,
end 1o the branches condcsl:\nlge Keeper of Records in January each year. He will
ed a list of the files which according to him should
LR Y

« destroyed in that year. The |i ]
3 . The . B ' !
el iy list will be forwarded in the form given in

porecerpt of the intimati ) N

s i'iranf;‘h {_m,lcc;nug?:!?rn. £’:S mentlone.d above, iror_n the Keeper of Records,
=nd for any of the files f B Masaean e S ot the Records Room. Or
found still 10 be of use \\"]rlotr;n the Records Room. Files which,-on review, * are
oeriod o be specif d~ .1 e returned to the Records Room for retention until a
o s pecified by the Department. Files, which can be destroyed, will
s=1it separately to the Records Room for destruction PR

Hefore destroving s ; ; :
e L estroying such i.llt:S, the Assistant in-charge of the Records Room will
ahe an entry in the Register of Receipts for Recorded Files.

i fecords not falling in the cate " Files' wi i i
) gory of Files' will also be reviewed ally
those no longer needed shall be weeded out. PR

H;?i‘ pu auﬁ pr:.,.'x.'.c.nbcd 10.1' review or‘r.ctcnlion. of a file or record will count from
¢ first January following year of its closing. All files and Registers closed
during a year will be examined in the month of January of the following year and
iction for their recording etc. will be taken.

ervation of Records and Registers maintained in a Branch.—

Vhe destruction of records (including correspondence) connected with accounts is
overned by the rules contained in Appendix IV of the Assam Financial Rules as
1 Annexure-VIL

cery Depaniment will issue departmental office orders prescribing periods in
. onsultation with Organisation and Methods Division for which files or Registers
-1y specified subjects should be preserved. The retention schedules should show
‘he specific categories of records which can be examined by classes to avoid
Liew of the files individually.

he list specifying the periods for which the Registers and records prescribed in
‘s Manual should be preserved, is contained in Annexure-VI1.

‘i Registers required to be preserved according to the instructions contained in
.« Manual will be retained in the Departments. They will be destroyed after the
wnod of preservation s over unless any departmental enquiry or action is
«ading with regard to them.

e Departments will forward copies of the Assam Gazelte to the Records Room

(oo they are no longer required by them. The Keeper of Records will maintain

., bound copies of Assam Gazette for permanent record. They are for reference

Lrposes and are not lent to the Departments. He will maintain six other loose

Lpies of the Assam Gazetie which can be borrowed by the Departments. The

ceper of Records will arrange the disposal of the extra copies of the Gazette
’

Crough the Nazir.
~wgetion of spare copies.

cundles of spare copies mentioned in paragraph 69 will ‘bc examined every year
{ie Superintendent of the Branch. All spare copies which are not likely to be
ired any longer will be destroyed by him. Any paper which is still of use will be
Led for retention till the next annual examination.
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Fhe entries wil) be made according 1o the year of opening the files and not
vearot recording,

h year according o an index which may b,

\

according 1o the



3 Schedule V. Form No, 34

frr i ENCES TO FORMER CASES

File No and }'v:ar_WI——.———_-h‘1

|

s

Annexure-Li i)
{Paragraph 5(5)|

19
Illﬁ‘ ™o i
A-Collection

ASSAM SECRETARIAT

<ovrvvoon Department,

\ N
|1 | i Branch &
) 19 .
<LFERENCES TO LATER CASES
ciment, date and I]
Brief Title of File
Brief Subjccl
\, Table of Contents
o continued on back 1f necessary) I|
“pers other than Procecdings No.
[-Printed
Notes and orders
[1-Not printed
(i)
e

ZFMNCES TO LATER CASES-
Continued

W date nnd\ Brief Title of File

e —————

Table of(‘onlcnlsCon%inuud
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: Annexure-]V! i@

: . [Paragraph 10)
List of files recommended for destruction by Keeper of Records

.................... of ............. .Department

Subject Classification | Y €& Of closing Remarks
the file

e

s | 3 4 5 6

Keeper of Records.

+JTE:-The comments of the Department should be sent within 15 days of receipt of this letter. If comments are
not received within this period, it will be presumed that there is no objection to their destruction and
the records will be destroyed accordingly.



Annexure.y
[Paragraph 4]

SCHEDULE
e
§1 N, \,\
1 Subject -

| T Vi e S
¢Ts related 1o Establishme | Class |

R % & nt —_—

! - REK&I’IHUI}-}]JEI m €. [+ i 0S1S |

| | Transfer of posts A
4 | Rationalisagj =5
3
2 | Upgrade/ — A
| e .
Re-designation of Posts A
7 |Len - B
i_g_ | ﬂ dppointment (o probationary employees A
Reservation of vz :
=_ "9*“_“-‘”_10“ of vacancies for Scheduled caste and Tribe B
2 Other Reserved vacancies i.e. OBC, PwD, etc. 5

10 | Circumstantial retrenchment in establishment C

11 | Dismissal, disqual; =
S , disqualified, resignation / Retrenchment in establishment | C
_ Permanent appointment of temporary employees =]

7 .
2 Recruitment and Appointment
1 | Policy matters relating to recruitment A
5 | Rules for recruitment, standing / statutory rules for updation of
general ‘ru]e'f updau?r.l for recruitment and standing order A
1 3 | Relaxation in conditions of recruitment rules A
TR s |

4 | Relaxation in age / educational qualification in recruitment A

5 | Appointment on Honorary (Unpaid) vacancies A

6 | Appointment of dependents in case of deceased employees/ ?

Compassionate appointment

7 Application, personal submission and correspondence with the C

" | dependents of deceascd employees '

8 | Appointment of persons in all cadre managed by the Department B
g [ Appointment by Assam Public Service Commission. B
d__—-—""'___-_'_-_-_'__-— . . - .

10 | Correspondence with Assam Public Service Commission B

11 | Notification and declaration of vacant posts B

12 | Appointment and promotion without consultation with APSC A
13 | Matter related to decision of salary of Govemment employces C
L = e S|
14 | Preparation of list of surplus employees and appointment C
L B
15 | Recruitment by Department / Office .
e Ty 07T : B
16 | Appointment through direct Selection
_ 3 : g B
17 | Court Case, Appeal revision against recruitment process
_ i : : B
18 | Court Case, Appeal, revision against appointment l
L e - ‘ ' inutes and other
19 | Department Recruitment commitiee = Formation, min B
Correspondence 1 A
20 [ Ad-hoc Appointment __r________________________.___———-———-A—"
i __._-—-—‘-'—""""'_'_'_'_-_.-_ e
21 Appmntmenl on dfPu“ﬂfi’/-——B—"
7
22 | Appointment outside SL/_—.__B
_-_.__—_____________..————-‘-"- .
éﬂ Recraitment an/-'—"‘"
—— (10)

()
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elrieve name of candidmm————

o n;me of candidates trom Empln\rmcn"_'_" olhces ™

25 | Submission of mont ——— e

- nthly report of vacant posts emnlos

| department port of vacant posts employment office by

2_6

Applications and co e
respon . T

17 | plasesoiberthmn p dtncc_of employees for vacancies at the

- : an epartment / Directorate/Division

} Medical Examination

c::'r-. ~I

| (T (S

&

—
fve)
=

Certiticate of Physical examination N

| 5 L Issue / Misplace of Identity card - h
% ] Personal file
ey

b= : _
«,L_//‘—i Register of Service Book -
|; v - Matters related 1o Departmental establishment L e

Departmental / Sectional I:xamination

|
il

I
) 0

1

> wl m

\ LI 1 _] Resolution, Circular, Standing Orders
| 2

| Arrangement of Examination and declaration of result
| 3
4

1 Application of candidates and 1o inform about result to candidates

| Relaxation in rules of Departmental Examination
| 5 | Exemption from Departmental Examination

| 6 | Appointment of paper setter, examiner, payment of remuneration and
allowances

~
I 7 | Answer sheet of candidates

1

ol ol al o B o = >

Correspondence related to Exam oriented questions

Procedure followed in case of failed candidates afier the allotted
opportunities

Matters related to change in Name - Surname

= = =

|
‘ Matters related to changes in Date of birth *

i 12 J‘_‘ Matters related to change in Educational qualification
1l

Matters related to verification of Age and educational Qualification

|
t 14 l Selection List
15 ~ Seniority List
R

@ w| O

Resolution, Circulars, Rules and Standing Orders

Preparation of list of temporary seniority

Preparation of final list of seniority

=l = o >

L16 1 ‘About Discontinuation and resume of service

17 1 Leaves

>

| I | Resolution, Circulars, Rules and Standing QOrders

Z

' 2 | Casual leave

Transfer Ieif___——————ﬂ—-—-—'——"___‘__'_

| Falf pay Leave

I

T T
JE Sy
T
("\I."]

1

e e ———

o)

Earned Leave R

.

“Medical leave

0

__________________________-—*———"
——

6
___——-———'_‘-_____-'_____‘ " - = "
l— 7 | Leave for Tuberculosis and other incurable discase

B
| 8 | Extraordinary lcave

-

O|| ]
)
|

= _____________.___—-——-—'—-_

l 79 | Maternity leave

S —

—————

(@}

H_}_’_Educatiuna leave
._IT.
| 12
|

R E

I e
Special Casual leave

i = e ———eE ]
Child Care Leave e

=== :

- (11)
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Penston ' Retirement from sef—\'icc‘i

i | 1 T Resoluton. Circulars B '
: on, Cireul: —_ (7
{ | - 1______ﬁ______Eﬁ-__liules and Standing Orders | M f\(‘w
| L Voluntary retitement = | & N
I | -7'__, .Prcmanmg rctircnu;;ﬁ N O ) L___B
4 | Compulsory retirement — = b {l
I -l o
57| Matters rel: . : - ¢
s ated to Death cum Retirement Gratuity (DCR! {
| 6 | C i 4 b B :]
. | O | -Ommulation of pension
| 7 | Family —~ : B
L _. amily Pension/Subsistence allowance Tt
& [ Disability Pension 7
. 9 | Other Pension
. | 10 l Matters related to Pension - u
I T
Pension relate : “
} 1| of I'Cllremcﬁl d correspondence with Officer/ Employ& at the verge ¢ /
: _ v
' 12 | Officer at the verge of retirement / Personal correspondence and .
| ! | application rei_al‘ed to employees C
| _13 About the decision of provisional pension C
| '_ i -f‘“nu'd_l_R?gisters of Officer/employce at the verge of retirement D
| 15 t Leave Encashment Benefits A C
\ 19 II Confidential Report L
i ! 1 | Resolution, Circulars i
| | \ n, Circulars, Rules and Standing Orders A
|i \ 2 | Submission/court case against confidential report B
| : 3 | Confidential report of Class 1 and Class-2 B
| t 4 l Confidential report of employees of Class 3 and 4 C
-,| 20 I Training
| i_] t. Resolution, Circulars, Rules and Standing Orders A
- |2 | Application, correspondence, result of pre service training q
! I_f‘; | Application, correspondence, result of training in Administration/ C
| || accounting /budgetary training
| | 4 I" Application, correspondence, result for language training C
' L 5 | Application, carrespondence, result for computer training 6
'1' 6 | A;i'pl_ication, correspondence, result for training out of state!Forcign —C =
| country _ A
‘ 7 | Application, correspondence, result for training of c
refresher/functional course
‘ 8 | Application, correspondence, result for other training C
1 . f  ———
l 9 | Approval of training classes C
10 | Training class, training syllabus, process and arrangement. B
| — ,_________.._-———-__,______.‘_.—_—I—________——— e —
ll 11 | Examination/result /certificate of tramning Y B
| 1
. 12 | Correspondence 10 relcase / Presentation for training C
T . C
. 13 | Speakers for traimng /Payment of honorarium
| [ 14 | Appointment of examiner of trainng examination and payment of c
t ] _hmmrurium_____________,________________-—_._--——————'
{21 Promotion _______________——-——-—:-"—
I i il TRL‘_&ZE_}]-u_li-(.—li‘:é_iTE[ﬂE, Rules and Standing Orders rcl:ls_ted to A
| |promotion o |
\ ' 5 | Correspondence related to formation/mecting and mihutes of B
! B [)Epanmcnlai Promgllg_n_gﬂ_ﬂ_f_ﬂ_ll{_gf__._______.———-—-———-—-—— B
l (3 Procedure of seal cover in cast of promotion g Q
L ‘ _.;_.——-——-——-—'—'—'_'_'_"_____-_-_-_-_-_- N o -
=
(12)



s
i Roster ’

| —— TR
v

—

: I [ Resolution, Circulars, Rules and Standing Orders

e

' 2 | Cadre wis :
! = e roster Registers for promotion & direct recruitment

-
3

ld

e .
Meeting, minutes/sufficiency report of roster backlog

| i ‘Cuurt Case/ Tribunal Case ;

L &

Register for approved gazetied establishment

L

Register for approved non gazetted establishment A

[_,_ ‘[ Register about distribution of work establishment

Oc:mwnm;-i

|

1
26 |
|

Transfer of officers/employees of Department / division

| 1 ll General Policy related matters

| 2 'I Gazetted and Non Guzetted employees

e : —
l_ “ | Certificate of charge (Charge Report)

About allowance of charge

29 Time 1o join job

Al | N = >

30 Annual Increment

1| Resolution, Circulars, Rules and Standing Orders

Withholding of increment. Submission and decision against the
same

3 | Court case/Petition against withholding of increment

4 | Increment Register

!

3 Delegation of Authority

1| Resolution, Circulars, Rules and Standing Orders

2 | Correspondence

-
‘ 32 | Fixation of Salary

Deputation

SN

=

!

o v}

e

33
34 i___ Review of services of employee/officer after the age of 50

IR Tttt o g
35 To make the employees permanent and to appoint permanently

36 . Departmental inquiries, dismissal and disciplinary action
1 Resolution, Circulars, Rules and Standing Orders

o —e

5 | Matters raised due to discipline and behaviour
wy

s
Matters rajsed due 1o disciplinary appeals

|

Pri marya’].)cparl:hﬁal investigation against employees / officers

Personal submission and correspondence

_#_________________——_______________——-——
Court case, Tribunal cases and relevant correspondence

7
= __________——-—""_'-_‘ - ® -
Orders for direction, judgement and decision in the cases of

3 |

s

&

6 | Bmesignation
7.
8

=

T About restoration of cmployees under dismissal

T e
10 | Progress report under dismissal

11 [Tobe p[_c;cnt at the head quarter

12 ' Payment of maintenance allowance

A _{d s RSN o ey
13 | Allegation of bribe against Government employees

[

(13)

B

B

i B
Criminal, civil and discipline a eal rules =

I

14 | Progress report of Court Case B




17

| SOEs ondence

38

4 gati i
) Investigation/review of sub office under the head of the department

= o T —— ———
| [ Management, Progress report nden
e = . comes ence. PR clc for court
15 proceedings, Judicial- p ek o s |

- i : artially | it
lying before tribunal Iy judicial court, management of cases |
16 | Register of Court cage .~ :

S—
|

Deputatior lovees for o T
onofe T S R T
1 mployees for activity related to election and its

' Group Insurance $
4— p Insurance Scheme R "“‘*""%— —

"‘MS' Rules and Standing Orders & N
Individual cases A

|_:'! —

3 .
| Information and Correspondence ' €

Bene
nefits 1o the employee at the time of deuth

’

A
) ==

| | Link Insurance
i C

2
2 | Advance salary at the time of death ¢

3 | Expenditure for transfer of dead body to its Native Place afler death |.

4 | Payment of Insurance/ Savings Fund ¢

Expenditure i i i

g penditure and aid for travel of family to their nativ

‘ e plac
time of death ’ LI

1 | Investigation/ review programme

2 | Note and report of investigation /review C

—

Decisions about the complaint of Women for sexual harassment

4:-..;.-»'

(B

4=
T

B
Complaint and correspondence related to women sexual harassment c

Final orders/ resolutions/circulars/ judgement of court about the
sexual harassment of women A

L
.

45 Matters published against department/offices in ncwspapers

e T
46 Reduction in vacancies under austerity measures

N | SS e e
48 Cancellation of vacancy, filling of vacancy and transfer of vacancies B

49| Officers! Employee association/Union

.—S—IJJ General matters related to service

— 11 | Corespondence “with Directorate to start new office C
L —-————"—-_'F-—‘———’_q_f_'-_'—"—_' —— ]

7 | Orders/resolution for approval for starting up of new dllice A

5 Space for Office
]l Orders/resolution for Allocation/acquisition of land

g

Plan/maps of construction repairing, administrative approval and %
technical a roval - : |

and Building Department about B

47 Matter of filling vacancies under austerily measures

Advertisement, Tender notice and approval of tender in news papers
and gazetic .

e

under austerity measures

— | — — e i .
| Resolution, Circulars, Rules and Standing Orders related to A
emergence, purpose, formation, constitution and a roval -
2 | Minutes of general meeting/ Committee meeting/other meeting C
1 | Punishable actions for breach of constitution % C
4 | Submission of officersfemployees against associationjUnion C
—— A [ S
50 Matters related to employee welfare
A

P ——
Policy related matiers
es including Social Security Fund C

1
2 | General welfare activiti

Correspondence with Road
tion -

_construcion

e

(14)



ik | Grants for construction and progre

5T Alloc : 5 repart of construction [ B ]
5 | f_.lu_cjmnu of place for office in PPS——— Goiiding = e
6 | Hinng of rental space / building for office e
| 7 ”.-I\grj-v:m‘m 'Contract for place lt:r_rvnlilmilding . “"l.i‘ {
i ' 8 _!}‘lcrmill‘llltill-‘rcr1c\\—.|lu[‘ tent —ey '|
| l;’__ .‘,-_\hn_ut rrp:lit_ing in the building of office ) : ¢ -1!
l l}i '[-;gxl:f paid to local organization xﬁul_c:>rrcspumlcucc- N s l
| IJ__\E[\"_IL of Government Taxes S C
| 3 , ':"‘-"‘”'c-“P“ﬂlit"fli‘c lh; plth:'.lrt.:-lﬂl-;;l_;ﬁl_f.( jovernment Residence/ i
‘ - _.__aecommodation/bulding I
.'. __:-4 | Loose tools - Dead Stock Register - . A
55| Dircet Purchase S —iS—
I | Resolution, Circulars, Rules and Stﬁr_:d_iﬁg_(fdc'rg A
2 | Comrespondence related to purchase c
[_:t- 1 Librany — T ' =
!| B _ii-b'r-m_"_\' Repister / Accession chgtg - ] A _—|
l: i ! Approval 1o purchase books for library e ]
‘ Il 3 | Library Issue Register o = | & |
" 4 | Write off of books and physical Verification _ C 1
57 1 "~ Type Writer, Duplicator, Calculator, Fax Machine, Xerox Machine | J|
—:} I | Resolution, Circulars, Rules and Standing Orders A 1
> | Comespondence e D
3 | Annual Maintenance Contract o : c |
.”‘T _R(_:gislcr'ﬁd_icaling details of repairing o Cc
| '—?‘:ﬂﬁ;}l—n _ﬁuréﬁ:_isc of Computer through Govt. undertakings ¢
[_ s8] Compx_:_i;r_ Facility R R
] TT%'E@miS:T(ﬁ};E. Standing Orders etc..... - | A
2 | Action Plan o B
| |3 | Proposal, approval and purchase of computer and it's allied items B
'r 4 | Proposal, approval and purchase of Software | B B
l | 5 | Computer repairing and Annual Maintenance Contract C
I[ "6 | Correspondence for purchase of computer and its ancillary material 1 B
E T_,; | Pmpgal, approval and availability for computerization and its o |
| .| ancillary services "
8 | Website for department/ division and to keep updated information | B
| 'PF(-) Result of Course on computer concept (CCC and CCC+) and to B
provide opportunity for the same
| 10 | Training and correspondence for Module 1 and 2 B ]
| 11 | Proposal and approval for purchase of Software B
12 | Procurement of Telephone/Internet facilities B
I 13 | Procurement of ASWAN facility - B
i 59 Arrangement of Files
! 1 T Resolution, Circulars, Rules and Standing Orders A
3| List of approved classification from Department (List A;li C,D) B
"| Js'ﬁpm‘tw Department S
- D = ——_——————--"‘_'____H_"___'—_—___“____

(15)



| 4 Ll Compilation of files stored =
s | Class wise Register == ot
R SR A |
"6 Docket Sheet Register e
Ill T Transfer list / Venfication Register o J N ﬁ'—'ﬁ
g —[ Index of bundle of destroyed files e Y
[ F . e eererr SRR
| 9 Il Class wise Register of destroyed files ' A
| Iﬂ Transfer List of files of A class to be handed over to State Archives A
% Correspondence for transfer List of files of C class to be handed over | i
~ l1ostate archives
5 | Resolution, Circulars, Rules and Standing Orders for garbage of \
" “ | destroyable records !
13 ] Impiementation. Execution, Resolution, Circulars, Rules and C
- Standing Orders for garbage of destroyable records _ |
14 lApproval of list of classification ) B
. - —-—l—_-"-'—‘-______,__._—-———"______-_—'_—_-_'_—' Eeme—
| Writing Materials. Stationery, Forms
- 1| Correspondence for submission of Indent i 1€
|
e e e
2 | Register of Inward-outward and balance J €
3 Physical venfication — | C
I'\i?\-r_indcm?u_nTbér for office e — €
e —
Preparation and print various type of forms, questionnaire, brochure, C
and other matenal for office foa g
About purchase of materials from foreign countries C
- = RS -
Matters related to Income Tax
- - e
1| Circulars, resolutions related to Income tax B
i 7 Eegister and certificate of dcduclio:ra_f]ncmﬁe Tax 1T A
I | SEm——
k 3 | Correspondence with Income Lax Department for procurement of B
7 | TDSnumber e
Improper materials of repairing should be declared as useless and B
1 rocedure of disposal of the same - |
i Government Vehicle
T —— e e T S e T Sy, . = g
|1 —j Standing order for usage and repairing expenses of vehicle A
5 [ Spare pant purchase Register o =T a8 |
il s i eer: mmp o7 B (S
"3 | Correspondence related to purchase of spare part and repaining | C
p— JJEN O ——— - =
4 | Log Book C
i" 5 iiﬁaE{u?'aﬁsp_hm forreceipt of vehicle o ¢
1 Standing order for office Administration and securily A
I o= e R S
Uniforin/Fixed dress distribution Register C
_'(.'o_rrc_sﬁ?}r_l(lt._-ncc for Indent lb—r'm_ifﬁ;lﬁixed drcs;_:ﬁd_ils report N
| | Shoes / Slippers Register . - R L
| lJI‘Ilblt-JI_lii_.tl.i;'l]'.i['}uliUn Register n _ ] B
L| Matters related 10 address uﬂl_npﬂ)}du%ﬁrm,_r:_ a =
: - e e —————E e
j Matters related Lo tour programme of Ministers (
" Action piil-ll of office o i——aae i 13
- M'}'suErsTcEﬁéd_m_'l‘ZElTlm.pccﬁﬁn_ — €
Physical 'i[l:?p.}.'cuéﬁift'ﬁb{i}i;ﬂ_" _ ' o
— Awail Case Register o € |
o bﬁ?ﬁiﬁé?&‘hﬁidﬂﬁixiﬁﬁg rwork related o office 1

- — e
.

(16)




90

DR

U]

Fublication ol v

BTNV 1||'{|'_|.-”|.t.. sl st g — — ) . o
s and wagnzines srelated to office in varions news (" 1
Dibrerent applic - — ¥ |
¢ chitiony relate T — LI &
o 'l () It-lsilul 1”i""“"‘"““"‘"“"ﬁ{:c 1 e (_‘__1
anthly propress report of office e ey
Quarterly e C N
JHlt Y progress report of office —_—— __(_:,__
Hall yearly progress teport of office i e all
\"“u” \ ! > . — — b - C \/_.
dbAdmmstrative Report of office T » | B
Lo X : e e A el e i
W programie ol olficers/employees of Offices A e |
Preparat s _— e e e
il “Ew on ol various types of forms and other literature related to c
Publication | “(', o - - _—— e — - =
u Cizette C
Rules related 1o entry in office llrs;:l@;SLEITctztrial A
Complamt and Enquiry = | = /
it = . o \
Formation/ Meeting / Minutes of representative comnynitiee. B
Rules relited to plU|‘.l.IL';E\II_(IiTI_II]-l]_i:.(_JV_t.’_H-i_SiIlg iﬂ;uuwglz prc;s- T - A
Artunpenient of Press eonference. ————————— . |
Rules and ul'r:n|gv|ncni“l.:t')'r i_m‘}[-ula_h_ly == A
Matters of office/ department published by Print / Electronic media C
Administiative / practical matters related to National flag c |
Rules and ]'t_'!l.'ttf}’ Tcl]lt?(ﬁlﬁﬁ%ﬁ)ﬂﬂcsls of state A
Purchase of gifts for puests of State o
Aceeptance and self-sacrifice of gifls receive officers o ]
Aceept I sell | { gl d by ofli f A
seeretarat
Matters related to arrangement and planning of meeting convention, C
ceremony and festival
Planning of tour programime of representative committee. C
Matters related {0 Assembly / Parliament
Recommendation, instructions and Standing Orders A
Consolation and commitments / assurances B
'i{:cpuilf; _u_I'diI'ierT_t ('.?ummiilccs B
Deduction proposal, resolution / determination, focus notice B l
. (EU:‘i—[i';)l_lll_ilni[_L' / Starred Questions E/
AN, ¥
Proceedings of Assembly/Parliament B\//
= : . .
Correspondence related to Assembly/Parliament Cou]
Rug'isl-.:_r}:'I'mlfffmn{l_MLA:;, letters and their replies C
Ri-ghl- (0 Information Act
Resolution/Orders/Circulars and policy related Files A
Tiles under RT1 Act on which information officer has provided/
partially provided/nol provided information (On which First Appeal |
was not submitted) i |
Files under RT1 Act on which information officer has provided/
partially provided/not provided information (And those ﬁ]es on
which first appeal was submitted before appellate authority pul
: 2 ;
Second Appeal  was  not submitted before State information |

commission)

(17) :



T"lll."l under RTH Act on wi
partially  provided/nog provi
which Second Appeal w
Commission and proceedi

ich ini(!rmuliun officer hus provided’
ded mformation (And those files on
as submitted before State Information

@

[

_A.i | Information Commission }ngs were completed as per the order of | , 1
| }‘Iréll ;\F ‘:_]1_ Se I T S T e T T e R . L _—
. | Officer 'lﬂti !:- Ik- .L(_)nd Appeal against the decision of Information
S E— .l- ol tle of P10 on which writ petiiontwis filed before High
— I':*il-c_(:_fl‘béu‘l-ii‘_lmqgsmml u?_irﬂl}nnallﬁggmﬂ!jﬂ"}____‘ — B
| against Ilr:: AP]}‘{“' :sub_nnl!cd to appellate authority by complainant T
o | feamst the decision of Information officer (Against which sec
(E—— . ! (Against which second D
_H‘!ll?lli —‘_fll‘_ls_‘lm_f!lcd before Assam Information Commission) | 7
l'a "9 ‘ ”5; appeal submitted by applicant to appellate authority
iy b_*““bl. which second appeal was nol'suhmillbd before Assam .
oo }Lﬁﬂnauun commission) 1 (
|; }"l? of first Appeal of appellate authorify ugnin;lﬁc_d_ccisiun of |
LR Whlph second appeal and consequently writ petition was filed against
____}i_liij}l_jlgc1ncn1 of Information commission. o B
9 | Registers to be maintained by P10 €
| 10 | Registers to be maintained by Appellate Authority T €
11 Filcs;[.'_qza_z;rﬁriy information - c
12 | Files of Annual returns |
13 | File of proactive disclosure of respective year B
——] 4 File of appointment of Assistant information officer / Public 1)___
S i Information officer / Appellate authority under RTI Act R
100 Transformation and Development
= 1 | Matters to be decided for Sustainable Development Goal/Smart Goal A
2 | Meeting for Sustainable Development Goal/Smart Goal e |
3 [ Policy related matters A
4 | Matters related (0 execution of schemes 1 €
" Sanction of schemes B_|
v C__ - _.}_.
\/6 orrespondence related to plans and schemes I
"7 | Evaluation and Monitoring, e
L |
101 Complete details related to celebration of Urban Development Year, ¢
. Tourism year and other year B )
102 | Facility of mobile phone to officers G
| i .|
103 | Payment of Mobile phone bill
104 Cdrrc?pbh_d_acé with Human Rights Commission c
BEETE Rulf:s,‘ resolutions, circulars for award of various types of Prizes
2 | Compensation ﬁaltcr?cla!cd?rﬁlﬁllt‘!/\lth B
105 Disaster Management B |
T I | Disaster management authority instruction, resolution, circulars A
2 _!{Edrls about / at the time of various disasters, calamities B
'1- ' _,9\1::iviliu??(fdrrc;pundencc 1o be conducted at the Simc of various C
7| disasters, calamities 3 zenil .
o _C-(_)};éspundcncc / approval for presence 1n seminar conference
06 | Hﬁga and Planning ]
e — T e
|| Register for Income and Expenditure ] J
e — C
2 | Recovery of costs o )
-t e (‘
3| Distribution of Grants - B d
4 EQE«(’@Niuh?cport and accounts of uppropriation " C
- — T B
/5 Estimates of Budget B ——_]
i

\
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———— \ F

1.:~ "“"””“.L'_“h!:'e;{lﬂlh from investigation ' ) C A
Paragraphs Ul‘ill\-l.‘:"ll.;‘_{llll_.ln‘_ — 1 _.___IL__{_ .
§ I_RF Ipﬁigi-M!'Et)rpug T C
o ﬁfni?l&%e}dci Grant’ 3 &
| 10 ._lcﬁll:\h{r_u;distrihuliun of Grant " : , c |
11! Supplementary Demand - ]
12 Fim “;‘Ei_l-‘“l.“‘T'_I:"-l‘f-’l.g_r':;ph and reply of its explanation { #—C_:
I ] Demand "3‘3_'3&:1;;06 of additional fund C
14| Non recoverable loans / to write off advance payment C
|r 15 +r\US{L‘l’iI}' measures in expenditure C
o 4| Figures of expenses incurred for receipt of help from centre G
5 l"r*'_'+ I‘ropuzimor Central Aid . C
; [ S_Tﬁemrn tﬁmpcm Central Fund B
i 19 ‘ Standing Order for financial aid from Central Government A 7
] .,Tt"ﬁc::;_mndczcw' report for central help, programmes and B
77| implementation of schemes
] 21 | Proposal for new Subjects / Pre inspection and Theoretical approval B
: :;}_I.)Fnii:s‘ of Ex-p—eﬁii_u;c incurred lesser than the Grant received at the C
| 77 | end ol year ]
07| Plan Schemes
S i
1 | Accepted schemes A
!_-2 l Un-accepted schemes C
T? ]| Review of existing schemes c |
"4 | Administrative approval and technical sanction for major works A
5 Administrative approval and technical sanction for minor works A
6 | Budget prt:sumptian for five year planning A
7 | Reports of study group about five years planniflg &
2 | Submission before Central and State Finance Commission ()
"9 | Five Years planning A
P_“- T‘Eﬁs_ul_ul five year planning B
11 | Physical and financial targets for Five Year Planning C
ﬁ_mﬁamfmluation of existing Five Year Planning C
13 | Annua I_L)E\Tc_laﬁgt?nmzhcmcs / programmes B
14 T]To_mﬁl_i_oﬁmv":;]uulion of Annual Develop‘mem Scheme C
15 | Evaluation repurla_wl'Amwal Development schemes c |
Ii 16 | Progress Register of Annual development schemes B
17 | Schematic progress report el C
_! " 1 Balance 0‘1' approved Grant lying with the department / Directorate at B
|7 |theendofyear ___ _ __ __ _ _———
¢o108 About publishing / booklet printed by the department B
09 Classifiation af branch offeel 1o end at record offee or .
| mAimienance s e o
110 To prepare Circular /resolution collection (Manual / compendium) B
g To prepare speech of Honourable Governor/Chief Minister C
112 T Tuture oriented plans A
T National Developient Commmiiee 5
. o (19) B 7



Matters related 1o appoj P

1o appointment, trans ini
‘ : , transler, training, bu
confidential reports, policy related matters A

Poli
ey related matters for re-formation of district planning centre

Poli o
licy related matters for development of backward arca

> »| >

Policy related matters for district planning

Policy related matters for District Planning Process ~

>>l

A ;
bopzﬁguvai of travelling allowance of members of district planning

Approval of charge allowance of District Planning officers

@'

Important matters in of meting of District planning Board

Topics of Balanced Development Committee

2 @ M

Scroll of District Schemes and List of Scheme of District level

Provision of financial instruments to District Schemes and to

provide financial aid to Panchayat

1135 |

District wise information of Annual Development Schemes

L
l 116

Miscellancous matters for Development schemes

17

General Provident fund (GPF)

Opening of new account, appointment of legal heir a.n‘d 1o provide

options

Temporary advance partial withdrawal / Last wilhdraéval / final

Withdrawal from GPF

" Small Savings schemes
1 | Standing Orders/Instructions

Correspondence related to scheme

Relevant correspondence with reference to abovementioned subject

Payment of final withdrawal to legal heirs

I e -
Final withdrawal from GPF by the person other than cortributor

Register of accounts of General Provident Fund

"7 | Approval of fund for Compulsory Deposit scheme.

7
8 | Correspondence related 1o final withdrawal from GPF by the person

other than contributor

Approval of medical expenses

1
2
[ R I
Matters related Lo T'und, Cash and Accounts 5%
1

e e e
Approval of allowance of typist for additional time

—

1um

T Pass Books (All)

Voucher related to accidental expenses

s e e
Monthly accounts of cash balance sent Lo accountant general

EEEDCE

5| = =

|

]

T Accounts of Cash balance

All Accounts Registers (Related to the subjects which are not

“Other (Duplicate) copies of bill

C

B

B

. e B
mentioned in this list)

C

C

“Files of Bills
e
G —
Accounts of Stock
]

Account of Performance

__--___'_-_____.-_ -
Report of Stock for the purpose of Cash Credit -
Remaining loan and Other Receivable Register

e

(20)
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Ledger of Advances




-

peo s Received ton st ol

- . List ol halt margmn of Inves stipation schemes (A Adpastinent)
ll

ermssion o acceptance of tsk and pavinent liom vutside

l\lathu velated to Gy, embeszlement, nishaliay o, pypoally,
I degradation o ollicers of all department
Recovery ot amount of embezzlement f

20| Changes n O1ee Hows ‘
21 Permission ol advanee with mterest
22| Penmisston of advance without fnferest

Cotrespondence related to payment ol eimbursement nllownnee

allowance
25 | Copy of Last pay Cettificate

and Court of clinms
27 l\uw\n\ of Government Allowance as per Cotnt Orden

Approval of retivement pay and verification ol service tenme and

| related conespondence
29 \pmn\ul or disalloswed gratuity

branches
Lunupnn.lum with Accountant General nbout budge

| 32 L‘n[|‘c:-}\n|h|cncc related to reinvestment
Income Repister of establishment and holiday colleetion

| Mortgape document for building construction andd other allied

advanee
35 | Apreement with contractor

| 36 | Statistical sheet for work load
37 | Repister to maintain control on Grant

38 | Register on control of travelling allowanee

19 | Inspection report

0 rUlllu ||1-\|m|mnu|m||

41 ] Rupnu of annual evaluation for 'Mnu) ul‘trvn.mly from AG

42

s any thefl.
43 | Accounts RL['I‘JLI of ‘-ldlllp tickels of office services

44 | Worksheet, its ubstract and cnrrcspundullu‘
45 | Internal Register for distribution of post within branches

46 | Register other than S |1my bill ( (I'usl Audlt}

Honoranum remuneration Lor special work, rewnnd and deputition

Attachment on salary as per notice received under Co operative Act

l‘nllvs']‘umicncu related to budpet received from sub oflice of ather

Traudulent tll.nul from Tre mlsury and l|.l[]lll["l.. to Govi, Fund if there

47 | Salary bill Register

48 | Cheque Repister
50 | Register of unpaid amount (Post Audity  ~
51| Advance Ecgrﬁlér_{l'i st Amll)—
52 | Cashbook Register (Post Audit)
53 | Permanent Advance Register (Post Audit)
54 Supplum,nlul salury bill -Lumd iry Repister {I'usl Audll]
55 | Token I{Lpslt.r (Post /\udll}

56 l)dy book ( ”’Ubl Audll)

(21)
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v Nise L'Hilllt'tl‘l'l.‘- ENPEnsEey “l'iji‘;ll‘l

:. a4 | -l{q:l:xujl Lo x't_n|\ln_\u.'s'.'.'nillrvt:. N et

| o0 | Medical charpes Repister

Tl_ ol | Accidental expense bl (lfost Awdin

l 62 | Advanee bill (Post Audin)

63 | Medical bill (Post qudin)

\ G0 | Lampsum bill 7 Detailed bilt (Post andit)

| 65 | Bills related to Honorarium payment

60 _chi-:iwr_n!'nulxluntlillg Loan and other eecivibles
67 | Para of Public Acconnt Commities

68 | Amendment in salary stonetune (As per rule ol rOF)
09 Resolution, Cirenlurs, wiles ind Stunding Orders

70 L;t_arl'c;]\nlu_icm-'c
|I_:”. ’F‘l"ix_ulinﬁ nl'_ﬁ:liui'__v _
i 7 Matters related to Audit ohjectiony
73 | Sample sip,imluu'

74 About in formation related 10 |>L‘l-l.'iitlll casel

75 | About rent fice A ceommodation to employees

56 T A Bill Register (Post audi

78 ! x\timiniﬁn'nliw dc\'ch!pnwlil sehemes

81 | Authority file (Salary, allowanees, idvinee)

hmhlmu construc ton

case of building construe tion

85 | For appruv.'.l ol cash allowance

86 | For ’]p|‘IIDV;l| of various types “of allowanecs

| o salary _
88 | Register for contiol on ) Grant

89 | CAG repo repart Cand its :L,plu.w '.

90 chly of PSC Para
o1 | K&Hﬂ]ﬁpﬁﬁnﬁﬁﬁfﬁﬁmiﬁ Audit

92 Oru,mdl ‘Bank Guarantee

93 | Receipt lluuka

79 “Matters related 10 [m'\_'uu'ul (o cmployees during, strike

77 | File related 1o n: wural calomities Csuch as carthquilke, (lood, cyclone

80 | Correspondence related to group msuranee sehemes for employees

Objections and other details related to deduction apainst advance for
Tile related to application for advance, approval, and guarantor in

84 | Correspondence related o no duq_ u.:llhc‘llc (or ndvance for building

Mallcr% r'cinlcd 10 issue cof income u.rlmt,.nc and cerlifientes n.l.llul

I3
Il

B

£

\9\ o '
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Schedule-1p

Period of p

—— —

[i'nragrnph 12(3))
reseryy

alion of Sceretariag Records

—

g | Rt‘gislcr . _. e ——————

- — i Period of Preservation

L Receipt Reoice e m——— _

. __{Lu'lpl Register for Dak Section ——— ]
| T —_— e . | year
_-___‘-—“"-'"—-'-—-——
: - \\slxllml\ Log Book e ——— |
l 1 \pm s 1.ng Book e
i = S “
\ Pcml Bool\ - T ——————
'5 | W Lti\l\ f\lruar List *A” - = S —
| { | _Reu“” "’l Departmental Publication S &—."_

SR P T = — S ]
| Service card of lype writers "
e N
| o Register of periodicals recejved
| s - —_—— B
'9 | Register of Railway Receipts “
T ——— SSRGS S S TN ]
| 10 Attendance Register " By
1 ‘ Register for Rubber Stamp “
l 12 Regmlur of file n.u.,wcd un-officially 3 years
| 13 i Register of files |ss.uc,d un-officially i
e e ==
L 14. | Despatch Register {Poslal Dak] "
| 15 Stamps Account Register
— _—
‘l l{:_T Register of Assembly Quu,lmns
17, RLU‘;[CF of Assembly Resolutions
s N _ —
il 18, 1 Rt.{,laler of Abbumnw t
' ]‘) ' - Inspection Reports on Secretariat Departments #

| : 1

' 20 | Re gister for Inward Letters (Receipt) 3 years !
]- 23 Register for Outward Letters (Issue) ) ¢

22. | Departmental Receipt Register *
LE?% File Index Register '
i 24. | Stores Register
|L25. Stock Register of liveries
1 26. | Issue Register of liveries
| e — L
l 27 | Assembly/ Parliamentary Question Register
| . - (8
| 28 Register book for posts sent through peon _
=" : " Permanent
| 29, Standing Guard File =
i ! Permanent
; 30 | Precedent Register
T - {23)




o —— . _”__.-_—‘“_“—-——-—'__‘_‘-———ur*‘——-——_.———___—_-—___._____
Annual Amalgamared Index « | "
P — e |
T Register of files for record & '
| Record Section Reseip Ragrn——————————— |
v Record Section Receipt Register . :
4| Record Room Issue Register )
- 1 = ———— _-_'___-__"‘_—h_-__.__-__-___"_—— 4 7]
‘301 Issue Section Register of typewriters |
S——————
" - . e
‘0. Register of black listed firms
(* NOTE .....

i ated Index for the
The Register at S1.20 will be preserved for S years if the Annual Tgaﬁﬁn& resered unti
year has been prepared by the Record Section ; if not, the Regis
i)reparalion of the Annual Amalgamated Index)



Anncxure-Vi| ' dﬁq)
APPENDIX 4 -
ardi ; i
rdlt'lg Dfe.tructmns of accounts records
[See Financial Rule 116)

Rules reg

The destruction ecord verned by
01 records (i i
fallowmg rules cuch B .(“.w espondence) connected with ; '
o | ! i ] : geted with accounts is go
Assam with the concurrence of the hecked and accepted
S0 long as an obj i ng and the accounts have not beta COIpIEtely L
| JECuon is outstandi g
i audit. they and the Supporting do : s Syt i c o

WS- Cuments ;
prescribed in the Departmental Rules may cxpisrtguld not be destroyed even though the period of preservation

Accountant-General. ‘

fa)’ { :
a) The following should on no account be destroyed: '

Records co : s
nnected with expenditure which is within the statute of limitation;

Records connect i 1
ed with expenditure on projec ; :
period of limitation: prfect sehemes of works not ompleted, afhongh beyond the

Records co . e .
3pris dn-DECil?d with claims 1o service and personal matters affecting persons in the service;
¢rs and sanctions of a permanent character, until revised.

() The following should he preserved for not less than the period specified against them:
[ Description of Records Period of preservation years
|_ :'\L}]u1_1111}i&£:3|m'c?ﬁarma];a allowances 35 Yrs
! ?x’:‘g:slcr ul‘uo:}lingenl-ei'&n‘ditﬁ-rtz_ I 5 Yrs
| [?cia_i__hﬁ;[jidgei estimaies of an office 5Yrs B
| Tavelling allowance bills and “acquittance rolls relating | 3 Yrs
| therew
| Service Books . S Yrs after death or retirement |
L whichever is earlier. ]
l I cave accounts of non-gazetted Government servants 3 Yrs afier death or retirement
l

Pension Cases 5 Yrs afler retirement
Statement of monthly progressive expenditure and | 2 Yrs
| correspondence relating to discrepancy in figures

[ Mortality return of pensioners 5¥Yrs

| pay bills 35 Yrs

| Pay ‘and receipt Cheque Book 5Yrs ]
: l-)il-il_}' Cash Book T 10 Yrs : o
| Abstruct of Acquittance Rolls 10 Yrs

F I(;gi-s}e:]f}’ziy held over ‘ o 6 Yrs 1
I Statuon Cash Accounts 6 Yrs

'}{s.:g-_'_f‘ill..:.]‘_ of promissory notes enforced for payment of | 20 Years
| inferest at a Treasury

Nlemorandum of advice of re-enfaced notes 1 Year ]
| Detaled list of notes enfaced for payment of interest of a
i Treasury 1 year ]
_l{cg"is'l;_r_pﬁ;nlcnt of Intcrest | Year,

| Payment Order of invest on Promissory notes at a Sub- | 20 Years or until interest fo be
paid {rom the Treasury.

| Treasury

Note: These rules will also apply to the Public Works Department.

(¢) A minimum period alter which any record may be destroyed has been prescribed. Heads of
Departments and Divisional or District Officers may order to writing destruction of such records in
their own and subordinate offices, on the expiry of that period counting from the last day of latest

official year covered by the record.

(d) leads of Department are competent 10 sanction the destruction of such other records in their own

and subordinate offices as may bec considered useless, but a list of such records as propgrty
(25) %\)/
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