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Office Ord er 

To ensure that flies are neither prematurely destroyed, nor kept for periods longer 
than necessary, Govt. of India 'Manual of Office Procedure' has laid down that every 
department will Issue a ~ep7rtmentai r~tention ~chedule pr~s~ri~ing the ~erio~s in res~~ct 
of records connected with its substantive functions for which files dealing with speclf d 
subjects should be preserved. · 

Also, clause 4 (1) (a) . under Chapter II of the Right to Information Act, 20'05 
stipulates that '1every public aoth.Qrity shall maintain all records duly catalogued and 
indexed in a manner and the forrrt Which facilitates the right to information under this Act 
and ensure· th;t aH records that _;:ire appropriate to· be·· computerized are, within a 
reasonable tlrae and subject tc(avaiiabiiity of re'~'9,qr¢:e.s, computerized and connected 
through a n~tw9rk all over the country on different sy.$:t(:im_s so that accessto such records 
is facilitated". · · · · 

Accordingly, complying with these guidellnes p:DO provision of the Act the Record 
Retention Schedule formulated for the l(endri_yi3. Vtqvalaya Sangathan has been duly 
approved by the Board of Governors in its 815

t meetini h~td on 18.i2.08. 

A copy of the a.JDJ?roved Record Retention Schedule for the Kendriya Vidyalaya 
Sc1ngathan is forwarded herewith for reference and impl.~rnentatiori with immediate effect. 

(\ . fl' "-.V~ ,:-.J 
(5. S. Sehrawat) 

Dy. Commissioner (Admn. & Pers.) 

Distrih\:!.'tkm : 

1. AJI Officers of KVS[HO] 
2. ;:\II ACs of ROs & Director of ZIETs 
3. PS to Commissioner, KVS 
4. PA to Joint Commissioner [Admn.J 
5. P1-\ to Joint Commissioner [Acad) ..,. 
6. Office-o-rder file ·· 
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• 
INSTRUCTIONS 

I. Categorization of records has been done in accordance with Central Secretariat 
Manual of Office Procedure (CSMOP) and Accounts Code of KVS. 

2. Rules, orders and instructions should be retained by the Office/ Section/ Unit 
issuing them; other Offices/sections/ units of KVS need keep only the 
standing rules, etc., weeding out the superseded ones as and when they 

· become obsolete. 

3. Retention periods for records (other than files) e.g. register, for which no 
files are to be opened and which, therefore, are not covered by the 
functional file index, have been shown separately. The prescribed 
retention period for such records will be counted from the date. on which it 
has ceased to be current. 

4. Unless otherwise stated the records described .in column 2 of the schedule 
refer to files. Where necessary, other aneillary records pertaining to such 
files iike mortgage deeds or bonds, norninatior, form, etc. would have to be 
retained as specifically indicated in column4$g~lnst the relevant items. 

5. °'rhe retention period specified in column 3,. in the case of a file; is to be 
reckoned from the year in. which the fil~ i~ cto$ed-(Le. action thereon has 
been completed) arid riot necessarily from the year in which it is recorded. 

_;.-_ 
6. If a record relates to two .. or more subJeGtEi for which: different retention 

periods have been prescribed, it Will be n~tainecl for the highest of such 
periods, . _ 

7. · 1f the record has certalri speci~I features or warrants to be· retained for a 
pariqd longr3r than that sper.:lfrect ih the s;dhedule, it could be retained for a - 
longel time till r1~9essary,-h9W~ve.r in no .sase, will a record be retained for 
a period shorter than that. preS¢riped in the schedule. 

8. If· a record is req·~fred iri cohnectioii with the disposal of another record, 
the forrnel:' Will not be weetjec:L.out until after all the issues· raised on the 
latter have been finally decided, ~yen though the retention period marked 
on the former may have expired in the meantime. th fact, the retention 
periods initt~IJy marked on such records should be consciously reviewed 
and, where necessary, revised suitably. ....-...-- 
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VIGILANCE 
! Main head 

4 
Sub~head 

2 
Vigilance 
Administration 

(a) General aspects 

(b) Acts, rules, 
manuals 

( c) Vigilance set-up 

Retention period Remarks 
3 

Permanent in the case 
of Vigilance Section or 
the Section issuing the 
rules, orders and 
instructions; other 
sections/ units need 
keep only the standing 
rules, etc., weeding out 
the superseded ones as 
and when they become 
obsolete 

Central Civil 
Services 
(Ctassification, 
Control,& Appeal) 
Rules­ 
Clariflcation and 
interpretation of 

(a) General Permanent in the case 
notifications of Vigilance Section or 

·· (b) Schedule the Section issuing the 
rega:tding Appointing rules, orders and 
Authority,· Disciplinary instructions; other 
Authority and Appellate sections/ units need 
Authority keep only the standing 

(c) · · Regarding charge rules, etc., weeding out 
sheets," . · documentary the superseded ones as 
evidence, Enquiry and when they become 

(d) · Qffi¢e,1\· obsolete 
examrd~fib1:1::of (e!~t:1~;~1~.se 

(0 · · F{~gatdrr,g 
penaJti:~s · 

(g) Regardihg ~tJtltaHon with 

(h) R~garding 
,J.appeals and petitions 

CO iR;egcirqing· ,r:::ireahd 
Complaints {a) ThlGis~. !e~ding to v i g i I 

a n c ez dLsc l p l i n a r y 
If as a result of the 
complaint a warning 
is issued to the Govt. 
servant a cooy of the 
relevant order will be 
placed in the 
personal file. 

l----~~~~~~~~~~~~~~~~~(c~)3_._Ye_a_r_s~~~~-·--·~~~~~~~ 

enqnirtes: 
(b) Anonymous or 
pseudonymous complaints 
on which no action is taken: 
(c) Other complaints: 

(!3) 3 y~.~r& after the final 
dfsp'.osg3f 0J appeal or, · 
finaJj4ggrrient under the 
norm'c;1(09urse of law. 
(b) to pe destroyed at 
the end of the year 

I 
I 



/ 

-2- 
\ Disciplinary Action 

I 
(i) under Rule 14 

of CCS(CCA) 

I Rules 19'65 
(ii) under Rule 16 . 

of CC.S(CCA) 
Rules 1965 

(iii) under Rule 9 
of CCS 
(Pension) 

I 
Rules 1972 

(iv) Under Article 
81 (b) of 
Eciuo:ati0n 
Cod~A•M~Vs 

(v) tinder ArtLc:l'e 
...... 81(d) of 

Educatlori 
Co:d~ fbr KV.s 

(vi)Unqer Rui'e 3 

I
. C ofCCS 

(Condtrct) 

I 
Rui~s t9.64- .. t·'· _1 

i"§flt}f<ping 
' $,$fr<;t/cit ' 
hahil&&ment of ~~f 1~;:.~'es at 
W0'~k · ptaces 

(a) Resulting in 
imposition of 
penalties 

(b) Resulting in 
exoneration of 
the accused 
officials with Or 
without warning: 

(a) 3 years after final 
disposal of appeal or 
final judgment under 
the normal course of 
law 

(b)3 years 

Subject to. an 
authenticated 
copy of the order 
regarding 
imposition of 

. penalty or 
. warning being 
placed in the 
personal file anc 
a suitable entry 
being made in 
the appropriate 
service record. 

Prosecutions 

1' .. 1 
--~:i ·:··· 

(a) Re:sultihg in 
impqsJtion of 
peh~lHes: 

(b) Re.~u.iting in 
exor\erati'on of 
the ~ccused 
offidalswith or 
withbut warning: 

(a) 3 years after final 
disposal of appeal or 
final judgment under 
the normal course of 
law 

(b)3years 

Subject to a copy 
of the final 

· JiJ_~_gr:'nefrt being 
pfafed in personal 
fil~)np, .. a suitable 
entry. t?eihg rrtade 
iil' 'the appropriate 

· S~JNiCe record. . 

If; as. adesi.Jlt of the 
Appeal: tl\e original 
ordet i$,)ii,odified, a · 
copy of the revised 
order will be placed 

I 
in the personal file 
and a suitable 

I entry made in the ~ . L . __ L ~_~e_Pc_Po_r_~d_p_ri-at_e_s_e_rv_ic_e_, 

3 YEARS 
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-.1- 1 . -. --------------i--·- 
! 

3YEARS i Review/ Revision 
i Petitions 

-------- 

········--;,•,'..- .. · , . - .. . ·- . . 

-.·L) 
'!.,-) ;' I. J I 

·.·, 
I If, as a result of the 1 ' 
petition the original \ 
order is modified, a I 
copy of the revised 
order will be placed 
in the personal file 
and· a suitable 
entry made in the 
appropriate service 
record. 

Central Civil 
Services 

• (Conduct) Rules. 
1964_. . 

· Clarification and 
· Interpretation of 
General · 
notifications & 
Rules 

Permanent in the case of 
Vigilance Section or the 
Section issuing the rules,· 
orders and instructions; 
other sections/ units need 
keep only the standing 
rules, etc., weeding out 
the superseded ones as 
and· when they become 
obsolete .. 

. Permisslon required 
under QC$ (Conduct) 
Rules, 1964: 
(1) bt:hpiciyment 

d_ep~hd)~nts pHyaJf ·· . 
fii'rn.s/fq'r¢ign · · 
mis'sfons in India. 

(ii) :j;7t;~f ~iibn in 

(iii) Ra1:ifo>nroadcasts 
9o~tr~foi~6 · of 
~di<;:f¢s; :eqitirig or ;;4;tt;~r,~: of 
publrcations 

• (iv) If tr~· befocl 
(v) $µ5~tnptions 
"(vi) G\tfi,t . 
(vi1}Pr(\iate trade, 

. effl~lbyment. .,,,,,, · 
(viii) · Prosecution 

.· ... off~rtH¢r'. studies 
Mav"e'~Blef · 
tinti:ti6.'v~b1·e 

. pro'p:/i)rt\{i-eturns 

(i)lntirr1ation 
(ii)S.andion 

Of 
in (b) 

(a) Intimation 

3 YEARS 

. (a) 3 YeARS after 
the issue of final 
pension/ gratuity 
µc:1yr11enl order 

(b) .3 YEARS after 
the employee 
has ceased to be 
in service 

S_4bj_~ct to a. copy 
of. ·'the · sanction 
or~~r being placed 

· lh:p€rso_nal flier and 
f :rgultable entry 
be,119: made· iri the 

.. ~~plopri~1te 
setvioe record 

(a}9 -, l:i9i.Jld preferably· 
be deait with on a 
separate file for each 
omci.al tu. .be kept 
open throughout the 
official career of the 
government servants 

Sanction 

(a) In respectof e mp I 6 y 
e e s entitled to r e t I r e m 
e n t beri eflts: 

(b) In respect of other 
employees: 

I 
t 
j 
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::-.-:\" .· 
MISC MATTERS .... \'" ~ . . .. 
OF . VIG 
SE<;:TION 

,klt:;rsort :f~Retµc:1{ttJf ·l6~ .. ~~:~~s . 
V,igi\an.ce> Commission (c) 3 years 
(b)i~~tie,,, .of'. V'l_gilance (d) 3 years or after · · :·g~~r:r:fe/' , Attendance the audit. 

(c ,) Appointment of 
' viqilance officers I 
(d)Appoin.rni~11t. of 

·.··. ··t;{;f };h4'·.··,~i~~1~ta.~:; 
; <honot~riµ,Q;t;..; · · · 

. 'I 

I 
I 
1 

I 



I COURT Cf.SES 

I 
\· 

. Subject J9·a copy of 
.tll,!!;\>qµlj ·,9.r,d~r being · 
pl ac!!~ 'in the .personal . 
file .and, where . diwtt.: i~~acib/~ 
the ippropd~t.e . . service record. 

: 4'i'.>· . :'tlYEARS:after the 

• r ; ·:;t~:::ri~it 
judgffi§DtJ~i'Jc;:l,er the 
normc1i;bour$e of law. 

1, ••• - ··; ~,· •• , ;·.' , • .:··,' ·:.'· •.: ; .... 

. •• \l(i 
:',:· /' i.:.\· 

,'; ;, ,.·. \ ''./; ' 
(a) CENTRA~.·;: . · .. : ·' '.. :fYEA:~s··ifter the Subje¢t~o aico.py of ·. ··LEGAL MATTERS 

.. i~~,~~t:RA JIVE \" i~,~~l~g~ftir. : . ·.. ·.· ~!c1~?~ iB~t~~:tn!i 
(b).L()\VER (Ol)RTS . juc;tgnient:µnd.er the .. ·. "fiTiantwb'¢re . ·. 
{c)-HI01i C:QURJ norms] course of law. . nec~sii\cy·a suitable 
(d) SlJPBfME COURT ;.,;it.~ 1 eriiryp,e1r1g rn,~de in 
.. CONTEMPT . OF · , · I theJppfopdate 

COURT servicerecord . 
. ·-. ·'.:: . .-.\··.\ .. 

ARBITRATION/ 
RECONCILIAilON. 
CASES 

3 years $upj¢ctto: . 
(a) tl:le file.not 

. being dosed until 

··~Iti~;i: 
· .. deci$i.oh in app~al/ 

revis,Pn. ano · . · 
(b) casesinvolving 
important issues or 
containing material ot 
a high 
precedent/reference 
value be ing kept in 
the standing guard 
file. 

A ppointrnent of 
advocates & Payment 
to advocates 

I One year: after 

I 
dispensing with the 
service of the 

.__ __,_ ·-----.--- \ Advocate. ·-··-----'---------____J 
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ADMINISTRATION 

r- Main head Sub-head Retention period Remarks 1---_:_:_~------J--.---------------1--------'---------4----'----'---_:_:_~-----l 
1 2 3 4 

Creation/ abolition of (a) Opening of Regional I Permanent Approval/Order/Ter 
\ offices \ Offices ms & 
i \ (b) Opening of ZIETs Conditions/Agreem 
l (c) Opening of Kendriya \ ent/MOU/ Lease 
, Vidyalayas ?e~d ( if available) 

\ 

(d) Any other institution ~ taking over of land 
under the control of etc=-Perrnanent. 

I KVS Rest of the 
i I j correspondance to 
! 1 I be weeded out 
l i after 7 years from i i \. I the date of opening ! · of KV. Note Sheet 
i to be preserved. 
I Creation and .• (a) <ieatioii of posts .. 
1._ctassification of posts - (b) dohtfriUancelabolition/ 

\, (c) !%\l!W:~:.s into 
. p'e'h'naiienf qries 
u'pgf?~fing· ofposts :~i~f ligfi~tjon of 

PERMANENT/ 
OR 

(¢) 
(e) 

3 YEARS Subject to 
particulars of sanctions 
being · noted in 
establishment /Sanct.iori 
Register. 

Plan/non-Plan posts f-lt:RMANENT/ 
OR 

10 Y$ARS · Subject to 
parti~_;,.lar~ of sanctions 

. being, noted in . 
estabiis'hinent /Sanction 
R.egf#w- 

1-------------+--~-~-'--·---'-------~+----'---'-'- -- +-------· 
Reorganisation and (a) Permanent in the 
redlstribution of case of Office/ 
functions: S.~c_tion/ Unit issuing 
(a) inter-departmental otders and the; other 
(b) intra-departmental uriits need keep only 

thEf standinq orders, : 
e. I v~eedirig out · the 

I 
s~perseded .ones as 

I 
and _ when they 
become obsolete. 

I (b) 3 years or till 
they are superseded, 

L whichever is later . 
________ L- ..,;,_ .,___ ...J_ _J 

I l . 
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. . . ' { '"') ' 
l~ I "\'--9 I ) 

, ' .. ,. - - ' 

(a)Admitted and 
answered /discussed 
PO 
(b) Disallowed, lapsed 
or withdrawn 

I Cases containing ~
1 

... 
material of great 
precedence 
reference value/ I 
historical 

1 
importance may be 

; retained 
i oerrnanentlv 

PARLIAMENT 
QUESTION 

(a) 3 Years 

(b) 1 years 

RIGHT TO 
INF()RMATION 
ACT 

3 years or I year ! Important ruling in 
after the disposal of any case may be 
appeal/ review kept permanently 
petition 
I year after the end 
of the calendar year 
after the Action 

I Taken Report is I 
I submitted 

_MONTHLY 
REVIEW 
MEETINGS 

I REFERENCES 1 year after 
I RECEIVED FROM disposal of the 
MliRD/ l)OPT/NCERT/ , 
Cl1SE r.rc . cases. _j_ 

··1tLl'LY .. _ TO .. AUD1T._.. .···i.-----------· .. ·--~-----·-·Jvc_a_r_s______ I!--------- 
MEPv10S/ OBJEc·r10NS · '· . 
HOUSE BUILDING a) A!f ~:fri'2 files lri i.vhich' '(aY,: -T_,·-h-es-e---=fi-tl-es_c_a_n-jl'---------i 

A DV. A. N· CE original documents viz. I<' · · d d t ft I · u-~. wee · e ou a. er 
MORTC1AGI':: DE Eb. 
SALE DEE.Di TITLE two years retention 
r5Eltr> SHARE . period after release 
CERTIFiCA TE have been of original 
rel~f'iied to the appli¢aiits documents. 

· aiV~~ ?: . . . executing (b) Th~se files can 
~EE:ONVEY ANGE DEED 

b) 'ffi~'i.frjfs relating to those be weeded out after 

f {!;ft~;~~~!:~ ··;tor":;:e,'~:ii;JJ 
wa's·u.it6;e,f after issue of NCfbd~s ctR'I'IFICATE CERTIFICATE. 
to ti'ieap'p_lic~nt. . Jc) Files can be 

C) fil'eS relifti'n~:io those cases weeded out after 
\:Vhefe HBA Sirnction Order issue of cancellation 
11tl11' been . tssticd but· nb ' of Sanction order 

- '· · a1ilount thereon has been 
;I rcl'i~sed due to non- 

corhpletion of required 
rdrinalitics. 

t.. -----· ..... ------·---1-----·· ·'. __ · ----·- ------·--·. -- 
[ Hiring of 3yearsorlyear I accommodation for , after completion of 
I Regional Offices I audit or I year after 

I _J_jcrmination of lease J · ontract, whichever 
i _J_____ s_· _le_s_s_. .....1- _J 

after a 
period of 
therea fter. 

retention 
one year 
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5 years or l year 
after examination 
of appointment 

1----......,------i---------------t---~-------l-------- 
lssue of CGHS cards l year subject to a 
Alterations/additions suitable entry being 
in identity cards made in the register 

of CGHS Identity 
cards. 
Register of CGHS 
identity cards: 
Permanent 

Appointment of 
AMAs 

Grant of pennission 
for medical 
ti-eatm¢nt from _ ~f !~als approved 

l year after 
completion of audit 

5 yeat§ -~fter the 
disptlS:afofthe case by 

- the.Ap~x body . l y¢a# or 1 year a-ft::-e-r--+-A----r_e_g-1· s-te_r -1 

corripiit~foti of audit containing the 
. whichev.er is later name of the 

- official given 
r~sitlenli~l 

. oonnectton and 
·c;r,~rt~~,:~~cts I> 

· O'N:fefis 
rriafritairied, 

· ·A. P~~arierit in the 

P~t:mfssion for 
iiisl&lt~tion of 
t~i;@~Jione . at 

- rtSsu.1~:Mce of Officers 
; ~[:}".'} _ Regional 
- ·etf~es/KVs 
... "· ~·y1·:·.,:·· ~.· . .. . 

of 
.A Po lie)' matter 
B. A ward of contract 

·:..- 

CqµqemD:ation 
-. ~~tfeis of Regional 
:P'f#;~es 

3"'yerii's {fr 1 year 
af_t~ c\'.)Wpletion of 
a\i~Ht~ v1;hichever is 
tate.r , _ 

Subject lo 
suitable entry 
made in the 
asset register 

··,· 
.;s .~- 

Festival Advance for 
employees of 
KVS(HQ) 

·t,year"after 
ct;tnpleti;n of audit 

. : ·~ 
L, 

·.·~ 
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····: ·:··"";" ···'··:-_-~··..-;·0.,1,:.,·-, .•. 

Purchase of 
recurring/ non- 
recurring items for 
Regional Offices 

3 years or I year 
after completion of 
audit, whichever is. 
later 

I.Purchase ; 
2.Maintenance 
3. Condemnation 

3 years or I year 
after completion of 
audit, whichever is 
later 

Subject to 
suitable entry 
made in the 
stock register 

Hiring of 
Regional Offices 
Jeep 

10 years 

Conveyance 
Advance 

3 years or 1 year 
after completion of 
audit, whichever is 
later 

,: • .. '·,-c 

Computer 
Act~ance . Yycars or I year 

after completion of 
@d.it, whichever is 
tater. 

-~ :·-.: 

,.-.· .. 

subject to the 
copy of the 
sanction order 
~.~ing kept in 
~he. the 

. p~fs'6nal file 
·· 6{tlle 
in'dividual 
foanee till the 

..•. ~:m~;~~ent of 

l!H'~ihg 
mter~st 

.. ,,)Jaj9µrit 
·,ec{pt'esur 
sanction 
order, 
agreement 

·and/ or 
· · t{;f§ft~age 

:-B7:ina to be 
:f 61:lit1ed in the 
persona] me 
of the loahee 
t(II repayment 

·· of 
· '::l~yaoce[inclu 

· ~9Jpg interest 
· tfi~1rec;m] 

Nomination of . . (a) Notification 
,. j .... 

members on Board 
of Governors/ Annual 
General Body (b) Correspondence 

with MHRD and 
others 
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i l~M-E-cE-T-,N-G-=-s:,- -. --::o-=F--:T=l---:-IE::-+---:(-a--:-) _A_g_e_n_d-,--a_N_o-te_s_, -:&--:+---------'--+-----,----I 
I BOARD OF M. t ( ) P l GOVERNORS; AGM mu es --- a ermanent. 
I and ··A-&sistflnt (b) Correspondence (b) I year after 

1-·~---·--·----· se_c __ ti_o_n ._.-L...-.--------t-he audit. +---------j i omrrusstoners 
1 Con Iercnce 
j Recovery of Rent (a) Rules, policy (a) Permanent 
and Allied etc 
Charges/Retention of 
Staff Quarters m 

- KV s/Ro.s/ZfETs l---~--'"----~---+------------·- 
Matters pertaining to 
Policy deoisions of-K VS 

r l Amendment 
Memorandum 

i Association 
' Rules ofKVS 

~-\ 
and 

(a) Orders on 
Amendment 

Permanent 

3 years 
(b) Other 

Correspondence 

(b) 3 years 
(b) Corresponden 

ce file 

/ 
Maller related to Service 
Association in ·K VS 

Permanent 

(a) Regulation/Recogn iti (af 'Permanent 
· on-> · (b) I year 

(b) Demands (c) J years 
( r.) Circulation of office 

beat ers- 

·-· 
IO )'eur~; --- Matters pcrtainmg lo 

Parliamentary Standing 

Cnimnlrr:...r-.r.~·,-----....J..---·-·· 
Grantina of Statutory + S.t'llJu!l w KV S 

I 
Rcfcrcnceu . received 
from . Lok Sabha 
Secretariat/Call A ttcnt,iim 
Motion/Cut 
Motion/Special Mention !-----'--------+----~-~------·--· 
Molters Raised under 3 years 
Ruic- 377 ~-----··· - .... ·-·-·---:-+--------------,1--.,----------.---+--------_j 
Sub Conunittee or 10 yeurs 
Pnrl iurncnt on working or 
KVS ~---------:--rl--:-"--------~----+-:--:----------t,---,~--------1 
Grievances received J years while weeding 
from MHRD/Cab)-O.~t out, unsettled 
Secretariat/Preaident · '~~:··.-:..-. grievances lo be 

Secreta1 iat/Piv1"0 and -- token out 
other Ministr.ies 1-=-.:....:...:....:.::......:.::....c:.:..._c..:_ 4--,-----------;--+-:.,------------l----------l 
Grievances rcdrcssal Orders- Permanent 
committee in .r/o SC/ST 
matters including 
Grievances received 
through National 

1 

Commission for SC/ST 
CM of K VS and related (a) Rules and orders (a) Permanent 

li22_~! tcr~----------'---'(_b.:...) _O_th_e_·r_c_·o_r_rc_s.,_po_n_d_e_n_<.:_c-'--- ---'(_be..) _3-'-y_ca_r_s_. __ __,_ __, 

---'------4--------·------·· --····- Permanent 

.. --+--------- ··-···--· ·- -·--· ......... ~.~ 

Correspondence 3 years 

( while 
wedding out 
unsettled 
grievances to be 
taken out) 

t 
i 
i 



~: , .. .,. _ ... -; ~· .. . . 

-·----------- 

I 
------------ ~- Stal I t\ssociation (a) Permanent I Important rulings.: J (b ) ] ) ears. · decisions/ coun, 

I (a) Rt:cogniti11n 
l orders may he kept 
/ permanently till I (b ) Rep, cscntution __________________ """ --------- ----- - -- --- ------- --- 

J years --- I Rendering nl Monthly 
report to Ml !RI) on 
rcdrcssul or Grievances 

----·---------- I Condemnation of J years or O I year after A copy of the order I Anicles/Stores 
completion of audit being placed in the I whichever is later guard lile i 

Mai ntcnance or ACR Permanent. In the matter of i 
I dossier of KVS (IIQ) 

retirement/ I staff/ RO 
resignation/dischargi stafli'Princi1x11/Vice 
ng of duties to be I Principals or K Vs 
weeded out after 5 i year and 02 years !· 

atler death : Revision of scales Permarient I of pay 

- I I - 7'1 .• 

! r 

) 



Subjl!leUo ij\Mdin; 
Mtl!l Oil lhl!l suejeet 
f'll9illt9iMd, 

~b,) $ ~f% ~f till 
\Mt ~ %~1'%~@d 

. ~id'l,e~ ij% ~~t) in 
\M ~%~ of 

. ~ffl~~flli\ 
ii%wi"~- tM rules, 
ffi9ul~~:s ~~-~ ~th~r 
~~~\% n~ed 
It<~ 1011'11~ th~ ~nding 
ru~ ~~- ~-fig out 
\M w~w~ ones 
is ~ -~ \hey · ~me 0000~~, ---,-,.- ..... . 

(:a). J~m,~nent ·. 
(b) ~~t~I' 

· M,n~. l!)f Home 
.Alb~S~for. 
~~nts 

~- ~)IIDllts., ~ .. ~ 
(Q)](dj~ 
(~J~(l.lllll 

·. ~-IL~~bti~ 

. <tiiiroff~alYI ,~- 
ii 

II :: 

l·ir.-·i ... ;·· 

(a) :~~ming of . 
'confidential reports 
in i'e'spect of KVS 
employees 

@)) C9mrn~n!~~t\~n of 
a'dv~rse:E!ntnes 

(c) Representation for 
expundion of 
adverse entries 

(af 'ro 't'EARs 

.. (bl 3'(-EARS 
(c) 3 YEARS 

·. _,., ,. 
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(a) ANNUAL 3 years or I year after Suitable entr,ies 

MAINTENANCE completion of audit I may be made in 
CONTRACT whichever is later. the appropriate (b) DIRECT 
PAYMENT asset/ stock 

(c) PROCUIUJ,1rNT _j ,, regist.er 
OF GOODS/ 
EQUIPMENT 

. (d)-PROCUREMEN ',·. I 
T OF SERVICES I' 

& SUPPLY- ·1 

!-I ··c_D O_P_E_RA_TI_V_E __ -r-(..,...a--,-)- Rules and._b_y_e __ --11-(-a.,_.) P=--er_m_a_n_e_n_t------1,--------, 

I 
SOCimES l laws (b ) 1 year after 1

1 
I 

_ (b) Election of office election 1 
I I _ bearers c) 1 year J 

i (c) Me'ehngs of i 
cooperative I 

.. societies . 
Re~overy pf· 

. contribution and ·'Jo,;3hs . . 

iSTORES . AND 
i SUPPLY i . 
I 
i 

(d) 

· CARE TAKING 
ARRANGEMENT 
AND SECURITY 

3 years or l year after 
completion of audit 
whichever is later. 

ISSUE OF IDENTITY 
CARD 

3 yearsor I year after 
completion of audit 
whichever rs later. 

(a) . ,purchase of 
,; Lihrz#y;;aooks 

(b) . . 0.qndemnation 
of.Librariy BOOKS' 

(c) · · Wdte,9ff CJf 
~ .. · ~· loses I 
. ..,~""-]· (d) · Library - 

'----------~I __ A_c_c_e~sion';reg_rs_te~,r-~ 

LIBRARY (a & b) 3 years or I 
year after completion 
ofaudit whichever is 
later 
(C: & d)Permaricnt 

I 
I 

- I -. .~l.~J1 ' • -- .... -~ 

'Subject to 

I 
suitable entry is 

· mad~ in the -r~gfif§r ot 
identify cards. 
The ·regl$ter is 
to be kept · 
perman~ritly . 

. ·. "- 
Subject to 

_ I sultabte 'entry is 
made lnthe 
accession 

-'. r:f qfat~fer - I 
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RECRUITMENT 

! R'ECRUITME~NRecruitment -(general Permanent in the case I 
J aspects) including of departments issuing 
j provisions of the the orders and 
i Constitution and instructions; other 
j I Framing of recruitment departments need 
j rules keep only the standing 
• J orders, weeding out 

the superseded ones, 
as and when they 
become obsolete. 

COMPASSIONATE 
APPOINTMENTS 

5 YEARS Subject to the 
application of the 
candidate 
and an 
authenticated 
copy of the order 
of 
appointment 
being kept in the 
personal fiie. - - -·----·-· ----~Appointment of honorary 10 YEARS 

workers 
Subject to the bio 
data/ application 01 
the candidate and ai­ 
i'll ithenticated cop) 
of the order 01 I appo)ntmeht being 
kept m the . · . 
parsorial:tilc. 

I ,---~------t--V_A_C=-Ac:--. N.....,..-C:-Y,-,,P:::-:O=-s=-1=Tc:-:IO=l,..,.~-- ~--3=yc-:-e-a;s.- ----- ... -- . ·'·-------· 
r--··-····-·---------P-R_E_P-ARAtfoN- .. ---r(;-a:"7}""".:1;";:0;"'"y"'."e:-a ...... r-s-:-in-re_s_p_e_c7t+~'-----'--------j 
I IMAfNT'E:NANCE OF bf Scheduled Castes/ 

ROS'TER _;_. SC/ST/OBC tribes. . . 
(b) 5 years in the, case 
ofothers 
3 years Notlfication tc and 

f.etease bf vacancies by 
(if Lo'6al emptoyrnent 

'"~ exchang~ .• ·. ·. 
>Jct'"' p-. - ,· .. • .... ' .. ·tii}D.G.E. & T 

1-----------t-->:-,:'-,;-'--,-:-.,...,--;--,'-----:-,-------1--~-,-------·-----t---------1 
Nomination of· 3 Years 
cahciida'tE~s ,by local 
empt6yrhent·exthange 
and their selection 

I 1-- 
1 
I ; 



- i.5- \ l:~c;~~::~; througti ---r~-~ ~~ars - 
' - I ~xchange (qeneral ! 
! I aspects) 1· ;- ------ Recruitn1ent-thi ough-- 
: I Ministry of 
I Personnel, Public 

Grievances and 
Pensions 
Recruitment by 
Ministries 1----------+----,---------- 
Recruitment through open 
advertisement including 
advertisement and inviting 
of aioolications 1-----------+--'--' .......... -"-'-------,---- 

. Recruitment through 
·. UP$C_ 1ricllrtling 

reiqtiisiHon'~ for 
rec~u.it'rrient and 
recommendations of ·upsc· .': 
{l?;'t~:i 

\ 

Recruiirrteht otherwise 
than.through 
UPSC. 

10 years 

_.· 5 years CONTRACTUAL 
APPOINTMENTS 

··,: / 

1/\SSURED 
CAREER 
PROGRESSION 

(a) Rules/ Policy 
. • Dedsion -· 
(b) Grant of ACP to 
'. empioyees of 
.K\is !:.· ,. ::, 

;(~r R¢r:manc:-nt 
. (~)~ JY.:E:?pts Subject 
',_:,, tgjhe copy of 

' .·>.the. order of '-,::,i~:t~:i~: 
fhia personat tile 
~g~,suitable 
eritry made in 
service record 

' ' ·, 
. , 

! Subject to the 
J application of the 
1 successful 
: candidate and an 
authenticated 
copy of the order 
of appointment 

I
, being kept in the 
personal file. 

Subject to thP. 
application of the 

. successful 
candidate and an 
autttehub'ated 
ch~yofth'e order· I 

- • o.(appbirftfrient _ I ;being"kept in the 
·. p~Json::Hfile. 

Subjecl 111 
clearance by 
audit · 



• ·. ; .. .. .. : ... ,._ '" ·· · ; · .-- --- ... . -- · 4 '. ' .• . _ • . . ..... ·· ... -~~ ····: . - . ~--:~· .,· ... -.-~- .- . .: ··· ..... - •• 9: ... , • 
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(a) Constitution ! (a) 3 years or 1 year T Subject to a I 

I after reconstitution, suitable entry i 
whichever is later. being made in I 

the appropriate 
(b) Period of limitation service record (i.e 

or 3 _Years, which I service 
ever 1s greater. · book or service card) 

and an authenticated 
(c) 3 years copy of the order 

being placed in Vol. 
II of Service 
book/personal file. 

• i RECRUITMENT OF 
! TEACHING & NON­ 
I TEACHING STAFF 
I 

Is . ! election 

I 
Committees 
recruitment 

I personnel: 

I (ii) Grant 
Selection Scale to 
teachers 

(b) Proceedings 

for ( c) Relaxation of 
of age/educational 

qualifications 

of 

SENIORITY UST (a) and (b)Permanent 
in the case of RPS 
Section other offices/ 
sections/ units of 
K\,'$fHQ] need keep Subject to a 
orilyJhestanding $!;!1faqle entry 
or~.e:rs,~weeding out the being made in 
super:seded ones, as the ~ppropriate 
and Whenthey become service record 
obsolete: . andan 
(c) 3 years subject to authenticated 
orders issued in copy of the order 
modification of the list beitig kept . f 1if ;~~ t:~. , i~S;l::.,al 

ReprEi,S~~tatiori-in'-'--p'-b~S~b-., -t -. "'=·p7'.· e""'t""hb-fb""', n""'&C:Cil'-t":-in-· ·-,th_e.;._.-ca'-s-e~+...:..:=-=--..;,:.., ...c ~ 

. ~ii(~t1~~s , . .o 
0
1_:.f~.i_,:.:_~_;,_._[_:,_;,._._:.r_;i_;H_

8
s_:,_:i~_t.· ... i.•_t];t;r:1 .• -.e~es~d--~k;e;~e-~p _· 

implemerifatiOn Of r\Vc,:;>t 'i,l 

sa.feguards only, the standing 
ord~rs. weeding out the 
superseded ones, as 

J-g~btib1:r th.ey become 

(a) Rules and Policy 
(b) SenieriryLists in 

respect of all 
categories of staff 

(c) Correspondence 
related to seniority, 
representation 
against 
discrepancies etc 

ami:d 
Sc.hedtile.d Tribes 

Reservation of 
vacancies (includlnq 
gro.upin:g of posts, and 
exdusie·n of posts from 
r:eser:vc1;tioi,·.·order) ·>----------+-'--'--~-'-'--,-'--,--,-~,---+~-~-------'-+----------I 
De-reservation of 
vacancies 

5 years 

Complaints from 
'I associations regarding 

non-observance of · 
reservation in services 

·------------'--- --"-'-----'---_!____----.J 

3 years 

l 
l 
I 
! 
i 



- I 7- f- Departmental 
I examinations 
I 
! 
i 

Framing of rules · Permanent in the case of 
RPS Section other 
offices/ sections/ units of 
KVS[HQ] need keep only 
the standing orders. 
weeding out the 
superseded ones, as and 
when they become 
obsolete. 

! ... 
' 
l 

! 
Holdinq of examinations 3 YEARS 
Results-declaration of 3 YEARS for departments 

conducting such tests; 
one year for other 
departments: 

Subject to suitable 
entry being made in 
the appropriate 
service record and 
an authenticated 
copy/ extract beinq 
kept in Vol. II of 
service 
book/personal file. Examination related 

l papers/documerits 
Appli_catiohs of the 2·years 
caridf&~ies difledlor 
inte.rvfew idr selection posts 
(frdmthe date of issue of . 
RLiJ( . 

Applications in 
respect ·of 
recruitment cases 
involving court . 
cases should be 
retained for ·1 year 
after the court case 
is finally disposed 

' ~ . --1--+.s=--=-c~=:'-,-~~-----;--,------------ Q'lsclpJioir:x: case files 1 year To be retained by 
~Fi'l?teih i'tn.is been. respecnvo scrutiny . J~~'.i'f~'.~~~\ i9. t~ke any . sectiOns . 
actf6ri\a'qain~t: a can<:lidate •. · 

.

1 

.. Apc;\fi¢atior:;s;ofcc!i1didates, 6 months. 
w11~i~j@t'i\9ftaf1~1:r9r· ··· . ·. 
rrffeiv1ewl6f selection posts ·' 

I t~'/:~~fd/iit ofpub1;cati<>n. • .. •· 

Applications in 
resP~tto( 
recruhm'ent cases 
fnvo'IVifr9:¢ouit 
cases Shbulci be 
retairiedfor 1 year 
after the court case 
is finatly disposed 
of · · '" ···" 

Alf appl)c;jiflohs in cases, 3 months 
, ... where.'reqdisition is 
.,;z, "withdrawn by ttie 

Ministry/Departmentor : ·i-; 
Advertisement is talicelled · 
by Hie~V$ 

Application in such 
cases should be 
weeded out Oil 
cbinpletidn of three 
months either from 

·. the date or refund 
of Application fee· 
or the date of 
notificatioi1 of 
canceilation/ 
withdrawal of 
requisition, which 
ever is later 

(':' • 'j\ ......._,,,- 

f. 
! 



. ··. : ""':" .. _·-· ._..., - .. ~-; ~ _, 

PERSONAL FILES 
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ESTABLISHMENT 

tThose eligible for 
rement/terminal benefits 

1 (b) Others: 

(c )Correspondence 
regarding requisition, 
transfer of record from one 
Office to other, return etc. 

. 5 years after issue of ' i ! I 

final pension/ gratuity 
payment order 

5 YEARS after they have 
ceased to be ! 
in service. I 

' 

1 Year 

SERVICE MATTERS (a to c) 3 YEARS (a to c) Subject to a 
suitable entry being 
made in the 
appropriate service 
record and an 
authenticated copy 
of the order being 
kept 
in Vol. II of service 
book/personal file 
(d) Subject to 
authenticated· 
copies of the 
relevant certificates 
being kept in Vol. _II 
of service 
book/oersonal file. ··-·-----.-...-----·-··--------'-------------'----..i::.:..=c..:....::..._:_:.....:..:=:..~ '· 

(a)Change in name of a 
government servant 

(b).Alteration in the date of .. 
birth 

(c) Change in qualification 
of KVS employee 

t
1
_ (d)Verification of age and 

I 
educational 
qualifications 

(d) (i) For departments 
preparing and bringing 
out· the · compilation: 5 
YEARS 
(ii)· For othell'\i;tepartments. 
(Le, those ··· supplying 
material . for inclusion 
therein): one year after 
issue of the compilation. 

i' 
l 
! 

j · 

I 
I 



._. . .. _ .. -~--···_-- .. : 

I 
i· 
I 
I 
! 

I 

·-----------~---·--------·---~---------··----,-------~- (e)Admission of 
previous service not 
supported by 
authenticated service 
record, e.g. through 
collateral evidence. 

- : 9- I 
- .. 

(e) 3 YEPRS or :1. 
year after completion 
of audit, whichever is 
later 

(e & f)Subject to 
suitable entries 
being made in 
the _appropriate , 
service record 
and an 
authenticated 
copy of the 
order being 
placed in Vol. 11 
of service 
book/personal 
file. 

(f) Medical examination (f) 1 YEAR 

(g)_Nomination relating . (g& h)1 YEAR 
totamuy pension-and 
DCB gratuity 

(fi)G,- P. Fund 
notliih~ticm 

. ·.· .•.,,~<-· 

•. (iJ. C0

d!idonation of 
. break·;;,· service 

(i) 3 years 

(g&- h)S.ubject to 
the nornlnenon 
in original or an 
authenticated 
copy . there of 
being . placed in 

, Vol. H of the 
service. hook/ 
personal file. 

Leave (other. than study- 
· le~,ve' antj'c'asual leave) . ~eaveroste.r . . 

3 YE;ARS 

casual leave 
(fncluding special 
'leave 

To be destroyed at the 
end; otth'~ year 
(aj Casual leave: To be 
di,i'st(9Y.ed at the end of 
tr,i'eYe~r 

· (b) Special casual leave: 
1..YEAR ~---~----+--~-----·--·----+-c::'-:;-.-==-=-=--------1-~---,--,.--j 
3 YEARS or orie year Subject to suitable 
after cornpletion of audit, . entdes being made 
whichever IS later. . in the appropriate 

service record arid 
pay biil .r~·gister and 

· an authenHcated 
. copy of the order, 
where' issued, 
being placeo in the 
person~! file. 

Pay/special pay 



~
. 

' ' 

-20- --------.--,---,-----· ---··----- --·--·1··-------------- ~- ces l Claims rP.garding 1 3 YEARS or one year 
! owan · ! (a) CEA. I after completion of audit I (b) D.A .. , HR.A & j whichever is later. 

i C.CA i 
1

1 

(c) Deputation (duly) I 
allowance 

ii (ci) Overtime al'cwance ii' 

(e) Travelinq 
'I allowance ! 

(f) Washing allowance I 
I (9) Educational I 

concessions for I children of political I 
i sufferers I 
l th) Gran! ~f Non- I 

. . practicing 1 

allowance~---~---- i 
.----------+-A-i-rtravel by non- 1 YEAR --+--------j 

entitled personnel ' 

l 
I 
i 

I 
I 
f 
I 

I 
I 
I 

' (a) Withholding of (a)· 1 O YEARS: or 3 
increments YEARS after the final 

disposal of appeal or final 
judgmen~ under the . 
normal course bf law, 
whichevet is later. 

(a) Subject to · 
an authenticated 
copy of the.order 
being placed in the 
personal file and a 
suitable entry being 
made in the 
appropriate service 
record: 

I Increment 

I 
I 

(b} . 3 YEARS 

(b) If the. 
representation 

I 
ie.sfoW}~/ffo,r 
6rigiha1'¢tc!er being 

i. (b) :~';:,7.~:~~ons I I 2J~f i;~l~;:;~' 
I 

I ' be 'keptIn the, 
precedent book, ! .;\ . personal file and 

l · 
1 

suitable entries · 

·: , rp~pf.:l71Jt:service 
'i j I reccjf~ . l . - _l_ ~~-~------'-...,.......;-'"'--'------' 



-2 l - --------------,-----------------··1------- . -·------- 
! Probationiconfirma I (a) Confirmation/ext 5 YEARS 
! tron ension of 
ii· probation 
! (b) Confirmation in 
! ex-cadre posts I 
I 
I 

! 
i 

(c) Representations 
and petitions 

(a) Issue of passport 

(b) Issue of arms 
licenses 

I: (a & b)Subject' tc 
suitable entries 
being made in the 
appropriate service 
record and ar 
authenticated copy 
of the order being 
kept in the 
personal file 

(c) If the 
representation 
results in the 
original orders 
being revised, 
an 
authenticated 
copy. · of the 
relevant 
order/decision 
will be kept in 
the precedent 
book; - persona: 
fife and suitable 
entries rnieie in 
~itit:t~§g.r~at~ 

5 YEARS or qne year 
after completion of audu 
whichever is later. 

:Subjett fa: siiitable 

~n.:~!\g;}ttrtr:e 
s"ervice'retofd·and 
pay biii i"egi$ier and 
an ai.ithenffdlted 
copy: tif the cifder. 
where issued, 
bejdg, piaqed in the 
personal fiie. 

No objection 
~~r.,ti~c;:~t-~ (f()r 

· rEFgistr~ticin with · - 
Employment 
Exchange 
Organization) 

_ Issue of N.O.C. 
1 YEAR Subject to an - 

authenticated copy 
being kept in the 
personal file. 

.. '.. ~ .... 
, .. ~ J (.· '.~ ~ r 

r • ., ·.....:.:. •' _, 
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I Review for determining. (a) If it results in pre- (a) 3 YEARS Subject to a copy of 
suitability of mature retirement : the relevant orders/ 
employees for decision being kept 
continuance in service (b) It results in (b): 1 YEAR in the personal file 

' continued retention 
in service 

Review of cadres/ (a) General aspects Permanent 
services (b) Combination of 

cadres/services 
(c) Separation of 

cadres/services 

i TRANSFER & (a) Rules and Policy (a) Permanent in the case of (b)Subject to a 1 POSTING (b) Transfer application Estt Section other offices/ suitable entry being 
(c) Priority list sections/ units of KVS[HQ] need made in 
(d) Representations keep only the standing orders, . the appropriate service 

and petitions weeding out the superseded records and register o 

I ones, as and when they become postings, and an 
obsolete. authenticated copy ol. ! (b) 1 year after the issue of the order being placec 
transfer order including iii the personal file. 
modification orders. · (d) If the 
(C} 2 years after the issue of representation 
transfer order including results in the 
hiddification orders. oHginal orders _ 
(d) 3 YEARS being revised, on 

authenticated copy oi the relevant 
order/declsion will 
b~ kept in persona! 
file and suitable 
e':1tn¢s made in the 
appropriate service 
record. ·~1;,~ 

.. 
Amnesty Scheme 1 year after settlement of Subject to order/ 

case decision in 
individual case 
be kept in 
personal file or 

.. other service 
;., record. 

I 

~,.' .. ,. 
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- . , 

I Training/ 
I . : scholarships/ 
\ fellowships in India 
, and abroad 

l 
I 
I 
I 

I 
I 

I 

I 
! 
I 

· At the Institute of 
Secretariat 
Training and Management 

Training in O & M iwork. 

Training abroad 

(a) Cases involving expenditure 
from public funds and execution 
of bond/ agreement by the 
trainees; 

(b) Cases involving direct 
expenditure from public funds but 
not execution of bond/ 
agreement; 

(c) Cases not involving direct 
expenditure (e.g. training in 
typewriting conducted by 
Institute of Secretariat Training 
and Management); 

. (d) Reports submitted by trainees 
etc. a f t e r completion of 
training/study 

1 YEA~ after the ~I - 
period of validity _ 
bond/agreement or 
completion of audit, 
whichever is later. 

3 YEARS; or one 
year. after 
completion of audit, 
whichever is later. 

1 YEAR 
I 

·1 

Deputations and 
. deleqations 

3 YEARS 

(a). peputation of 
.J'.:..\.~./ C.S.S / 
CS.S.S./ C.S c:s. bfficers.i 
Or~c3nised 
services 

•, 

(b) Delegation in 
India/abroad 

(a) 3 YEARS plus the period (a) Subject to 
· of deputation a suitable entry 

being made in 
the appropriate 
service record 
and an 
authenticaterf . 
copy of the 
order being 
placed in the 
personal file. ; . 

· (b) 3 YEARS; or one year 
after completion of audit (b) Subjecf to 
and settlement oLall'. P-udit . reports beihg 
objections, whit:he~cg?" \~ kept in . the; 
later. departmental· :: : 

record room f~r. ' 
five years 

} Y~ARS or one year after 
completion of audit, whichever is 
lahif ·· 

/5wards subject t9 :~· .... 
(a) entries beirig( '"' 
made in · · the· j'.,i 
Service ·. · · I/ 
Book/ CR dossief:[::* 
of the concerned· · 

. . . . ' 

employee and : 
(b) a register being 
maintained. ~--------·- . ... . ---·--------'-~--------------'-...CO..:..:::C.:..:..:=.:cC.::..::.:.._ _ ___c__).'';l 

·.'· ~ 

Honorarium/ awards 

.. 

I 
I 
l 

' ' 
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~---------r-:-:----::~--- --- ! P_ension/ retirement \ 11. Rules and orders 
: \ (general aspects) 

I 
I 
\ a) Pre-~erification of 
I pension cases 
\ b) (nvalid pension 
, c) Family pension 
d) Other pension 
e) Gratuity 
f) Commutation of pension 

\ Permanent in the case of 

I departments issuing the rules. 
orders and instructions: other 

1 departments need keep only the 
! standing rules and orders. 
\ weeding out the superseded ones 

I 
as and when they become 
obsolete. 

l 
J (a)3 YEARS. 
I 
I 

\ (b,c,d)Ti II the youngest son 
. /daughter attains majority or 5 
years whichever is later. 
(e) 5 YEARS 
(f) 15YEAR5 

i Resignation 1YEAR A copy of the 
communication 

. ilccepting the 
- __ reeyignation may be 
'placed iri the 
' personal file. 

./ 

r,)rtAn~ion of se_ r:vice -- __jl-------------+-1- Y~AR after retirement __ Subject to a copy of 
the order being • 
placed in the 

\ personal file. 
___________ _;__ ... · - --- . ---~.- . -- -- __.__________ -- f R.e-e·~ployme_nl · - J~~;t\tter the employee _ 1·. 

I ----le--'~-------------------- be in' kvS servlc_e_. ------~---!-'------ < • - ·. ' 

1
1
. Nomination of (a) Census operations (a.b;t)l YEAR ' 

l 
employees " -·· ·. -· _: 

(b) Committees. (d) o'ffite/Section/ Unit orqarusinq . - 
! 1. working qroups, ex~it,in_;;iti~ns and appointing 
\ etc. in'{ig!l~ifor~: 3 YEARS; or one year 
I I aftef ¢orripl$tion of audit . . .. 
\ - (c) Election work '.,vhichever is later. Other Uriits:1 · 

h:orwarding of For ~~)a:~i~;il~~~n ~~!~Rafter announcement of I applications "-' . For posts . rei~itof the examinati6n or 
selection for particular post. 

Subject to an -_·.; \f 
authenticated copy f. 

of "° 
forwarding letter 
being kept in the 

I personal file 
f---------------4------ - -·- ----t-c-'-:~~,----;:---:-:----.-:-.,.---':-:---....µ==~~'..-~'--c-'-,,11;? 

I 
Study Leave 1 YEAR after the expiry ofthe Subject to suitable · 

bond/ ~gi'eement executed by the entries being riiadE! 
government servant: in the appropriate 

I service record and 

l 
leave account and 

\ an authenticated 
j copy being kept in 

-------~--------L-----------_l______ -'--th_e_pe_r_s_o_n_al_fi_ile_. _ _, 

\, 

,, 
~ 
:: 
•.- 

I 
I 

I 
I 
j 
I 
' l 
1 
i 



·•.· _ :: "":"· .. __ . .,., : .. -" . .,. . 
.. 
·, 

- ·.: ()) 
, t i.., "1\.../, I ;'Ii,, 

\ Establishment/ 

I T' Where, for any 
t Sanction Register reason. the register I 

is rewritten, the old i 
I 

volume will be kept; 
for 3 
years. 

Service book of : ,3 YEARS after issue of final 
(a) officials entitled to pension/ gratuity 
retiremenU payment order. 
terminal benefits 3 YEARS after they have ceased 
(b) other employees to be in service 
Confidential 5 YEARS 
reports/character Rolls 3 YEARS 
(a) after retirement 5 YEARS 
(b) after death 

··(t)' after resiqnation/ ·. 
discharge from ·. 
service .·· 
Answer books of 1 YEAR from the date of 
departmerita! declaration -of results 
examiriafi'onsitests 
Leave account of : - 3 YEARS after issue of final (a) ~ffrcials entitled to pehsion/ grcituity 
retirement/ payment order. 
terminal benefits 3 '(~ARS after they have ceased . (b) other erriplovees to be iri service 

-25- 
ESTABLISHMENT RECORDS OTHER THAN FILES 
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-2Ci­ 
HINDI ----------,------,-----,----:------~--------~-----~ 

Main head Sub-head Retention period Remarks ----~------+-----··~ 
I 2 3 4 

Jf-1 M_P_L_E_M_E_N_l-'A_T_I O-N'---li---1..,.--Pa-r.,..,..I ia_m_e_n-ta_r_y__ wrffr '<ff f?wc! 
i . OF HINDI . Committee on Hindi f[ci RilhlR:tt q;r 
, H7/cFf (jO) qi (<!i) °ff·wtm ~ ~ ~ ~ ??IJ1 

3TJ1fl7rf q;r ~ "f1firftf qff 3 q Cf 
Wflctf12J rfl./7'.iFJ)° d4'tl~fi't sro if·™ {1JO) vfT([ I 

qi ftrv 1:6-eft qff <PT f.M(;J ~ 
rrot~ . ~ 

'<liil"J-//c{/ ~ a» ?T111!1 
lftf&q;: ffl{;xl • . 

(rr)· w~ 
?IW'nc{/ tiftrffr. -ct.· 7 °CJ. a} 
~;:rf f¥6rr R,q,1Rflt · tr? 
~efr'r u/7° qi }JTC:N (F::T), (;sJT[cf (u): qt/ 

(F:T) #7/cFf. (-iJo) <fiT 
f.'firl!fUT (?lii/11/c{/ f.mJ7r 
l!RT) . 

. (J:') fff.<ft flC>JitycJ,N. 
?{firffr· qff Jiriti: 

{Tf) . ' . qi~ . 
f<'1Ellc1;.,lf . 1f .· ~Ju/\'iJ<il 
tin ,1/icn,.., Nf#fa ,r,'t #u7li1. 
qiJ~ ... 

· r,r;F--@'eft . cii,;Jm~~irt" 3 ·-fref 
<fiT.JJFP.J)Gi-r{ :. . · #,?$11 qfl&" q1 
r;F if)rif.=f: lfo Xi ~cft ~tif =~~&1~%;;,M 

. /Tj;-?#bl'< 

<TT . (cl;) 
" q-ef (cri) 
' (ir} 

(f:f) 
(~)(er), 
qef 

(-;s) 1 

)(F.l}t~) 

3 qef 

-----·---------'----------~----------'-------- 

I 
!­ 
l 
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...• : .• (A j 
. .. • - - ! 

.~ I # 

qt~c? vumift 11· 
~ fc?";fc 3ia.- et~ 
(<iiitil$c) ctft- ~ 

05 &-if 
, , 

' l ' 

I ·f<tfrJEr 01 cfef 

1 · 'zF.r ~7fic,F{ 
! I (ir) fg:eft r;srr'Eff? 
t-1 -_vn-,.rt_-?T-c-_vrrJ7'l7: __ --" c:-v1-ct--:---- ztfr~r /-irJ;ar"r 
! ~ ~- . /-,:fFfZ/J J:fflJc{ 
I . . · ~·r:.4,r<r ·w. 3,,, c;,_ q 
~~--~----t-'-,-- -:--, -'-'--7 -,- 

· r.t~:Jld k ;~:m~~- . 
!}c/J/~1 ; . . . ·. 
-(&i)fT-3i~#ref ft1fttlt ?iii/ 
1{-. "!!7Jcfff ip .~ill 
co . f/iflf; ·ff~t ~ 
1{#/c: i ~ ?ii[[ . 11· 
vtreff qj \f !.fl . . ·. . 

· (ET} #fci,f # · <1)1-i/f{t . 

f(~_i_t_~_[_.~ __ ,r_;_1:.~,:l_·_:_·_:_ :_(i}_i. ~)I 
/ @·. 
~~it:··_.;·· 
(Fi} "<i{-'J; i/ft ~. ~: 

~~.J~t ~' 
r~·,· 

i 

j 
l 

.) 

("ili) . qimf~- r5T 
~~ 
(?51)·~~ 
~ ITT7f nm . 
'Vff<f '#tidt 3,.xf 3Tfc{:'l7T° 

... ' ' ,,. . ~ 

f§"C0. qi 3 qef "i{T<[ 

. . I . 
01 qt/ (vrJ 

05 iief 

I'• 
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ACADEMlCS 
[ Main head -=_. s_~_u __ b_-h_e_a_d_ Retention period \ Remarks J 
·1· I ---+ 2 -+- 3 -r 4~____j 

l'v:I I · t J)Files relating to purchase 3 years or till Audit is i 
\ pu~~l~~:e/ re a~~~~rrin~ of computers under BBC over whichever is later. \\ 

1 \ expenditure on and Unix prograinme 

Proiects etc. 3 years or till Audit is 
over whichever is later. 

*3 Years or till the 
Project is continued 
by NCERT which 
ever is later. 

., \ 

2)Payment files relating to 
implementation of project 
under BBC & Unix 
programme 
3) CLASS Project 
4) Model Kendriya 
Vidya layas 
5) Implementation of 
project (Probe) 
6) Computerization of 
Kendriya Vidyalay;is 
7) Edtiserve * 
8)- Edusite* . 
9) rhi'rk .Com" _____ __,__---f~'-,.--~~,...--c~----c -+------------- ·1------ ·----I 

if · ·Files relating to hostel 1 Year 
2) ·1"'.iiesrdating to Z!ET 
3) Fire Fighting 

. ti) Yuuth Parliament 
5) Dui1ntion3 
6) Smart i<.endriy,1 

Vidyuliiyri:. ' 

~ .. 

1· 

\ ~ 
General· Pu.r.pose/ Mi-sc 

M::itter:; 

I . 

Orders of import 
should be kept in 
standing gmml file . 

I· 

7) f)'c:'rT101iGfralibn' 
CBSEiNlOS Gener.ii 

J .1·· 

w 

rtiatters· · 
· 8/Soel~tScit::1ice /Science 
Exhi·b1ffon g;)Atid~i;; ic Course. by 
i 6~it5U .~ r · 

1 Q),M~thsiPhyiChem/B io. 
Tech!Cyb.er Olympiads 
1 l}RJs~'it Analysis 

· 12) 0'tfi,hition ofK V building 
fo/ Ext~rrial Examination 
13) Co.ridonation of shortage 
,of attcndaike of KV students 
14,}Nati<)nal Open Schools .. _ .. - 
15 )tvieciical checkup 

. l(i)Cr'eeh Olympiod I 

17)h,~poi·t of National 
Commission 
18)DeciStons/orders on School 
Timings** . . 
\ 9)Decisions/orders on 
Vacation and Breaks** 

L --------------'------------~-----------'-----------' 



. '. . .... _ ........ , ; . . ... _ •• *":••···_- ; . 

' - .. ~------------------------------, ! AWARDS I :)Coinputer Excellence 2 Years/! 
, Awa~ ; -f1)Nation2l Award / 
: J)Jncentive Award 

I 4)Merit~rioust.~~i---+'------------+---------~ 1 Academic I Year 

I PROGRAMME -.----------------+-----------+-----------! r Permission to write I I Year Subject to copy of 

r 
book rl. /; the order kept in 

personal file of the 
f employee I Training . ----------~---t-:-1--=Y-:-ea-r---------+-s=,-t-1b'-0-ec-"-t-to_c_o_p_y_o----1f 

training certificate 
kept in personal file 
of the employee 

-29- 

· 3 Years Regional Advisory 
Committee 

I 

j_. Bharat Scouts & 03 years or O I yr. After 
completion of audit ' · 
which ever is tater. 

. . Subject to report 
. submitted to 
Parliamentary 
Committee. h::· 

h~~~c-!\_d_v_i-so-,--y--t----l-)~A-g-,e~,-1d.,...a_N_o_te--s-, --,&--,--t---:'-::~l:-:')---:P:-:e-r_n_10_1_1-_c..,..ii-t----1-~--------1 

LC--ornrnittee ' 
2
) Minutes , '.2) I year after the 

Corresponde:ice · audit. · I section 

2 Years 

r 
Staff sanction 5 years 

___ _Q_roposals & O!_~~-~ :.1--~-'--~-------+-'"'--'-'., ·'""'"-'-'' ''----:---'-----f------------1 
ADMISSION Admission Guidelines and Permanent in the case of 

I
I MATTERS Policy matt~rsf including · Acapetnic Section or the 

· · I that of Special S'eGtfon issuing therules, 
I, Dispensation] otders and instructions; 

. oth~t i6ttions/ units need 

.'
' · ~b'.bf ~~iy the standing 

i.-f!M, etc., weedi_ng out the 
suRer~eded ones as and 
't"'hiri they become 

· obsolete 

Amendment in Admission . 5 y~ars 
Guidelines 
Admission under Special 5y~_ars 
Dispensation of Hori'ble 
HRM- Lists orders {5,:_· 
recommendations: '-----------~----- ---------'---------~--~----------' 

(_ 



.. 
,I 
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r Matters relating to I Sports Control Board 

i) Meeting of the Sports Permanent 
Control Board: Agenda and 
Minutes 
ii) Policy matters 

i Infrastructure Sports & (a) 3 years or 1 year after Wherever court 
I i Games: the audit cases are pending, 
! (a) Correspondence the file is to be 
f (b) Sanction (b & c) Permanent in retained till the 

©Construction case of sanction order disposal of the 
court case 

· ·------1----i)---C-as_h_B_o_o_k --J---;(:-l -to--;l:-:-Il:-:-)-=-20=--y-ea-rs---~---'---'--....::..:::.=-------1 

ii) Ledger 
iii) Voucher files 
iv) Receipt File 
v) Advance File 

(iv, v) 3 years or 1 year 
! after the aud it 

1 
National Sports Meet 

i 
3 years or 1 year after the I 
audit 1 

I 
I 

I 
3 years or 1 year after the 
audit 

t-Adven_ture ~ctivities in i)Reimhtirsement of 40% 
I Kendriya Vidyalayas share of Adventure 
I A ctivitie~ , 
1 ii)2% VVN contribution of 
II SCBF ... ·... > . 

iii) FDR' $.t1i1k (.He 
I i V )codch in'g·i rfgames/sports 
I to K~hdrfyf\ltdyaJaya ' 

stlidcrHs: . . . 
~SGFl -Met:ls -- l)' _c6tf~~pl)Ji~le11ce· 3 yearsor 1 year after the 
I ·· , · 2) · exfJ!i!ii<liliJft.! au,iit:' 

t=Mis~~~atttrs . -··~--'--~--~-=.-=--=-==--··-_.··-'---·--""'"- _~i_~.L._C ye7i_--r_-_~_-_-:_-:::_-_-'_""""_'"""_-_-:'----_-_-_- _ 
-~·- ·- ... - .. •• .- ...... , .... 

·- 

I 

I 
I 
I 
I 
I 

I 
I 
I 
j 

I 
I 

i 
---·---- -- . - -- L 

i 
l 
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FINANCE ----------------- . ---------------.---------,---~----~ t NS~·-· I __ Main head J____ Sub--head · I Retention period ; Remarks 

• 1 '12 13 4 5 I------- - --j----------------1--------·- ----------j 
i 1 T\ ALL RULES & - \ Permanent 
\ POLICIES ON I I FINANCIAL 

f \MATIERS (i) All Records 
connected with _ 

\ expenditure which is I within the period of 

\ 

l:~itatioro fixed by law. 
(11) All Records 

I connected with 
expenditure on I projects. schemes or 

· ! works not completed Hf ~d~r~trii;$ . 
, connected, - · - - . with 

t ~1!il;*li1f 
. . ihdieated .. in ·. . the ':t~i!t:,·· 

'!;ti~it~l!~:r~; 
•?id). ; -__ ; : - __ · ... 

·_ tii)Cash B.o:pks _ - 

·~y~m:8vktihg and (11)10 years. 

-~---~":_,._"_· · \ .°.i;:~:rt rrl~~~;:_.--=t----:::--------+-----------l 
1 (111) Contingent.. 3 years. or one 
I experiditur~- -- year after 

. I completion of 
1
\.- _ audit, 

whichever is 

1----+-----------'---+\~-(-iv_.)_A~· rre~r ;la ims ~::~rs, or 1 
\

- (in~ludin~ sa~ctiOn year after L 
for investiqatiorr, completion of 

I where necessary). j ~udit, whichever 
; 1s later 

-----~-----·-----~ __j 

Permanent 

' 

2 Payments and 
-- recoveries.' 

l 
. I 

Li _ 

(1)2 years, or 
- orre year after 
cohipl'etio8 
of audit, · 
whichever is 
later. 



.r 

• • • r 
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i 
I 
I 
I 

\ 
I 
i 

\ PROVIDENT FUND 1
\ Papers relating to· ---1-1 year· 

\ ACCOUNTS (I) QPF Membership 
i 
I 
I 
L 
I 
I ; 
! 

(II) GPF Nomination. 

\ (Iii) Adjustment of 
i missing credits rn 
GPF 
Accounts 

(iv) Financing of 
Insurance 

1 year. 

1 year. 

1 year. 

, Subject to· 
Original 
nomination being 
placed in the 
Service Book of 
the employee 

Subject to an 
authenticated 
copy of the 

. sanction being I 
kept in the 1 

personal fife .. 

(v)Poli'.cies from GPF 
Acc6uhJs .. 
(vi)· f'iri.~l withdrawal 
tro.m-. ,.· ... ·.· 
GP Fond, e.q., for 
ho4$,~Jiuilding, 
·hi§h~rJechnical I eda6atiof'l of children, r etc> ... · ·. 

I (vii};:GP.~ annual 
· 15fote'ments. 

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

~--+---------~..,.+~--'-'~. _;-.,; :"'""· .~-----·-l'--=""'"·--:--....,....,--~--1--"---------I .. 
· i)T.AJTra11sf~[:_T.,~. 3 year of 

claims. . . settlement 'of 
ii) M'edical claims I claim; or one 
iii) L TC claim year after 

completion of 
autli( 

. wnichever is· 
later. 

--2 __ \ Erud;,et E~t~tesl 
tev1sed Esfimatas. 

4.~~;;(~· .... 

3 years The 
;pe/ibct 
•rel.ates to 

retention 
here 

·the. . 
/ BiidgeURevised 
' Esum·ates as 
\coir1~Hed by the 
i BudgetiAccounts 
- sectib·n tor the 
. b'epartment as a 
•whOte. 

________ ! 
1 Expenditure fTobe.weeded out 

I statements I after the I \ Appropriation 
l, J ! Accounts for the year 
·--·- Lb_ave been.finalized __,_ _ 

~ 
I 

I 
I 
I 

I 
I 
! 
! 
i ; 
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. . . . ... •. . . '"":'" '.•, . .,...._~ ._.,._._ . .,..~ -; ~-" 

·--~·------.------ 

~ 

I 

I 
Register of monthly. 1· 

I expenditure (Form I To be weeded out 
1 GFR i after the 
I 9) I Appropriation 

Accounts for the year 
have been finalized t-----+----------- 

Surety Bonds 3 years after the 
· . executed Bond ceases to be 
in favour of a 
. temporary . 
or a retiring 
Government 

servant. 

enforceable 

Files, papers and 
documents relating 
to 
contracts, 
agreements, 
etc. 

· I 

5 years after the 
contract/ agreement is 

I fulfilled or Terminated. 
In cases where audit 

I
.· objections . have been 
raised; however, the I nf1~vant · · · 

1 files· : ah? doc~ments 
1 shall nol, und~r- any I ¢).rc,uh,ste1,1ces. t)I;' 
I allowed to be 

j ~;s~f;};:,;~:t~;:ticns 
I m:l:~~;g~iu~~qred to 

I ©~• ~\ttii'l~f~?:t:: 
, ~:~~-:~~1;c;A~c6unts 
i 

. 

I 
I 

I: 
I 

PAYBTLL.OF 
EMPlQf~ES 

(a)·P~VBill· register 
OJft({e, 99P'.i'E?~\~r 
(b)EMabHihm,ent pay 

bills. for thf period 
fo(whi¢h pa'y bill 

r·eii?Jister rs 
maintained. 
(d) Acquittance. Roll 

(a) & 
(b)35- years. 

I (c /l<c});i.Y~ir~. 
or one year 

- after the 
completion of 
audit, 
whichever is 
later. 

--·- j 

f 



... 

I Muster Rolls 

=34= 

\ 
\ 

\ 

~ 

I 
Such period 
as may be 
prescribed in 
this behalf in 
the 
departmentai 
regulations 
subject to a 
minimum fo 
three 
financial 
years of 
payment 
excluding the 
financial year 
of 
payment. 

Bill Register . 
rn~intaJrjecl 

· in FormTR,2!3-A. 

5 years. 

···- - -I-'--~'"°"'"' · "---'--"-'"'-~~'------11-··· Paid dieque$' 5 yAars .. 
retyw~d .. ·. . ' 

>,bs,.tf;leJ;3ank to the 
·Auct\V . . 
Ai,tl~6unts Offfoe. . . . . ' . . 

~·--1---- 
TM counterfoils of · 
paid . cheques . 

· sheiUld be 

are 
·be 

in 
· .. c:Oiinection with ,;~f j~i"!£t :~: 
. d~~froyed . unless 

.•.. gm~t1~8aut~~~:rr:~ 
·· corlci,U.ctlng the 
: $h~~fryi. other 

111~r~: ~1~ 
,rppfrdble in this 
case before the 
counterfoils which 
are more than five 
years old are 
actually destroyed. 

1 · 

I 
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r-_ -------------------------·-··---· ---------.------~ I ADVANCES · ii (i) Car Advance Rules Permanent in 
1 (ii) Conveyance the case of 

!I Advance Departments 
Rules issuing the 
(iii) Cycle Advance rules, orders 

I Rules and 
(iv) Festival Advance instructions; I Rules· other 

I 
(v) GPF Advance Departments 
Rules · need · 
(vi) House Building keep only the 
Advance Rules I standing rules, 
(vii) Motor etc., · 
Gygl~/Scooter weeding out 

· f\-9,V~nce Rules· I the · · . 
. (y\)i} Pay Advance superseded · 

I lr;:::nc:ssion I~~;f ~n they 
~g~~g)ther '-\dvance 
F{p't~$' ; : : . • . 

A~i,;il~r: car 1 year ~r,::::t t~~~=i~: 
.. :iw~&l\196: . w.i,ti'.{~ reqlster; 

wi0~,i~1tant of cycle .. on~\n- case . of . 
i:~t· ··•-- ·_· oF~nt of motdr.1cartmotor · 
festivaVadvance. . cyd~1scu6t~r ,.,., . ' . '· . . and h6.usi t~vanl!~n!· of GPF bu'ilqih~ . 

adv~nc~~; 
(a) .: -: copy of 
sanction . being 
piact:fd · 
on. . personal 
files;•and 
(b) .·· i rnortaqaq 
e · deeds and 

a vance: other'· . 

. ~af_J yv: aa· nnccieX::: :; : ;~ t~!tt;::;~~~ly 
u in safe custody 

~,i) · Grant of other for. the period 
~dvances they are valid. 

_ _J_ ___,_l __ --:-:------'--------'------__J 

I 

I 
I ~ 



( 
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"' i 

I 

I 
I 

PENSION/ & 
INSURANCE 

Including 
Restructured New 
Defined Pension 
Scheme 2004 · 

(i) Rules and Orders 
(general aspects) 

I 
I 
I 

. 

·· ( a) ·Pre-verification of 
·_pe:nsion oases; 
(b) [rwalld pension 

·. (c) Family pension 
(cl} Other pensions 

. :· . 

Permanent in 
the case of 
Departments 
issuing the 
rules, orders 
and 
mstructions. 
other 
Departments · 
need keep only 
the standing 
rules and 
orders weeding 
out the 
superseded 
ones as and 
when they 
b~:fcome 

, obsolete. 

(a)3years. 

· .· (b)Tillone year 
. ~fter'the last 
peneficiary 
of tf,iE! family 

!iifaQ~ 
, ret~ii.te or 5 . 
ye-~rs · · 
whichever is 
d~l~t'·. 

{5\reats .. ·ctfC9rnmutat1on of 
p~'nsioh ·· ··· 

I . 
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ANNUAL MAINTENANCE 
CONTRACT- - - 

3 years or - I 
year after 
completion oi 
audit whichever 
is later.· 

HIRING OF VEHICLES- 3 years or I 
year after 

completion of 
audit whichever 

is later. t----------------------------t------------;---------1 
3 years or l 
year after. 

completion of 
audit whichever 

is later. · 

DIRECT PAYMENT- 

PROCUREMENT OF 
GOODS/EQUIPMENT 

3 years or I 
year after 

completion of 
- audit whichever 

_is· later; 
PROCUREMENT OF SERVICES 
. • : ·: ; l ~ . :·· · •.. 

- &.SUPP-1/Y:: --- 

- PtJJg Lt@i\(FJ;ON MA TIERS 

3fe1t:;;/ 
- cqfopjetion of 
audt( whfohever 

'.isJat~r, .: 

Jll~lt~~f 
audl(wn16hever - _ :::ts"1?t;i-:, - 

BtJDGET 
i3ubc'.fEf'iESTHvtATES FOR FiV,.B)'- i0:V8AR$ 
Y.Ei\R_f?.t-A·frs-· ·.:. -'.:".··~· .. ·~ 
B Uodit, EST! MA TES/ ·JtE'.VTSED ' --__ J years 
ESTIMATES - --_ ., .. ' _- - i-----------~--------'-- E X PEN i !J' URE STATEMENT To: be 'weeded 

6tit. · · after the . ', .• ........ - 

RECONCILIATION 

- ~ppropriJition 
- ~§cou~ts for the year. have been 

- t1h~1ized_ -· 
T<) be: weeded 
out -_ after the 
appropriation 
accounts for the 

- year have been 
finalized 

RE-APPROPRIATION 3 YEARS 
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SUPPLEMENTARY GRANTS 3 YEARS 
SPECIAL FACILITIES TO 
EMPLOYEES POSTED AT 
(a) NE REGION, 
(b) Kashmir Valley 
(c) other places 

K VS Permanent in 
case of ru lcs 
and policies 

' Expenditure Reform Commission Fivt; -~;~-;;~·-- ------- 
YVN Account YVN Deposit One Year 

VVN exemption of girl child Five Year 
_ VV~ Exemption (others) Five Year 
Permission for traveling by air for Three year 
non-entitled category between Delhi 
to Le~- 
.Delegatien of financial power Permanent 

·. padiam:enmry_ stano,H'1g comm ittee Five Year 
. 'pre bu,d-gefdiscfrs$iort 

- grar1t-:ih-:-aid Twoyear 
Permanent 

·-_. "A, _·. ---- -1· Iil)'·, · nnA,µa_:···r an 
. Sanction/Payment of HRA/CCA, 
HHI Area Allowance, Birder Area, 

· Rernute Lu<;aJity artt.h.>fher 
AHowance.to K Vsemployees 

Peiihtar\erit in 
respect of 
RLlies/ Policy 
Clarifications/ p~yrnents,etc 
Satictibh orders: 

. . .. _ - - _ .... ·,: .... _ i_ .. F~_ l~;y~e-· -~_rJ,,,,,A!,..,1,r-_ -'----4- 

:t;:t;~(tlt~t~•-~E~i,ficate- ·of·aJ--1 RdrfW~iii~-t 
Two year 

. f ~!-~tti:::~ioner to Five Year 
cenceraed' · 
Ministry and Hea:,d &f the Project 
Autn0rit~""- 
DA Rate, B0E1Us Two yearor till 

it is superceded 
by fresh orders 
Permanent 

Mer,g-er of 50% DA in BP Permanent 
.Pre-Primary inXVS Permanent 

f----------1---------'~~ 

Fee C0Hec.tio11 by Nationalized Bank Two Year 
--·---j-----------1 

Five Year Payment of contractual Teacher 

I 
I 
I 

I 
I. 
I , 
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Permanent 6th Pay Commission Report 
Permanent in 
case of Rules 
and Policies 
connected with 
opening of K Vs 

\ ~--· .. _ etc. 
l---------+----------------- 1Honorarium 3 years alter the Permanent in 

Small family Norms audit in case of case· of · Rules 
Cash handling allowance pa -ments etc a·nd Policies --· -- 

1.A.UDIT ANDAUDlT OBJECTION AND AUDIT 3 YEARS or 1 In. · case of 
ACCOUNTS PARAS: year after serious 

·. settlement of a 11 irregularities 
Conduction . · of Internal Audit/· audit paras \Yh:¢,r\:: ·. 
Special Audit/ StatulOf)' Audit- whichever, is Oepai:tfuental 

· later !dibh "has been 

~t::~i'o~;6ttr~~:y . IA team, ~,,~:~11 t~~ 

Reply to audit memos W~ff j~ental 

Double sliift in KVs located in 
Delhi/ Naida/ Ghaziabad One year 

·--------'!---=--,---~. 
Monthly. lnfrlniiatinn System 

-- 
1 year after the. ·.· 
period to which l 
· it p:ertain~ · Periodical Returns 

._·;,·,·.,·.1, 


