78

T yTaTof frad g
afefersz IV

frraeg T srreTaTeft F faateat ¥t we

(wPraroor wwr g afed)

e 1

e waer

0 4.~ ATITE

T qteelT 1-17

ArETeTaTefy wEThTR AT ¥ srefiewr wratamt F foare-
afrgTor GHA-FEt 9T yergw foard

T 18-19
BT -gurreRy 20-21
HaABA 22-28
KEIES 29-35

EECh]

L.
2.
3.

10.
11.
12.
13.
14.
15.
16.

o o 3 o 0

Ff e way afeq, e & & AR Araeaedandt
FH B A S AFH FAAA, AT AT ITEFT AT Gfqee o onfE wr = i &)

Tt frrt 7 qrnrg e @ an A feard gfaare wwa g (fremem @ @t @@ s qon s
TYEE AT THH I HA) '

ANT-1 AT AR e qaedqr F qatua e
T-11 -1 & few @ feard & faw s P

Prramrerr & Py syt @ P et s amor wvm et (T ST @ BreeRY), AT T e
upF a7 fafae frarl =p g afeq, sMEd 59 16 X &) ArFprITaTl @ featatad srdaey safet &
R § qaA Fepre afrearor awg gt 1 aree fear s

faer Aar womr

JUIER d4T TAT

AT Jar

& Wi @ FEtad

fasTos gar &ar

Frfares gt (fafawr) fafrer frnfor w6 e
atfterd NI &1 Fafaa amR, foel
Y 9 FAFH fatraa qar
Fqga U faerq fasmr
ATETITATR B qW B

FHATY giyrerr e (G



AIR MANUAL

APPENDIX IV

78

Record Management for Directorate & AIR Stations/ Offices (including Retention Scheduie)
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10.

RECORD MANAGEMENT

GENERAL GUIDELINES

The Record Retention Schedule of the substantive function has been duly vetted as required under
para 79 (d) of the Manual of Office Procedure with a view to ensure an appropriate period for their
disposal.

The schedule is prepared section-wise and Office-wise and as such, it is comprehensive denoting the
complete activity of each Section/Office. This will as-such facilitate the recording reviewing and
weeding out of records in the sections/ offices.

To ensure that adequate notice is being taken regarding the expanding activities of the Department,
this schedule required to be revised after 5 years to include the new items of work required under
para 6 of the Archival Policy Resolution.

Every care has been taken to include all the record group in the retention schedule but in case any
record group is left out by chance, the period of the same may be determined in consultation with
the National Archives of India. Similarly, new record series which formulate from time to time may
be added in proper sequence in the Retention Schedule after consultation with the National
Archives of India. It may, therefore, be ensured that the aforesaid work is attended to properly.

The schedule is prepared on the basis of Main-Head and Sub-Head being dealt with in the
Section/ Office and similarly the period of retention is provided after considering the importance of
the record groups.

‘A’, ‘B’ and ‘C’ in the schedule stands as the classifications of records as provided under para 81 of
the Manual of Office Procedure. It may be ensured that files should be “CLASSIFIED” as specified
in the schedule at the time of recording and reviewing.

Class ‘A’ and ‘B’ files are to be reviewed on attaining the 25th years of their life in consultation with
the National Archives of India. The Departmental Record Officer should, therefore, ensure that
files “Classified” as ‘A’ and ‘B’ in the Retention Schedule are received in the Departmental Record
room and a proper liaison is maintained in respect of reviewing of such files with concerned Section
Officers and vis-a-vis the National Archives of India for transferring these records for permanent
custody as required under para 84(8) of the Manual of Office Procedure. All ‘Cclass files should be
reviewed before they are destroyed. The files which are marked as ‘C-10 in the Schedule may be
further reviewed in consultation with the Branch Officers concerned and may be either upgraded as
‘B’ or destroyed as the case may be.

The year of review of Class ‘C’ file will be reckened with reference to the year of their closing and
that for class ‘A’ and ‘B’ files with reference to the year of their opening as prescribed under para
84(4) of the Manual of Office Procedure.

Index slips should invariably be prepared of the files 5o as to facilitate the compilation of Annual
Indexes while recording the files as required under para 82 of the Manual of Office Procedure.

It is also essential to de-classify the Secret/ Confidential files as per para 7(d) of the Archival Policy
Resolution which states that “Classified files remaining untransferred to the National Archives of
India at the end of the stipulated period should be appraised once in five years with a view to down
grading them and down graded files fit for permanent preservation transferred to National
Archives of India. Unlike the non-classified files, the classified files if so warranted by the
Department itself might be retained for a longer period than 25 years. The period after which each
such series of “Classified files” can be “declassified should be determined by the concerned officers.
After de-classification, these files should be amalgamated in their respective “non-confidential”
Series.
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11.

12.

13.

14.

15.

16.

17.

All Divisions/Sections should also try to avoid opening of files under the head “miscellaneous”.
Instead, efforts should be made to open the files under some specific head. It will help in retrieving
of information quickly on particular subject.

The information pertaining to the records which are more than 25 years old may be sent to the
National Archives of India periodically.

In case of files relating to the Commissions/ Committies/ Conferences/as specific in the Retention
Schedule, the originating section should keep all records connected with the Appointment/
Constitution/ Agenda/Minutes where as other sections may keep only these files which are
concerned with the follow up action to be taken by them for reference purposes.

Similarly, all sections/offices should ensure that 5 copies of all Printed Reports/Proceedings/
Printed Brochers etc. should be transferred to the Departmental Library for reference purposes as
indicated in the remarks column of the Retention Schedule.

To ensure proper implementation of the Retention Schedule, adequate attention should be paid to
the various provisions as laid down under para 95 of the Manual of Office Procedure which stress
on the need of preparing Monthly Progress Reports of Recording and Reviewing of files. Needless
to point out that, while exercise of preparing the Retention Schedule will be unfruitful if the proper
recording is not attended to as required in the present Retention Schedule.

The proper implementation of the Retention Schedule depends on the establishment of a well
organised Departmental Record Room which is pre-requisit for record management programme of
any Department. It is, therefore, suggested that an organised record room should be set up in the
Department to attend to the various functions as specified in paras 82 and 84 of the Manual of
Office Procedure. The Record Room should also be placed under the charge of a trained
Departmental Record Officer as required under para 3 of the Archival policy Resolution.

A copy of the Study Report of the team of Officers of the National Archives of India, who
conducted the Study the observations made by them and the suggestion of the team are given in the
subsequent paragraphs.

Note. 1. All Administrative Sections and other Section dealing with establishment matters, house-keeping jobs, CRs etc. will

follow the Record Retention Schedule in respect of records common to all Departments, which has been given in
Annexure I11.

2. Sections other than the above shall follow the Record Retention Schedule mentioned in Annexure 1V.
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STUDY REPORT ON THE RETENTION SCHEDULE FOR RECORDS OF THE
SUBORDINATE OFFICES OF DG: AIR: NEW DELHI

18. The Retention Schedules for records peculiar to 11 undermentioned subordinate offices of the
Directorate General: All India Radio have been drawn up as required under para 6 of the Archival
Policy Resolution.

Sl No. Office Annexure No.
I. External Services DiVISION . ..uvvveetnenreereeustoenentoneneseensaasanssssasscnns 5
II. News Services DiVISION v v v vttt inennneeeeeeaeooseseieasasassesasesnnanssons . 6

III. Monitoring Service, Aya Nagar, New Delhi .......... ..ot 7
IV. Chief Engineer, N. Zone, Jam Nagar House, New Delhi ............ooooiiiiiiinn, 8
V. Commercial Broadcasting Service, New Delhi .......cooviiiiiiiiiiiiiiii i 9
VI. Executive Engineer (Civil) Puspa Bhavan, New Delhi ....... e s 10

VII. High Power Transmitter, Kingsway Camp, Delhi .........ccovviiiiiiiiiiiiiiinnns, 11

VIII. High Power Transmitter, Khampur, Delhi .......cooiiiiiiiiiiiiiiiiiiiiiiiiiiina, 12
IX. Transcription & Programme Exchange Services, New Delhi ..................c000nt, 13
X. Research & Development, LP. Estate ........cociiiiiiiiiiiiniiiiriinriernronneens 14
XI. All India Radio Station, New Delhi ......cviiiiiiiiiniiiiiiiiiiiiiiiinnenennnns 15

XII. Staff Training Institute (Technical) New Delhi ........cciiiiiiiiiiiiiiiiiiininnn. 16

19. Every care has been taken to make the Retention Schedule as comprehensive as possinle, However,
if any subjept head is found missing, the same may be added in the retention schedule and its
retention period may be accorded in consultation with National Archives of India. Similarly new
record series which come into existance in future, may also be added in this Retention Schedule at
proper sequence and retention period thereof be accorded in consultation with the National
Archives of India.

Note: Offices/Stations similar to the above will follow the same retention schedule as has been recommended for the above

office.

MODUS OPERANDI

20.

21.

With a view to determine appropriate retention period of each record groups, the study of records
was done in depth and suitable retention period has been accorded to each record series after
ascertained their Administrative, Financial, Legal, Social and Historical values. In this connection,
a large number of current/semi-current files and file registers of each subordinate cffices were also
examined. Discussions with concerned officers of the each section of all the subordinate offices of
Directorate General All India Radio were also held for better appreciation of various subject heads.

Procedure in respect of recording, classification and reviewing of records as prescribed in the
Manual of Office Procedure (Diglot Edition) were kept in view while compiling the Retention
Schedule. Besides, the officers of the team utilised their experience they have gained in the field of
compilation of Retention Schedule of records of various Ministries/ Departments.
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OBSERVATIONS:

22.

23.

24.

25.

26.

27.

28.

It has been observed during the study that files in the subordinate offices have not been opened
under the Main Head, Sub Head as required under Chapter IX of Manual of Office Procedure.

Most of the sections are not maintaining file registers for the files opened in a year. Only a typed list
is kept in the sections which is contrary to the provisions made in para 70 of the Manual of Office
Procedure.

It has also been noticed that all the sections are not recording their files regularly even after the
action on the file is completed. As per para 80 of the Manual of Office Procedure a file should be
recorded as soon as action on it is completed.

Semi-current files which are more than 3 years old were also found lying in the various sections of
these subordinate offices. They are not sent regularly to Departmental Record Room and are
occupying costly working space in the offices.

Reference media in the form of indexes of records was also not noticed in any of these offices.

The practice of opening files under the head misc. is also prevalent in almost all the subordinate
offices of Directorate General, All India Radio, which will make retrieval of information very
difficult at a later stage.

The team also inspected Departmental Record Rooms of these subordinate offices of Directorate
General All India Radio. It was generally observed that the record rooms are not manned by full
time staff, with the result records are not maintained properly. Dust has also accumulated on the
files. In some of the offices the files were lying on the floor that too in a disorderly manner. In most
of the offices no fire fighting equipment have been noticed near the record room.

SUGGESTIONS:

29.

30.

31.

32.

33.

A proper filing system is pre-requisite of a sound record management. It is, therefore, advised that
subject classification/functional filing, system based on the instructions laid down in Chapter IX of
the Central Secretariat Manual of Office Procedure may be evolved and introduced all All India
Radio Stations/Offices.

Each section should maintain a file register of its own to have a record of files opened during a

~calendar year. In this regard instructions contained in para 70 and Appendix 17 of Manual of Office

Procedure may be consulted.

All semi-current files which are more than 3 years old should be transferred to the departmental
Record Room. Para 83(i) of Manual, clearly states that, recorded files will be serially arranged in
section concerned for not more than 3 calendar years. There after they will be transferred to the
Departmental Record Room.

Reference media in the form of indexes of ‘A’, ‘B’ and those of ‘C’ category files which are required
to be kept for 10 years, should be prepared in each section, which will help in retrieval of
information quickly.

As far as possible files should be opened under a sepcific main head, sub-head and not under a misc.
head.
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34.

3s.

Files should be recorded after action on the issues considered thereon has been completed. While
recording files paras 81 & 82 of the Manuai should be consulted.

Each office should provide a suitable space to house their semi-current records. Records should be
kept on steel racks, duly arranged. For proper maintenance of records, full time trained staff should
be posted in the record rooms as required under para 3 of the Archival Policy Resolution. Fire
fighting equipment should be installed near the record room to avoid any possible damage by
accidental fire. Minimum requirements of the Record Room are given in Annexure I for guidence.

(Authority: National Archives of India letter No.17-4-15 (5) 82-Rs dated 5.1.84 and Directorate’s No.A-1 1019/4/83-Scor dt.

36.

20.3.84 and 13/19.6.84.)

As stated in para 19 above with regard to such record which is not covered by Annexures 5to 16 a
reference is invited to DG, AIR, Memo. Nos. Weedge-1/58-Scor dated 18.5.59, 17(72)D2/ 58,
dated 14.9.59 & 12.7.60, 3(1) A&G/59, dated 13.11.59 25(1)60-P6 dated 17.2.1960, 1-7-60, 6-8-60 &
7/17/65-Scor, dated 1-12-69 which contained the period & preservation for various records &
following guidelines for weeding out of old record, which may also be kept in view:

(I) The General Financial Ruies contain instructions regarding accounts records common to all
Government Offices vide Appendix 13 of GFRs. 1963. Appendix V-A of the Cabinet
Secretariat Manual of Office Procedure also contains similar instructions regarding records
prescribed in that Manual.

(2) The period of preservation indicated in the Annexures should be reckoned from the last date
of the latest official year covered by the record.

Note: The preservation period of a contract is to be reckoned from the last date of the official year in which it is marked for

destruction i.e., the preservation period is to be counted from the last date of the year in which it becomes known that no
action is to be taken in connection with the contract in question. In case a copy of recording has been supplied to the
PEU or to other Stations of AIR, then the destruction of the contract should be under intimation to them. The contracts
pertaining to recordings in the National Archives should, however, be preserved.

(Authority: DG AIR Memo No.27/2/71-P5 dated 23rd February, 1972).

(3) Records which pertain to-accounts should not be destroyed without getting the concurrence of
the Accountant General concerned, even if they had been already preserved for the prescribed
period.

(4) Records relating to audit objections should on ro account be destroyed if the objections is still
pending.

(5) InJanuary of every year the record-keeper will send to the Sections concerned the files marked
for destructionin that year. These will be examined by the Section Officers. Files which appear
still to be of use will be kept for a further period. The remaining files will be separated from the
file bundles and after being marked for destruction in the File Register shall be sent to the
Records Room for destruction. Full details of all records destroyed from time to time should
be kept in each Section.

(6) Accounts and General records should be preserved for the periods indicated in Annexure 17.
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37.

Destruction of Old records
When a file is recorded, it should be stamped with a rubber stamp of the following description:

“To be destroyed in :
and the year up to which it is to be preserved in accordance with the orders in this regard should be

entered therein under the initials of a responsible officer. Files which are of a purely ephemeral
nature should not be recorded but destroyed as soon as they are one year old. The records due for
destruction should be examined by the officers who disposed of the files concerned and they should
either mark them for destruction or for further retention either in whole or in part. These files
should be examined by the Assistant Station Director or Programme Executive. The list of files
should be put up to the Head of the Station/Office and his orders obtained. A certificate of
destruction should be recorded on the lists which should be preserved permanently for reference.
Care should be taken to see that files containing papers which are important or are likely to be
important in future are not destroyed, e.g. Paras containing discussions of i 1mportant principles
and questions of policy.

”
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Annexure I
(See Paragraph 35)

MINIMUM REQUIREMENTS FOR A RECORD RCOM INCLUDING FIRE FIGHTING
ARRANGEMENTS

1. INTRODUCTORY

’

All Ministries and Departments of the Government are expected to have their own Record Rooms. But
at present only a few Ministries/ Departments have proper Record Rooms. In some cases even those
Ministries/ Departments who have their own buildings have their Record Rooms in ordinary office
rooms. Occasional Survey of conditions of maintenance and preservation of records in Government
Departments have shown that adequate measures which will ensure proper upkeep and longevity of
records are wanting.

1.1. The present note, therefore, discusses and lays down the basic requirements which are essential for
the health of the semi-current and non-current records which the Ministries/ Departments have to
preserve till their retirement to the National Archives.

1.2. The salient features described below do not take into consideration the broad guidelines which have
to be kept in view while planning new buildings for offices with adequately well equipped Record Rooms
for which a reference to “IS: 2663-1964 Code of practice for the Basic Elements in the Design of Building
for Archives” will be helpful.

2. Record Room

2.1. A separate Record Room/stack area is a vital necessity for all Government Ministries and
Departments. A Record Room should as far as possible, be located either on the ground floor of a
building or in the court-vatds in the interior they should be fitted with netal grills and wire nesh nets. To
avoid splasing of rain water in the room rain shades should be provided atall these openings. For reasons
of safety of records and security it is advisable to permit limited entry into such rooms.

2.2. The floor of a Record Room should be such as to permit easy movement of records carrying trolleys
etc.

2.3. Where accommodation and design so permits, the stack area, the record reference and reception
portions should be separate.

3. Drainage

3.1. While selecting the location of the Record Room, it may be ensured that no water pipes or drainge
pass near, above, or under the Record Room building. Further, in order to prevantany inflow of water in
the stacks due to blockage of drains or accidental damage to water pipes in the building, its floor level
should be raised a few centimeters above the general level of the other floors of the building.

3.2. To allow free movement of trolleys. ramps should be provided near the entrance.
4. Air Conditioning
4.1. Storage of records in an air-conditioned atmosphere is conducive to its longevity. Air-conditioning

is, therefore, essential for Record Rooms. In existing buildings which do not have central air-
conditioning, use of package type air-conditioner or window type air-conditioner is recommended.
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4.2. For effective air-conditioning, ventilation should be so planned as to permit minimum leakage of
the conditioned atmosphere. While calculating conditioning load, bulk of shelving equipment, archive
material, the number of persons sitting in the Record Room, the bulk of records moving in and out, and
the lighting wattage should be taken into account.

4.3. Humidity and temperature in conditioned Record Rooms should be measured regularly. The
ambient conditions for storage of records are (i) temp. 22°-25°C and (ii) relative humidity 45%.

4.4. In order to maintain proper humidity control in the conditioned area, it is necessary that
permeation of dampness through the walls or floors does not take place. The floor should be laid water
proof and the walls should be given water proof oil paint coating.

4.5. While considering air-conditioning of the Record Rooms, it may be taken into account that the air-
conditioning plant has to be planned for clock-wise air-conditioning all the year round. Such running of
plant will often lead to occasional service break downs, and a provision for stand by plant may have to be
made. Otherwise such breakdowns are likely to create conditions which lead to accelerated damage to
records.

5. Non-Conditioned Area

5.1. Keeping in view economy in resources, in many cases, it may not be possible to get Record Rooms
air-conditioned. In such a case step should be taken to provide circulation of air in the storage room by
providing air-circulators, fans and exhaust fans to conteract the effect of high humidity and prevent
formation of pockets of stagnant air in the storage room. Use of chemicals, like silica gel or slaked lime in
enamelled or glazed earthen pots, help to reduce humidity in the room. Mechanical dehumidifiers are
now available and during rains their use will help check the deleterious influence of excessively humid
climate.

5.2. Temperature in Record Rooms can be kept within reasonable range by choosing such rooms, which
are in the interior or have a veranda around them. During summer, if the Record Room is fitted with air-
circulators, electric fans and exhaust fans for proper circulation of air, high temperature can be brought
down by installation of room coolers in windows. Care should be taken to see that direct sunlight does
not fall on the records. This can be achieved by fitting either ground glass panes or heat resistant glass
panes on the windows and by providing curtains.

6. Shelving

6.1. Shelvingin a Record Room should be functional, durable easy to clean, simple in design and which
offers maximum protection to the records. It should provide maximum safety from fire, dust etc. and
offer maximum facility and convenience for servicing.

6.2. Shelves should be fixed away from the walls on upright fixers and equi-distance throughout the
storage area. Distance between successive shelf rows may vary from 0.71 M to 1 M with a central
gangway of 1.5-2 M orin accordance with the requirements laid down in “IS: 2663-1964 Code of practice
for the Basic Elements in the Design of Buildings for Archives” distance between successive rows of
shelves may depend on the dimensions of records files and the manner of keeping the record series on
them. A persual of Indian Standards Code referred to above will be helpful.
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6.3. If steel shelving is provided in the Record Room it should be painted rust proof. The paint sl.lould be
stable and non-injurious to documents. Steel shelves may preferably be slotted for vertical fr.ee
circulation of air. Where wooden shelves are provided the wood should be protected against termite
infestation. Sharp edges and corners in the shelves and support, which can result in physical damage to
documents, should be rounded off.

7. Storage

71. Collections in Record Rooms differ in bulk, size and shape and commonly consist of bound
volumes, loose sheets, files, manuscripts, maps, charts, plans & drawings. Shelving arrangement needed
for specific materials need designing according to the nature, shape and bulk of the material. While
designing these shelves it may be ensured that neither these nor the materials kept on them to, either the
walls, ceiling or the fioor. The distance from wall, ceiling and floor should be atieast six inches (15 cm.).

7.2. The records should be loosely packed on the shelves to enable free circulation of air and prevent
formation of pockets of high humidity. Unbound records may either be tied between 2 pieces of 5 ply
boards or kept in carton boxes for safety.

7.3. Use may be made of step ladders or platform type ladders and trolleys fixed with swivel castors for
movement and proper servicing of records.

7.4. For safeguarding the records against damage due to insect infestation, the Record Room should be
sprayde with insecticidal solutions beneath the shelves, behind the cabinets and also in corners etc. All
cracks in the floor and walls should be filled up to deny any hiding place to pests. Use of spray guns or
pressure guns or any other similar equipment can be made. However, only these chemicals should be
sprayed whose effect on the durability and permanency of paper and other record components has been
properly studied.

In a non-conditioned area, use of preservatives like naphthalene in the form of balls tied in meshed
cloth or bricks kept on shelves helps to keep the records safe from insects. The insecticidal formulations
like flit, shell-tox and other related insecticides are effective.

Much damage to record is usually done by rodents. Whereas it is desirable to prevent their entry into
the Record Room by using proper wire mesh at the outlet drains, a few rate traps should be kept handy
for eliminating their menance in case of their entry in the Record Room. Neither eatables nor smoking
nor naked flame should be allowed in the storage area.

7.5. At the first sign of rise in humidity in the Record Room preventive action should be initiated. Also
help of institutions like he National Archives, New Delhi, should invariably be sought when any insect
infestation or fungus growth is noticed or detected.

Inspite of dust proof buildings and air-conditioning, dust does find its way to the stored materials.
Regular dusting operation in the storage area with the help of a vacuum cleaner is, therefore, desirable to
remove dust from the stored material. The Record Room itself should also be kept absolutely clean.
Staff engaged in dusting should be provided with dust respirators. A cloth bag with surgical lining which
can be changed occasionally, works as a satisfactory respirator.
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8. Lighting

8.1. Good lighting with either natural or artificial light is necessary for every Record Room. Modern
lighting practice is to provide diffused lights or varying intensity for different rooms. Lighting can be
improved by using paints that reflect light.

9. Fire Fighting Arrangements

9.1. To protect against any accidental fire, all electric wiring should be through conduits and the main
control switches of lights etc. installed in the storage area should be located outside the Record Room.
As far as possible the Record Room should be made fire resistant. In big Record Rooms the storage
space should be divided into separate fire resistant compartments and additional automatic dampers
should be installed in the centrally air-conditioned ducts to ensure the immediate closure and thereby
preventing the spread of fire to other compartments. It is advisable to provide emergency exists besides
the main entry door to the Record Room to remove valuable archival material to safety when necessary.
Every Record Room should be fitted with a fire detection alrarm system to detect any fire in the storage
area. Use of naked light, heaters and smoking in the room should be prohibited. Asa preventive measure
against accidental fires, all light and power circuits should be switched off after office hours. Watch and
Ward staff provided for this area may use torches if necessary. Use of temporary lights, loose and
ordinary flexible wire for fans, aircirculators and other electrical appliances for the repository should be
avoided and instead workshop braded and armoured flexible wire should be used. Electrical appliances
and fittings in the repository should be periodically checked for loose conrtections and defects rectified.

9.2. For combating fires, adequate equipment of carbon dioxide Co, type should be provided at
suitable places in the building for easy accessibility. Besides, water pipes and hoses should be installed at
convenient points to fight any major conflagration.

9.3. All the equipment for either detecting of fire or combating of fire should be checked at regular
intervals to ensure their being in active operative state at all times. Similarly, staff connected with the
storage of records should be trained in fire fighting. A fire drill may be arranged at least one in two
months to keep the trained staff alert.

9.4. Instructions regarding preventon of fire and fire fighting in case of fire for the common man should
be prominently displayed in the Record Room. Likewise telephone number of the District Fire Service
for contact in emergency should be prominently displayed at a central place in the Record Room. It will
help seeking quick aid of the export fire fighting agencies whenever exigencies so demand.

10. Care & Vigilance

10.1. To sump up, good house keeping, creation of hygienic conditions proper breathing environment,
combined with constant staff vigilance alone facilitate the maintaining of records in healthy state and for
prolonging their life.

Note: For list of firms dealing in various equipment and materials for conservation, please sse ANNEXURE-II.
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Annexure 11

(See Annexure I—Note below Para 10-1)

LIST OF FIRMS DEALING IN VACUUM CLEANERS, FIRE FIGHTING
EQUIPMENT AND PRESERVATIVES ETC.

A. Spray Machine
1. M/s America Spraying and Pressing Works (P) Ltd.,
Malad, Bombay-46.

2.  M/s Khandelwal Amarnath,
21/31/Shakti Nagar, Delhi 7.

3. M/s. Jardin Henderson Ltd.,
4, Clive Row, P.O.B. No. 73, Calcutta-1.

B. Vacuum Cleaner ,
1.  M/s. General Electric Co. of India Ltd.,
Connaught House, Connaught Place, New Delhi-110001.
2. M/s. Rallis India Ltd.,
10/90-B, Connaught Circus, New Delhi-110001.

3.  M/s Gardeners Corporation,
P.B. No. 299, 6, Doctors Lane, New Delhi.

4. M/s Hindustan General Electrical Corp Ltd.
5, Royal Exchange Place, Calcutta.

5.  M/s. Spencer & Co. Ltd.,
19-A Alipere Road, Delhi-110054.

C. Fire-Fighting Equipment
1. M/s Minimax Ltd.,
Mercantile Building, Lall Bazar, Calcutta.

2.  M/s. Zenith Fire Service,
166, Dadabhai Naroji Road, Bombay-1.

3. M/s Koverji Devshi & Co. Pvt. Ltd.,
Arun Chambers, Tradeo Road Bombay.
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4.

M/s. Vijay Machinery Store.
Plot No.35 Chandival Village, Bombay-400072.

D. Napthalene

1.

M/s Barare Coke Co. Ltd.
4 Clive Row, Calcutta.

M/s Bengal Chemical & Pharmaceutical Works Ltd.,

6, Ganesh Chander Avenue, Calcutta.

M/s Shalimar Tar Products Ltd.,

Mercantile Building, E-Block, Connaught Place, New Delhi-110001.
M/s Bird & Co.

74 Janpath, New Delhi-110001.

M/s Bengal Tar Products,
6/22 Roop Nagar, Delhi-6.

E. Insecticidal Solutions, ‘Flit’ ‘Shelltox’

Any local firm dealing in chemicals and general merchandise.

F. Dehumidifier
1. M/s Technical Referigeration Industries,
Mangra Bhawan, No.2, Dr. Annie Besant Road, Bombay
2. M/s C. Docotor & Co., 11, Bruce Street, Bombay-1 or Bank of Baroda Building, Gandhi

Road Ahmedabad-1.

G. For measuring Temperature and Humidity: Thermograph

1.

2.

M/s. Bestobell India Pvt. Ltd.,
21, Camac Street, Calcutta-16.

M/s Sehgal Sons,
A-14/3, Asaf Ali Road, New Delhi.
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H. For Measuring Relative Humidity: HAIR Hygrometer (Dial Type)
1. M/s Sehgal Sons,
A-14/3 Asaf Ali Road, New Delhi.

2. M/s Starch & Allied Products
Electronics Division, 308 Kharck Bazar, Bombay-9.
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Annexure 111
(Please see Note 1 below Para 17)

92

RECORD RETENTION SCHEDULE IN RESPECT OF RECORDS COMMON TO ALL
DEPARTMENTS

(To be followed by all Staff Sections of the Directorate & other Administrative Sections at
Stations)

Part I—Record relating to establishment and House-keeping work

A-ESTABLISHMENT

Description of record

Main head Sub-head Retention period Remarks
1 2 3 4
I'l. Creation and 11, Continuance/abolition/ I year Subject to particulars of sanctions
classification of revival of posts being noted in Establishment/
posts Sanction Register
12.  Conversion of 10 years Subject to particular of sanctions
temporary posts into being noted in Establishment/
permanent ones Sanction Register
13. Creation of posts 10 years Subject to particulars of sanctions

14.  Revision of scales of
pay

15.  Upgrading of posts

Permanent in the case
of departments issuing
the orders and
departments concerned;
other departments

need keep only the
standing orders, weed-
ing out the superseded
ones as and when they
become obsolete.

10 years

being noted in Establishment/
Sanction Register

Subject to particulars of sanctions
being noted in Establishment/
Sanction Register

Subject to particulars of sanctions
being noted in Establishment/
Sanction Register
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12. Recruitment 1.

Recruitment (general
aspects) including
provisions of the
Constitution

Appointment of
dependents of deceased
employees

Appointment of
honorary workers

Appointment of non-
Indians

Estimate (annual) of
vacancies
Employment priorities
and maintenance of

‘roster.

UPSC (Exemption from
Consultation)
Regulations

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

10 years

10 years

10 years

1 year

(a) 10 years in
respect of Scheduled
Castes/ Tribes

(b) 5 years in the case
of others.

Permanent in the case
of departments issuing
the orders and the
departments concerned;
other departments need
keep only the standing
orders, weeding out the
superseded ones as and

when they become obsolete.
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Subject to the application of the
candidate and an authenticated copy
of the order of appointment being
kept on the personal file

Subject to the bio-data/application
of the candidate and an
authenticated copy of the order of
appointment being kept on the
personal file

Subjeot to the application of the
candidate and an authenticated copy
of the order of appointment being
kept on the personal file
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20.

21.

22.

23.

24,

" 25.

26.

Framing of recruitment
rules

Notification to and

release of vacancies

by

(i) Local employment
exchange

(ii) D.GE. & T.

Nomination of
candidates by local
employment exchange
and their selection

Recruitment through
employment exchange
(general aspects)

Recruitment through

Department of Personal

and Administrative
Reforms

Recruitment by
ministries
Recruitment from open
market, including
advertisements and
inviting of
applications
Recruitment through
UPSC including
requisitions for
recruitment and
recommendations of
UPSC.

(i) Class I

(if) Class 11

(i) Class 11

(non gazetted)

Recruitment otherwise
than through UPSC

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

Subject to the application of the

10 years successful candidate and an
authenticated copy of the order of
appointment being kept on the
personal file

10 years Subject to the application of the
successful candidate and an
authenticated copy of the order of
appointment being kept on the
personal file
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27.

29.

3L

33.

*35.

Reservation in

services:

(a) Schedule Castes/
Scheduled Tribes

(b) Others

Return regarding
appointment and

promotion made without
consultation with UPSC

Selection Committees
for recruitment of
personnel:

(a) Constitution

(b) Proceedings

Relaxation of age/
educational
qualifications

Condonation of break
in service

Engagement of casual
labour

10 years

5 years

1 year

3 years; or 1 year after
reconstitution, which-
ever is later

Feriod of limitation or
3 years, whichever is
later

3 years

5 years

3 years; or | year
after completion of
audit, whichever is
later.
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The Department of Personnei &
Administrative Reforms and
Commissioner for Scheduled
Castes and Scheduled Tribes as
authorities responsible for overall
policy and co-ordination in the
matter, may keep such record for
appropriate longer periods to be
prescribed by them in their
respective record retention
schedule

Subject to: (a) files not being
closed till after the presentation
of the Commission’s report to
Parliament; and (b) correspond-
ence regarding difference of
opinion between the UPSC
and the administrative
department being dealt with
on the appropriate recruitment
file

Subject to a suitable entry
being made in the appropriate
service record (i.e. service book
or service card) and an
authenticated copy of copy of
the order being placed on

Vol. 11 of service book/ personal
file

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
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14. Scheduled Castes and
Scheduled Tribes

15. Retrenchment

1.

13.

12.

14.
1S.

16.

Representation in
posts and services—
policy and implement-
ation of safeguards

Reservation of
vacancies (including
grouping of posts, and
exclusion of posts
from reservation
orders)

De-reservation of
vacencies
Complaints from
associations regard-
ing non-observance of
of reservation in
service

Annual statement
regarding representa-
tion of Scheduled
Castes/Scheduled
Tribes

General Principles

Class 1

Class 11

Class 1I (non-gazetted)
Class 111

Class IV
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Permanent in the case

of departments issuing
the orders, instructions,
etc; other departments
need maintain only the
standing orders and
instructions, weeding

out the superseded ones
as and when they become
obsolete

The Department of Peronnel and
Administrative Reforms and the
Commissioner for Scheduled Castes
and Scheduled Tribes, as authorities
responsible for overall policy and
coordination in the matter, may
keep such record for appropriate
longer periods to be prescribed by
them in their respective record
retention schedules

10 years

5 years

1 year

Permanent in the case

of departments issuing

the orders, instructions

etc; other departments

need keep only the

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

3 years A copy of the order will be placed

on the personal file
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16. Verification/re-
verification of
character and
antecedents

17. Medical examination

19. Personal files
(gazetted)

11

Rules (general
aspects)

Class 1

Class 11

Class II (Non-gazetted)
Class III

Class 1V

Rules (general
aspects)

Class I

Class 11

Class 11 (non-gazetted)
Class 111

Class 1V

Secretaries/ Special
Secretaries/ Additional
Secretaries

Joint Secretaries

Permanent in the case of
departments issuing the

rules. orders and
instructions; other
departments need keep
only the standing rules
etc., weeding out the

superseded ones as and

when they become
obsolete.

1 year

Permanent in the case
of departments issuing
the rules, orders and
instructions; other
departments need keep
only the standing rules
etc., weeding out the
superseded ones as and

when they become obsolete

| year

(a) Those eligible for

retirement/terminal
benefits: 3 years
after issue of final
pension/ gratuity
payment order

(b) Others: 3 years
after they have
ceased to be in
service
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Subject to a suitable entry being
made in the appropriate service
record and the verification report
itself being kept in Vol.II of

the service book/ personal file.

Subject to a suitable entry being
made in the appropriate service
record and report itself being

placed in Vol.II of service book/
personal file.

On the expiry of the specified
retention period, personal files of
officials who have made significant
contribution in any field of activity
(e.g. administrative, scientific,
economic, social) and have won
national/ international recognition,
should be retired to the National
Archives
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20. Personal files (non-
gazetted

‘Stenographers

Directors/ Deputy
Secretaries

Under Secretaries
Section Officers

Stenographers
(selection grade)

Stenographer (grade I)

Correspondence regard-
ing rquisition,
transfer, return etc.

Research Assistants/
Technical Assistants/
Statistical Assistants

Assistants

(grade 11)
Investigators
UDC

Stenographers
(grade 11I)
LDC

Staff car drivers

Jamadars/daftries
Peons

Farashes

Sweepers

—

Correspondence regard-
ing requisition,
transfer etc.

1 year

(a) Those eligible for retire-
ment/terminal benefits:
3 years after issue of
final pension/ gratuity
payment order

(b) Others: 3 years after
they have ceased to be in
service

1 year

98

On the expiry of the specified
retention period, personal files of
officials who have made significant
contribution in any field of

In any field of activity (e.g.)
administrative, scientific, economic,
social) and have won national/inter-
national recognition, should be
retired to the National Archives.
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21.

Service records

15.

19.

20.

History of services

Class I -
Class 11

Change in name of a
government servant

Alteration in the
date of birth

Change in qualifi-
cation of government
servent

Civil list, grada-

tion/seniority list:

(a) in the case of
department prepar-
ing and bringing

out the compilation:

(b) in the case of
other departments,
(i.e. those supply-
ing information for
such compilation)

Verification of age
and educational
qualifications

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

99

(a) For departments preparing
and bringing out the
compilation: 3 years

(b) For other departments
(i.e. those supplying
material for inclusion
1 year after issue of
compilation

3 years 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 life.

3 years Subject to a suitable entry being
made in the appropriate service
record and an authenticated copy of
the order being placed in Vol. 11
of service book/ personal file.

3 years Subject to a suitable entry being
made in the appropriate service
record and an authenticated copy of
the order being placed in Vol. II
of service book/ personal file

3 years

1 year after issue of relevant
compilation

I year Subject to authenticated copies of
the relevant certificates being kept
in Vol. II of service book/ personal
file

3 years; or 1 year after Subject to suitable entries being

completion of audit, whichever  made in the appropriate service

is later record and an authenticated copy of
the order being placed in Vol. 11
of service book/ personal file
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22. Postings and transfers

23. Seniority

2.

23.

12.

Nomination relating
to family pension and
DCR gratuity

G.P. Fund nomination

General aspects

Class I

Class I1

Class II (non-
gazetted)

Class I1
Class IV

General principles

C.S.S. Rules

1 year

1 year

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

(a) If involving change of
office/station: 3 years

(b) In other cases:| year

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

100

Subjec to the nomination in original
or an authenticated copy thereof
(where original is kept with the
the audit), as the case may be,
being placed in Vol.II of the
service book/ personal file.

Subject to

(a) the original nomination being
placed in Vol II of the service
book of class IV government
servants, and

(b) the nomination in original or an
authenticated copy thereof being
placed in Vol. II of the service
book/ personal file in the case of
other government servants.

Subject to a suitable entry being
made in the appropriate service

record and register of postings,

and an authenticated copy of the
order being placed in the personal
file.

Subject to a suitable entry being

made in the register of postings.
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24. Leave (other than
study leave and
casual leave)

13.
14.

C.S.S.S. Rules
C.S.C.S. Rules

Indian Statistical
Service Rules

Indian Economic
Service Rules

War Service Rules
(lien & seniority)

Established organised
services

Political sufferers

Representations

Rules (general
aspects)

Class 1

Class 11

Class 11 (non-
Class 111
Class IV

Leave roster

101

(a) Rules: Permanent in the
case of departments issu-
ing the rules, orders etc.:

other departments need
keep only the standing
orders and instructions
etc., weeding out the

superseded ones as and
when they become obsolete.
(b) Fixation of seniority in
individual cases:
10 years.

S years If the representation results in
the original seniority being
revised, an authenticated copy of
the relevant order/decision will be
kept in Vol. II of service book/
personal file

Permanent in the case of
departments issuing the rules,
orders and instructions; other
departments need keep only
the standing rules,

weeding out the superseded
ones as and when they become
obsolete

3 years Subject to suitable entries being
made in the appropriate service
record and leave account.

To be destroyed at the end of
the year



10

%, T
aft (e

g afed)

26. 3w [frdry

27. v

1|, frm

12. AW I

13. AW 11

14. Snfv 11 (srasmafa)
15. sfr II1.

“16. AW IV

11. fraw (A ow)

12. 38 ¥ar (frawmaed)
13. Tt fifea
(frawma<h)

syofy
15. sy
16. Aoy
17. Ay

Syofy

11. e (amm=r 9w)
12. dar frew =



AIR MANUAL

25. Casual leave (includ-
ing special leave)

26. Pay/special pay

27. Allowances

I1.

Rules

Class I
Class 11

Class 1I (non-
gazetted)

Class 111

Class IV

Rules (general
aspects)

War service
(rules)

Political sufferers
(rules)

Class 1
Class I1

Class II (non-
gazetted)
Class 111

Class 1V

Rules (general
aspects)
Children’s education

allowance (CEA) rules
(general aspects)

102

Permanent in the case of
departments issuing the rules,
orders and instructions;

other departments need keep
only the standing rules, weed-
ing out the superseded ones
as and when they become
obsolete

(a) Casual leave: To be
destroyed at the end of
the year

(b) Special casual leave;
1 year

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

obsolete

3 years; or | year after Subject to suitable entries being
completion of audit, which- made in the appropriate service
ever is later record and pay bill registerand an

authenticated copy of the order,
where issued, being placed in the

personal file

Permanent in the case of
departments administering the

rules, orders and instructions;
other departments need keep
only the standing rules etc.,
weeding out the superseded
ones as and when they become
obsolete
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13.  Claims regarding CEA
14. D.AHR.A. & C.CA.
15. Deputation (duty)

allowance
16.  Overtime allowance 3 years; or 1 year after
17.  Travelling allowance completion of audit, which-
18. Washing allowance ever is later

19. Educational concess-
ions for children of
political sufferers

20. Air travel by non- - 1 year
entitled personnel
28. Confidential/assess- I1.  Rules (general Permanent in the case of
ment report aspects) departments issuing the rules

etc., other departments need
keep only the standing rules,
weeding out the superseded
ones as and when they become
obsolete

12.  Recording of confi-
dential reports in
respect of class I
officers

13.  Recording of confi-
dential reports in
respect of class II
officers

14. Recording of confi-
dential reports in respect 1 year
( of class II non-
gazetted) staff

15. Recording of confi-
dential reports in respect
of class III staff

16. Recording of confi-
dential reports in respect
of class IV staff

17. Communication of
adverse entries 3 years

18. Representation for 5 years
expunction of adverse
entries
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29. Increament 11.
12.
13.
14.

30. Quasi-permanency 1.
12,

Rules (general
aspects)

Efficiency bar

Withholding of
increments

Representations and
petitions

Rules (general
aspects)

Central Civil Services
(Temporary Service)
Rules 1965 (general
aspects)

Permanent in the case of
departments issuing the rules
etc.; other departments need

keep only the superseded ones

as and when they become
obsolete

1 year

10 years; or 3 years after

the final disposal of appeal .
or final judgement under the
normal course of law,
whichever is later.

3 years

Permanent in the case of
departments issuing the rules,
orders and instructions; other

departments need keep only
the standing rules, etc.,
weeding out the superseded

ones as and when they become

obsolete

104

Subject to:

(a) files not being closed till
after the final review;

(b) a suitable entry being made in
the appropriate service record
and pay bill register; and

(c) a copy of the order being
placed in Vol. II of the service
book/ personal file

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

If the representation result in the
original order being revised, an
authen ticated copy of the relevant
order/decision will be kept in the
personal file and suitable entries
made in the appropriate service
record.



105

31, ufedreror/
TYTATRT

13, & 1 % sfwetcd R 3 a6
YT T FEAT

14.ﬁvﬁll$afﬁzsr&ﬁ$ﬁ=rq
TG 7 NEMT AT BT

15. 5ofy 11 & sfyemfaat & fag
TqIfhedr @ YU ST HEr
(ot wHETd) 3 a¥
16. =iy 111 & = @ fog
ST # HNUNT AT

17. Sy IV & o=@t @ fag
Tofrae 1 SWOe AT

18. smasq 5 I
19. wafe foard 1 a ar
I I
T &
oo
11, "o fagia (afcdem)  smR,
12. frow (eqrdreor) fawmit &
Y ®9
fawrt &
T
L i
2, T
T A
& W, S
F QA MY
13. TqrftepTor =iy [ &
afyafear Y afcder
Fafy ST
14, TITATETOT SO 11 &
sfyateat @ afcdren
Iafy agrAm
15. A 11 (reataa)

FHATAT FT TIATHTT

16. SOy 111 & FH=Tteat & 10 I«
TR

@g%* iiﬂ’ﬁ
253 33

TE
1y

3
i



AIR MANUAL
31. Probation/confirm-
ation

Issue of quasi-
permanency declaration
to class I officers

Issue of quasi-
permanency declara-
tions to class 11
officers

Issue of quasi-
permanency declara-
tions to class II
(non-gazetted) staff

Issue of quasi-
permanency declar-
ations to class 111
staff

Issue of quasi-
permanency declar-
ations to class 1V
staff

Representations

Progress reports

General principles
(Probation)

Rules (Confirmation)

Confirmation/extension
of probation of class

I officers
Confirmation/extension
of probation of class

I officers

Confirmation of class
II (non-gazetted)staff

Confirmation of class
I staff

105

Subject to a suitable entry being
made in the appropriate service
record and an authenticated copy
being placed in the personal file

3 years

Subject to a suitable entry being
made in the appropriate service

3 years record and an authenticated copy of

the order being placed in Vol. II
of service book/ personal file

5 years If the representation results in
the original orders being revised,
an authenticated copy of the
relevant order/decision will be
kept in the personal file and suit-
able entries made in the appro-

priate service record

| year or till the report for
the following year has been
sent out, whichever is later

Permanent in the case of
departments issuing the orders,

instructions; other depart-
ments need keep only the
standing orders and instruct-
ions etc., weeding out the
superseded ones as and when
they become obsolete

Subject to suitable entries being
made in the appropriate service
record and an authenticated copy of
the order being kept in the personal
file

10 years
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32. Promotion/reversion

33. Training/scholarships/ 11.

fellowships in
India abroad

Confirmation of class
IV staff

Confirmation in ex-
cadre posts

Representations and
petitions

General principles

S years

Permanent in the case of

106

If the representation results in the
original orders being revised, an
authenticated copy of the relevant
order/decision will be kept in the
personal file and suitable entries
made in the appropriate service
record.

12.  Departmental promotion

department issuing the orders,
instructions etc.; other
departments need keep only the
standing orders, weeding out
the superseded ones as and
when they become obsolete

(a) Constitution: 3 years;

committee or 1 year after the D.P.C.
has been reconstituted,
whichever is later

(b) Proceedings: 10 years

13. Class 1
14. Class 11
15. Class II (non- 10 years

gazetted)
16. Class III
17. Class 1V
18. Representations and S years

petitions

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

If the representation results in the
original order being revised, an
authenticated copy of the relevant
order/decision will be kept in the
personal file and suitable entries

Diploma course in
public administration
in the Indian
Institute of Public
Administration

Executive training of
officers in the states

cases involving both
direct expenditure
from public funds
and execution of
bond/agreement

by the trainees;

made in the the appropraite service

record

1 year after the period
of validity of both
agreement or comple-
tion of audit, which-
ever is later

Departments organising
training programmes
and responsible for
overall policy and
co-ordination in

the matter
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13.

18.

20.

21.

22.

Refresher course (b)
at the National

Academy of Adminis-
tration at

Mussoorie

Training in

Accountancy

Training of assistants (c)
(direct recruits)

at the Institute

of Secretariat

Training and

Management

Training in Hind

English stenography
Training in Hind/ (d)
English typewriting

Training of LDCs
(direct recruits)
at the Institute of
Secretariat
Training and
Management

Training of

officers at the
Administrative Staff
College at
Hyderabad

Training for
stenographers
(direct recruits)

at the Institute

of Secretariat
Training and
Management
Training in
O&M/work study
Training abroad

cases involving
expenditure from
public funds

but not
execution of
bond/agreement;

Cases not involving
direct expenditure
(e.g. training

in the typewriting
conducted by
Institute of
Secretariat Training

and Management);

reports submitted
by trainees etc.
after completion
of training/study

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

1 year

5 years

(e.g. Department of
personnel and
Administrative Reforms
and Department of
Economic Affairs)
may keep such
record for
appropriate periods
to be prescribed

by them in their
record retention
schedules.

107
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34, Departmental
examination

35. Deputations and
delegations

12.
13.

14,

Framing of rules

Holding of examination

Results—declaration of

Representations and
petitions

Rules regadaring
deputation, including
deputation on foreign
service in India and
abroad.

Permanent for departments
issuing the rules and depart-
ments concerned; other depart-
ments need keep only the
standing rules, weeding out
the superseded ones as and
when they become obsolete

3 years

5 years for departments
conducting such tests; I year
for other departments.

S years

Permanent in the case of
departments issuing the rules,
orders and instructions; other
departments need keep only
standing rules, etc., weeding
out the superseded ones as

and when they become obsolete

108

Subject to a suitable entry being
made in the appropriate service
record and an authenticated copy/
extract being kept in Vol.II of

service book/ personal file

If the representation results in the
original orders being revised, an
authenticated copy of the relevant
order/ decision will be kept in Vol.
11 of the service book/ personal file
and suitable entries made in the
appropriate service record
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12.

Delegation in India/
abroad

Deputation of A.LS.
officers

Deputation of C.S.S.
officers

Deputation of C.S.S.S
officers

Deputation of C.S.C.S.

officers

Organised services

3 years; or 1 year after
completion of audit and
settlement of all audit

‘objections, whichever is later

3 years plus the period of
deputation

109

Subject to particulars being

noted in the register prescribed
for the purpose. Before weeding
out files, reports should be removed
and kept in the departmental record
room for five years. On the expiry
of this period, the reports should

be reviewed and, if necessary,
weeded out in consultation

with the National Archives.

~ Subject to a suitable entry

being made in the appropriate

service record and an authenti-

cated copy of the order being
placed on the

personal file
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36. Delegation of powers

) 7

37. Honorarium/awards

Rules (general
aspects)

F.R. & S.R.

Delegation of
Financial Powers
Rules, 1958

Civil Service
‘Regulations

Grant of ex-officio
status

Rules (general
aspects)

Class 1
Class 11

Class 11 (non-
gazetted)

Class 111
Class 1V

110

Permanent in the case

of departments issuing the
rules, orders and instructions;
other departments need keep
only the standing rules etc.,
weeding out the superseded
ones as and when they become
obsolete

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

Permanent in the case depart-
ments issuing the rules,

order and instructions;

other departments need keep
only the standing rules,

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

3 years; or | year after
completion of audit,
whichever is later
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38. Pension/retirement 11. Rules and orders Permanent in the case of
(general aspects) departments issuing the rules,

orders and instructions; other
departments need keep only the
standing rules and orders,
weeding out the superseded
ones as and when they become
obsolete

12. Class I (a) Pre-verification 3 years.
of pension cases

13. Class I1 (b) Invalid pension Till the youn-
gest son/
14. Class 1l (non- (c) Family pension daggh.ter attains
gazetted) . majority or
(d).Other pension S years
15. Class 111 whichever is
later.
(e) Gratuity 5 years
16. Class IV (f) Commutation IS years
of pension.
39. Resignation 11. Rules and orders Permanent in the case of
(general aspects) departments issuing the rules,

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

12. Class I

13. Class II

14. Class II (non- 1 year A copy of the communication accept-
gazetted) ing the resignation may be placed

15. Class Il on the personal file.

16. Class 1V
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40. Extension of service

41.

43.

Re-employment

Nomination of
employees

1.

Rules and orders
(general aspects)

Class 1
Class 11

Class II (non-
gazetted)

Class 111
Class 1V

Rules and orders
(general aspects)

Class I
Class 11

Class II (non-
gazetted)

Class 111
Class 1V

General aspects

Census operations

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

I year after retirement

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

1 year after the government

servant ceases to be in
government service

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

1 year

112

Subject to a copy of the order
being placed on the personal file

A copy of the order may be placed

on the personal file
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44, Forwarding of
applications

45. Study leave

14.
15.

11

12.

Committees, working
groups, etc.

Election work

Invigilation

General aspects

For allotment of motor
cars, motor-cycles,
scooters etc.

For examination

For posts

Rules (general aspects)

Class I
Class II

Class II (non-
gazetted)

Class III
Class IV

113

Appropriate retention period
to be prescribed by depart-
ments concerned

1 year

(a) Departments organising
examinations and appointing
invigilators: 3 years; or
or 1 year after completion
of audit, whichever is
later.

(b) Other departments:

1 year.

Permanent for departments
issuing the orders

instructions etc; other
departments need keep only

the standing orders, weeding
out the superseded ones as

and when they become obsolete.

1 year

1 year

1 year

Permanent in the case of
departments issuing the rules,
etc; other departments need
keep only the standing rules,
weeding out the superseded
ones as and when they become
obsolete

1 year after the expiry of
the bond/agreement executed
by the government servant

Subject to suitable entries being
made in the appropriate service

record and leave account and an
authenticated copy being kept in
the personal file
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46. No objection certifi- 11. General aspects.
cate (for registration
with Employment Ex-
change Organisation)

12. Issue
47. Review for determining 11.  General aspects
suitability of
employees for con-
tinuance in service
12. Class I
13. Class II

14. Class Il (non-gazetted)
15. Class III
16. Class IV

114

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

| year Subject to an authenticated copy
being kept in the personal file

Permanent in the case of
departments issuing the

orders, instructions etc.;

other departments need keep
only the standing orders,
weeding out the superseded
ones, as and when they become
obsolete

(a) If it results in 3 years
pre-mature retirement Subject to a copy of the relevant
orders/decision being kept in the

ersonal file
(b) If it results in continued P '

retention | year

in service
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Records Other Than Files
SL Description of record Retention period Remark
No.
1 2 3 4
1. Establishment/Sanction Register Permanent Where, for any reason, the
register is re-written, the
old volume will be kept
2. Roster for Scheduled 10 years for 3 years
Castes and Schedule :
Tribes
3. Register of oath/ 3 years Subject to suitable entries having
affirmation of allig- been made in the appropriate service
iance to the record of the officials concerned
Constitution
4. Service book of:
(a) officials entitled 3 years after issue of final
to retirement/ pension/gratuity payment order
terminal benefits
(b) other employees 3 years after they have ceased
to be in service
S. Answer books of 1 year from the date of
departmental exami- declaration of results
nations/ tests
6. Leave account of’:
(a) officials entitled 3 years after issue of final
to retirement/terminal pension/ gratuity payment of
benefits order
(b) other employees 3 years after they have ceased
to be in service
7. Casual leave account To be destroyed at the end of :
the year
8. Special casual leave 1 year
register
9. Register of delegation 10 years

to International
Organisations
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Part II—Records (other than those relating to establishment and house-keeping work) common to
all departments

Sl Description of record Retention Period Remarks
No.
1. 2. 3. 4.

1. Creation/abolition of Permanent
offices

2. Reorganisation and re-distribution

of functions:

(a) inter-departmental Permanent in the case of depart-
ments issuing orders and the
departments concerned; other depart-
ments need keep only the standing
orders, weeding out the superseded
ones as and when they become obsolete.

(b) intra-departmental 3 years; or till they are superseded
whichever is later

3. Bills, acts and ordinances Permanent

4. Rules, regulations, codes, manuals,

executive procedural instructions

(including amendments and

interpretations):

(a) statutory Permanent in the case of depart-
ments issuing the rules, regulations
etc.; other departments need keep
only the standing rules etc.;
weeding out the superseded ones
as and when they become obsolete

(b) non-statutory S‘years or till they are superseded  Subject to standing note on the
(whichever is later) in the case of  subject being maintained
departments issuing the rules,
regulations etc.; other depart-
ments need keep only the standing
rules etc. weeding out the super-
seded ones as and when they become
obsolete

5. Notices under Section 80 of 1 year If such a notice is followed up by a
Civil Procedure Code. civil suit, it would become
arbitration/ litigation case and
would therefore, need to be retained
for 3 years
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6.

Money order receipts and acknow-
ledgements

3 years; or 1 year after completion
of audit, and settlement of audit
objections, whichever is later

7. Circulars regarding holidays and To be weeded out at the end of the
closure of office year
8. Attendance register 1 year

117
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ANNEXURE 1V

Record Retention Schedule for various sections of the DTE. (other than staff section)
including P & D unit & CCW

PROGRAMME I SECTION

A

118

D.G.A. I.R.
(Please see Note 2 below Para 17)
Sl. . Subject Period Period Remarks
No. recommended recommended
by the A.L.R. by N.A.L
New Delhi
1 2 3 4 5
1. Festivals/ Anniversaries/Jubilees B/C-5 _B. Keep/C-§ Files containing Policy matter
centenaries Publicity & National may be marked B. Keep
Regional Programme of Music/
Religious Ceremonies etc.
2. OB (Off Broadcast) & coverage of B. Keep/C-3 Files containing reports may
International Conference etc. be marked B. Keep
3. Observation of National/ International C-3 When it becomes a policy matter
Days-Directives from Ministry of Infor- it may be marked B. Keep
mation & Broadcasting '
4. Langueges Programme B/C-5 B. Keep/C-5 Files containing policy cases
may be marked B. Keep
5. Book Reviews C-5
6. Legal announcements Directives from C3
D.C. AIR to different stations relating to-
7. Visit of Minister of Information & Broad- C-3
casting/ Member Secretary of Information
& Broadcasting/Secretary to AIR Station-
Report.
8. Talk schedule & Fee charges for Talker/ B. Keep/C-5 Files containing policy cases
Kavi-Samellen/ Mushaira etc. may be marked B. Keep
9. VIP visit to & from India C-3 Files containing reports may be
marked B. Keep
10. Weather Bulletin of expedition etc. C-5
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11

12.

13.

14.

15.

17.

18.

19.

20.

Agreement with News Agencies/ Spot light
in respect of News & Current Affairs/
Sansad Sameeksha/Parliament Review
etc.

Complaints/Suggestions/ Request from
MP’s/ Ministers/ Listeners etc. in respect
of AIR Programme

Committees/ Meetings etc.

Consultative Committee Constitution;
Reconstitution/ Agenda/ Minutes/ Policy
decisions Follow up action on
recommendation

Election Publicity/Political Broadcasting
of leaders of various Indian Political
Parties

National Programme/ Talk Discussions/
Memorial Lectures on Sardar Patel/
Dr. Rajendra Prasad etc.

i) Talk scripts

ii) Other General Matters

i) Dialects Policy on Regional Languages

Anti-Govt., Propaganda on the treatment
of Minorities in India—Important
Programme Broadcasting by AIR
regarding rights of Minorities and
Communal Harmony

Miscellaneous Matters

News matters/ Concerning particular
Zones/ Announcement of Posts of various
organisations/ Others

Precedent Register/Section Note Book/
Reference Book

Programme Review Meetings

B. Keep

C3

B. Keep

B. Keep/C-5

B. Keep
C-5

B. Keep
B. Keep

B. Keep

B. Keep
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Precedent cases B. Keep.

Files containing policy cases
may be marked B. Keep
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PROGRAMME—II

D.G., AILR.

120

Sl.
No.

Subject

Period

. Period

recommended recommended
by the A.L.R. by N.A.L
New Delhi

Remarks

2

3

Committees/ Conferences/ Meetings etc.

Zonal Audition Committee/ Screening

Committee

i) Constitution/ Agenda/ Minutes/ Policy
decisions/ Follow up action on
recommendations

ii) Screening report of film/Non film songs

Policy matters relating to

a) Classical Music/ Light Music/Film
Music/ Devotional Music/Folk & Tribal
Music/ Western Music/ National
Programme of Music & National
Anthem/Booking of Indian/Foreign/
Casual Artists etc.

Agreement with film producers/South
Indian Film Chamber of Commerce/
Eastern Indian Motion Picture Association/
Messors Phonographic Performance
Private and Gramophone Company for
the broadcast of Commercial Film/Non-
film records & payment of royalty to them
i) Policy/ Agreement

Radio Artists

a) Audition/grading & grant of exemption
to Indian/Foreign/Casual Artists etc.

b) Concerts Booking of Halls/Grant of
Air passage to Casual Artists for
participation in concerts etc. Coverage
of the programme

¢) Music composer audition/ Grading etc.

d) Instructions reg. payment of fee &
TA/DA to Casual music artists.

B. Keep

C-5

B. Keep/C-5

B. Keep/C-5

B. Keep/C-5

C-5

C-5
C-10

Files containing policy cases
may be marked B. Keep

Files containing policy cases
may be marked B. Keep

Policy files may be marked
B. Keep
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5.

10.

11

13.

Music Audition Board
a) Constitution/ Reconstitution

b) Follow up action on recommendation
of Music Audition Board
c) Payment of Consultation fees etc.

Setting up of choral music group/Light

Music Unit & Vadya Varida etc. Production

of items & their Public concerts.

Music competition-matters relating to
appointment of Judges, award of prizes etc.

Recording old master recording their
Commercial release and preservation in
Archives

Anniversairies of Musicians

Annual Radio Sangeet Sammelan-
booking of Artists & matters relating to

Purchase of musical instruments &
Gramophone records etc.

Complaints/Suggestions from listners/
MP’s/ VIP’s/ PM Office etc.

Foreign Collaboration

Booking of foreign Artists.

a) Payment of royalty

b) Guidelines in connection with payment
of royalty

B. Keep/C-5

C-10

C-5

C-5

C-3

B. Keep

C-5

B. Keep/C-5

C-5

C3

‘B. Keep

B. Keep

121

Files containing policy
cases may be marked
B. Keep

Files containing policy cases
may be marked B. Keep

Precedent cases B. Keep
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PROGRAMME—III
D.G. A.LR.
Sl. Subject Period Period Remarks
No. recommended recommended
by the A.LLR. by N.A.L
New Delhi
1 2 4 5
1. Development &\Programmc Planning B. Keep/C-5 Files containing policy cases
for new stations may be marked B. Keep
2. Fixed point chart & matters concerning C-5
transmission timings at stations
3. Plan Schemes
a) Formulation of Software B. Keep.
Plan Schemes
b) Budget & Progress Report of schemes C3
under Non-Lapsable Fund
¢) Software Plan Schemes under sixth C-10
five years plan
d) Progress report in respect of payment C-5
for professional and special services
Zoning of stations C-5/B. Keep. Files containing policy decision
may be marked B. Keep.
S. a) Composition of programme of AIR- B. Keep
16 Stations
b) Statement for AIR*10 C-1
6. Akashvani Annual Awards
a) Panel of Judges/Results etc. B. Keep.
7. Committees/ Conferences-Sports
Advisory Committee/ Screening
Committee
i) Constitution/ Agenda/ Minutes/ Follow B. Keep.
up action
8. Zonal Co-ordination B. Keep/C-5 In case of routine cases this may

be marked C-5
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PROGRAMME—IV
D.G. A.L.R.
Sl. Subject Period Remarks
No. recommended recommended
by the A.L.R. by N.A.L
1 2 4 5
1. Commercial Broadcast Service
Commercial Advertising Agencies
i) Grant of Registered/ Recognised & B. Keep/C-5 Files containing policy cases
Accredition Status to company Agencies may be marked B. Keep
ii) Statistics on Commercial Broadcast C-5
service
2. Sponsered Programme & Sports C3
Advertisement Complaints etc.
3. Sales Promotion-Guidelines from DG. C-3
AIR to different stations in respect of
Commercial Broadcasts
4. Gramophone Company-Agreement with- B. Keep
for purchase of Gramophone record etc.
S. Vividh Bharti B. Keep/C-5 File containing policy cases
may be marked B. Keep
6. International Relations:
i) Subscription to Asia Pacific C-3
Broadcasting Union
ii) UNESCO-Commonwealth C-3
Programme
iii) Visit & Cultural Exchanges Programme B. Keer
Agreements/ Protocols etc.
iv) Non-Aligned Countries Programme C-c
v) International Conference in which B. - cep
AIR represented
7. External Service Division relating B. Keep/C-5 Files containing policy cases
to Programme. may be marked B. Keep
8. Sound effects-Standardisation of C-5
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AIR MANUAL
PROGRAMME—V
D.G. A.I.R.

Sl. Subject Period Period Remarks
No. Recommended recommended

by the A.L.LR. by N.A.L

New Delhi
1 2 3 4 5

10.

Committee/ Conference/Meeting etc.
Programme Advisory Committee/ Expert
Committee/ Consultative Committee/
Corrdination Committee/ Chanda
Committee/ Verghese Committee/Station
Director’s Conference/Zonal Director’s
Conference/ International Conference in
which AIR represented

Constitution/ Reconstitution Agenda/ B. Keep
Meetings/ Minutes/ Policy decisions/
Follow up action on recommendation.

Publicity of A.I.LR. Programme in India/ B. Keep
Abroad

Press Comments-Compilation & Action C3
Circulars-Important Circulars, Routine B. Keep/C-1
circulars

National Programmes

National Symposium of Poets/National B. Keep/C-10
Integration
Counter Propaganda/Border C-5
Programme Journals in different Regional B. Keep/C-§

' Languages—Collection of material-for
Publication
Intelligence Report from d/ifferent AIR B. Keep
Station to D.G. A.L.LR.
Complaints/ Suggestions against AIR C-3

Station from listeners/ MP’s/ VIP’s/ PM
Office & others

Copyright
a) Copyright cases B. Keep B. Keep -
b) Permission to Publish broadcast C-5 C-5

talk in book form

In originating Body

Files containing policy cases
may be marked B. Keep

Files containing policy cases
may be marked B. Keep

Precedent cases B. Keep.
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¢) Supply of scripts on requisition at C-5
home and abroad

d) Publications of AIR Broadcasts C-2
including music in booklet form by the
Publications Division )

e) Programme highlights in periodicals
and journals

11. Supply of information to Directories, C-3
Year Book etc

12. Fortnightly/ Monthly Summary for the
Cabinet

B. Keep

After the Publication

125
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PROGRAMME—VI
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D.G. A.L.LR.
g
‘ Sl. Subject Period Period Remarks
No. recommended recommended
by the A.LLR. by N.A.L
New Delhi
' 12 3 4 5
1. Programme
Rural Programme/ Woman’s Programmes/ B. Keep/C-10 Files containing policy cases
Industrial Worker’s Programme/ Youth may be marked B. Keep.
Programme/ Yuv Vani Programme
National Programme of Feature, Drama,
Play (general)/ National Programme of
plays & Troops Programme etc.
5 i) Schedule C-3
2. Publicity/ Compaings/ Special Audiance B. Keep/C-5 Files containing policy cases
Programme for School/ Universities/ 20 may be marked B. Keep.
Point Programme etc.
v 3. Educational Broadcasts
School Broadcasts/ Printing of Charts & B. Keep/C-5 Files containing policy cases
Pamphlets for School/ Family Welfare may be marked B. Keep -
Broadcast/Farms & Home Broadcasts/
Science Broadcasts etc.
4. Radio Rural Forum B. Keep/C-5 Files containing policy cases
may be marked B. Keep
S. Market Rates for various essential C-3
Commodities for Broadcast by AIR
- 6. Industrial Workers
i) Consultative Panel (Statewise) C-3
ii) Minutes of the meeting of Industrial B. Keep
Workers (Official & non-Official
, selected by D.G. AIR
iii) Instructions/ Guidelines to Different C-10

Station by DG AIR relating to
Industrial Workers
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AIR MANUAL 127
AUDIENCE RESEARCH UNIT, D.G. A.LLR.
Sl. Subject ‘ Period Period Remarks
No. recommended recommended
by the A.LLR. by N.A.L
New Delhi
1 2 3 4 5
1. Research Survey
Listener Research Survey/Listener
Research etc.
a) Survey report for all stations/ Zonal B. Keep
A.LR.
b) Scrutiny/Result & action on Audiance C-5
Research Reports.
2. a) Proposal for Survey from C-3
various AIR Stations.
b) Planning coordination & Technical C-5
Guidance.
c) Important Suggestions/ Instructions/ C-5
Guidelines by D.G. A.LR. to different
stations reg. field Survey.
3. A.LR. 26 Returns
Monthly statement/ Registers etc. C-3 After entry is being made in the
relevant registers
4. Fixation of collection charges to be paid C-5 After final decision taken in the
by A.LLR. to P & T Deptt. in accounts of matter
collection of Broadcasting License Fees-
Proposal for increase of collection
percentage
5. Statement of listeners letters received from C-5
Indian/ Foreign/External Service
Division etc. in respect of various
Programmes of A.L.R.
6. a) Statistics reg. rural & Urban Listeners B. Keep
etc.
b) Statistical Data on Radio & TV- B. Keep
information to be supplied to UNESCO
¢) Important fact at a glance B. Keep
d) Proposal for abolition of license fee on C-5

all Radio sets-comments by DG. A.L.R.
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ENGINEERING—I SECTION
Sl.  Subject Period Period Remarks
No. ’ recommended recommended
by the AIR by N.A.L
New Delhi
1 2 3 4 5
1. Agreements with various Departments
A) i) Lease agreement for hiring B. Keep
accomodation for Official Purposes
ii) Additions/ Alterations & C-3 Or 1 year after completion of
Maintenance of AIR Station audit whichever is later
iii) Arbitration/ Litigation cases C-3 After final decision/ Judgement
relating to the lease agreement under normal course of Law
B) 1) Agreements with P&T and Electricity ’ B. Keep
Board etc.
ii) Non-Exchange lines-Provision of C-10
iii) Telephone line at AIR Station C-3 Or 1 year after completion of
installation/ Replacement/ Repairs audit whichever is later
& maintenance Extention/ Telex
facilities etc.
2. Community Radio Receivers
Supply of various states under the Subsidy B. Keep/C-5 Files containing policy scheme
schemes etc. may be marked B. Keep
3. Supply of Radio Sets to Officers for B. Keep/C-5 Files containing policy scheme
monitoring Purposes may be marked B. Keep
4. Conference of All Heads of A.I.R. Stations ) B. Keep/C-10 Files containing policy scheme
may be marked B. Keep
5. Electrical Accidents at A.I.R. Stations— C-5 After the case is over
Minor/ Major & Compensation to the
Victim
6. Proposal for amendment of Rules of C-3

Central Electricity Board (Ministry of
Energy)—Comments by the Engineer-in-
charge on the
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AIR MANUAL
ENGINEERING~—II SECTION, D.G. A.L.R.
Sl. Subject Period Period Remarks
No. recommended recommended
by the A.LLR. by N.A.L
New Delhi
1 o2 3 4 S
1. Import of equipment spares against C-5
foreign Exchange etc. including valves etc.
2. Import substitutions Development of '
equipment by BHL & other agencies. C-5
3. Purchase of stores/ Office Machine/
Valves/ Office Equipment including
Electrical and Mechanical applience and
other misecellaneous store for AIR.
i) Rules B. Keep In originating agency others C-5
ii) Purchase C-3 Or 1 year after completion of
audit whichever is later. A suit-
able entry is being made in the
stock registers
4. Working Report of various A.I.LR. Station C-3
5. Insurance of equipment AIR Stations B. Keep
6. Loan of equipment/ Inter-station transfer C-5
of stores for other organisations
7. Technical Bulletin C-5 Five printed copies may be kept
in Library
8. Evaluation Report on the Working of C-5
equipment at AIR Station
9. Survey of Education Radio System in B. Keep
Developing Countries—information
10. Supply of detailed data & Characteristics B. Keep

of different types of transmitting tubes
from different companies/ Firms etc.
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ENGINEERING-III, SECTION D.G. A.L.R.
SI.  Subject Period Period Remarks
No. recommended recommended
by the A.L.R. by N.A.L
New Delhi
1 2 3 4 5
1. Frequancy allocation/Plan B. Keep
i) Interference to operating Frequencies C3
ii) General Correspondence reg. frequencies C-5
2. Wavelength/ Frequency Management C-10 \
Schedules ’
3. a) Monitoring (AIR) for Internal/ C-10
External foreign Organiation
b) Correspondence with foreign organisa- C-10
tion reg. Monitoring of AIR/External
Services etc.
¢) Reception Report C-5
4. Crystals-Suggestions for procurements C-5
5. Supply of Community receivers to various B. Keep/C-5 Files containing policy cases
States may be marked B. Keep
6. Community listering Schemes in various B. Keep/C-5 Files containing policy cases
States may be marked B. Keep
7. Committees/ Conferences
Representation of AIR in Electro- C-10
Technical Division Council, Standing
Working Committee-Electro-Technical
Radio equipments, Sectional Committee
etc.
8. Indian Standard Institutions C-10

~ Representation of AIR in Electro-

mechnical Division Council, Standing
Working Committee-Electro-Technical
Radio equipments, Sectional Committee

etc.
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AIR MANUAL
DEVELOPMENT (ESTIMATE) SECTION
Sl. Subject Period Period Remarks
No. recommended recommended
by the A.LR. by N.A.L
New Delhi ‘
1 2 4 5
1. Capital Accounts:-
All Policy Matters relating to Plans/ B. Keep B. Keep
Projects/ Schemes maintenance and .
Replacement of equipment at
AIR Station
2. Projects/Plans/Schemes:-
Proposals for estimate relating to B. Keep
under VIth five years Plans and other
3. Zonal Meetings of Engineer in respects of
Plan Proposals etc. :-
a) Minutes of the Meetings reg. Budget B. Keep
Capital )
b) Follow up action C-5
¢) Progress Report C3
4. Preliminary project Note Under non- C-5
Lapsable Fund relating to Design & Plan
map etc.
5. Uninterrupted working of AIR Station C-5
in the North Eastern Region-Emergency
arrangements under Non-Lapsable Fund
6. Strengthening of External Service of AIR C-5
Estimate Proposals .
7. Creation of Technical Library at Regional C-5
Centres of AIR under Non-Lapsable Fund
8. Acquisition of site for transfer B. Keep
of Radio Station/Studio etc in various
states under Non-Lapsable Fund
9. Proposal for Tariff rate/ Draft Agreement- B. Keep
approval of Tariff rates for new installation.
10. Approval of Notice Inviting Tender C-5
11. Power Supply C-5
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AIR MANUAL 132
DEVELOPMENT MEGAWATT & COORDINATION)
Sl.  Subject Period Remarks
No. recommended recommended
by the A.L.R. by N.A.L
1 2 4 5
1. (a) Plans/Projects/Schemes B. Keep
under 6th & 7th five years plan-
formulation of.....
(b) Report on the performance of the Plan C-5
& other Engineering matters
2. Acquisition of Sities/Building etc.
(a) Lease agreement etc. B. Keep
(b) Court cases C-3 After final judgement under
normal courses of Law
3. Hiring/Renting of Buildings C-3 Or | year after completion of
audit or 1 year after termination
of lease/contracts whichever
is later
4. SACFA Clearence reg. installation B. Keep
Transmitters at various AIR Stations
5.  Progress of works C-5 After completion of the project
6. Demands from Public & other general C-5
matters for Development facilities—
Technical Correspodence
7. Inauguration of complete project after C-3
ensuring the staff & other facilities
8. Asian Games C3
9. Conference of State Ministers/ Chief C-3

Ministers/ Engineering Heads etc. Items
for discussions
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AIR MANUAL
DEVELOPMENT (TRANSIT DESIGN) SECTION
SI.  Subject Period Period Remarks
No. recommended recommended
by the A.L.R. by N.A.L
New Delhi
1 2 3 4 S
1. Project
a) Low & high Power Transmitter B. Keep
Projects ’
b) Project Note B. Keep
¢) Project Estimate B. Keep
d) Miscellaneous Projects under-Non- C-10 Important extracts are being
Lapsable Fund kept in the file
f) Progress Report/ Completition Report C-3 Five printed copies may be kept
in the Library for ready reference
2. Selection of sites & siting Clearence etc. B. Keep
Drawing & Plans etc.
3. Aerial & feeder lines etc.
a) Drawing & Plan maps etc. B. Keep
b) Other misc. correspondence C-5
4. Field strength Survey and Soil conducting B. Keep
data and measurement/ Reception
Problem
5. Power Supply equipment including C-5
Diesel Generators
6. Ventillation/ Air conditioning Agreement/ B. Keep
Contract
7. Studio/ Transmitter/ Tele-Communication B. Keep
lines/ Links etc.
a) Survey and its report
8. Frequeancy Assignments B. Keep
9. Planning for development and various B. Keep
schemes-Prospective under five years
Plans
10. Transmitting equipment—Scrutiny of C-10

various equipments/ Transmitting centres
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Il
12.

13.

ii) Miscellaneous equipments materials-
Suggestion for change of equipment etc.

iii) Specification of equipment

iv) Stock storage & Mechinary &
equipment in Regional Offices-Disposal
of equipments etc.

Security of Transmitting centres

Technical Advisory Committee
i) Implementation of recommendation

Miscellaneous correspondence on running
stations & others

Technical guidelines/ Instruction etc.

B. Keep

B. Keep
C-5

B. Keep

B. Keep
C3

B. Keep

134

After necessary entries are being
made in the stock assets
Registers.
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AIR MANUAL

DEVELOPMENT (S.D.) SECTION

Subject Period Period Remarks
recommended recommended
by the A.L.R. by N.A.L.
New Delhi
2 3 4 5
a) Studio Design Project B. Keep
b) Project Note B. Keep
c) Sites Selection C-5
d) Completion of Project/ Final inspection C-3 Five printed copies may be
of the studio & Reports kept in the Library
¢) Departmental estimate C-3
f) Drawing for Departmental Work C-3
g) Final drawing for acuastic equipment B. Keep
quarries etc.
Planning of additional Studio/ Office
accommodation/ Staff accommodation etc.
a) Project design/ Project Note & Scruity etc. B. Keep
Proposals for permanent/ Temporary C-5
Productions/Recording facilities etc. at
different A.L.LR. Stations
Type II studios at A.I.R. Station— B. Keep
Drawing/Plan maps etc.
Preliminary estimates for modifications C-5
Technical detailed of studio set up at C-5
various AIR Station
Uninterrupted working of All India Radio
Station in the North-Eastern Regions-
Emergency arrangements etc.
Project Note & Schemes B. Keep
Others C-5
Radio Pool-Commonwealth C-3
Heads of Govts. Meeting
Radio Coverage of the Non-Aligned C-10

Conference
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AIR MANUAL
DEVELOPMENT (PURCHASED) SECTION
Sl.  Subject Period Period Remarks
No. - recommended recommended
by the A.LLR. by N.A.L
1. Capital Budget B. Keep
2.  Purchase of all types of equipments/ B. Keep/C-10 Files containing policy cases
Transmitters & Spares etc. may be marked B. Keep
a) Purchase C-3 Or 1 year after completion of
audit whichever is later.
Subject to suitable entry
being made in the stock
register/ asset register
b) All purchase files where purchase C-1
has not materialised.
3. Direct purchase by Regional Engineer— C-10
Approval by D.G.
4. Rate Running Contracts C-5
5. a) Supply of Stores to Various Projects C-5 After necessary entries
are being made in
the stock register
Keep in originating body,
other C-5
b) Annual Statement C-3
c) Technical Guidelines/ Instruction etc. B. Keep in originating body, other
C-5
6. Indent Placed by Regional Engineers- C-10
Approval by D.G.
Others C-5
7. Mast & Mast Material Tower Terders C-10
for erection of mast etc.
8. Shortage & damage of equipment & claims C-5 After final Settlement of the

theirof

cases precedent/ cases. B. Keep.
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AIR MANUAL

INSPECTION UNIT

137

Sl. Subject Period Period Remarks
No. recommended recommended
by the A.L.LR. by N.A.L.
New Delhi
1 2 3 4 5
1. a) AIR Manual A. Keep
b) Amendment to the Manual B. Keep
¢) Suggestions from various AIR Stations/ C-3 Precedent cases B. Keep.
Chief Engineers etc., reg. amendment etc.
d) Standing instruction etc. B. Keep
2. Annual Inspection-Reports from AIR C-5
Station
Action taken on & Comments etc.
3. Physical Verification of store for AIR C-5
Stations/ Office-Comments/ Suggestions
etc.
4. Inspection Reports of Inspection Unit C-10
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AIR MANUAL 138
TAPE RECORDING UNIT
Sl.  Subject Period Period Remarks
No. recommended recommended
by the A.L.R. by N.A.L
New Delhi
1 2 3 4 5
1. Various equipments
Equipment from BEL/Meltron
a) Technical Guideline for the improve- C-5
ment of equipments
b) Acceptance procedure for BEL/Meltron
C-10
¢) Procurement of spares for Recording C-5
and Playback equipments
d) Annual measurements of Tape recorders C3
& Playback equipments Technical
guidelines & Comments etc.
€) Modification & Maintenance of recording C-5
& Play Back equipments
2. Tapes & tape-Recorders
a) Tape Testing Laboratory & Budget C-3 Or 1 year after completion of
grant etc. audit whichever is later.
b) Audio Tapes-Procurement & Corres- C-5
spondence thereof-specification of tapes
etc.
¢) Correspondence regarding Archives B. Keep
and storage of Tapes & Discs
d) Test report on indigenous component C-3
for Tape Recorders & Tape Deck
¢€) Tape Recording facilities C-5
f) Correspondence regarding locked up C3
Tapes-Data
g) Development of Tape Recording- C3
specification
h) Tape recorders for family planning C-3
Unit-Correspondence regarding
i) Improvement in equality of recording C-3

instruments etc.
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3.

13.

14,

16.

Akashwani Annual Awards for Technical
Excellence

Catalogue & Technical literature National/
International

Conference of Engineering Heads Minutes

Procurement of High Speed duplicating
Machines & Masters-specification of

Correspondence with Research Engineeres
& different AIR Station reg. Technical
Matters.

Correspondence with Staff Training
Institute (Technical) reg. modifications to
AIR Manual (Tech)—Comments etc.

Coordination of Technical arrangements
for Radio Pool of Broadcasting Organisa-
tion of the Non-Aligned Conference

Sixth five year plan-Proposal

Asian Games in 1982 in India
correspondence reg.

a) Precurement of Turn Table/ Disc
Recording Turn Table-Technical
Instructions & Specification of

b) Development of Turn Table Pick ups

a) Developments and Procurement of
Indigenous Ultra Portable Tape
Recorders

b) Folders

e) Feed Back Play Back, Deck-Data from
AIR Stations & Analysis of

Correspondence reg. Asia Pacific Broad-
casting, Union, European Broadcasting
Union, Consultative Council of Inter-
national Radio

Training of Technical Staff for Operational
duties

Correspondence with Superintendent
Engineer Central/Stores

139
B. Keep

C-3 Five printed copies may be kept
in the Library.

B. Keep
C-5

C-3

C-10
B. Keep

C-3

C-5
C-3

C-3
C-5

C-5

C-5

C-3
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17. a) Indian Standards Institutions—
Specifications-correspondence reg. other
than LTDC-23.

b) Electro-Telecommunication Develop-
ment Council-23 correspondenece reg.

18. UNDP Assistance reg. Tapes & Tape.
recording equipments etc.

C-5

C-5

140
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AIR MANUAL 141
STAFF TRAINING INSTITUTE (PROGRAMME)
Sl.  Subject Period Period v Remarks
No. recommended recommended
by the A.L.R. by N.A.L
New Delhi.
1 2 3 4 5
1. (a) Cultural Exchange Programme with C-5
foreign countries-implementation of reports
of-agreements
(b) Education & Training Resources in the C-5
Developing Countries of the
Commonwealth.
(c) Agreement on collaboration between C-3
foreign Radio/ TV & AIR-Proposal for
(d) Correspondence with foreign Broad-
casting organisations C-3
2. Training Courses & Managements
Programmes in India/Abroad
a) Nomination of AIR Officers C-5
b) Payment of fees to Teachers & other C3 Or 1 year after completion of
institutions audit whichever is later
c) Preparation of Model Programme C-5
Committees/ Conference/ Seminars B. Keep
Composition/ Agenda/ Minutes/ Follow
up action
Structure of Staff Artist of AIR C-10
4. Schedule of Training Courses Seminars/ C-5
Workshops etc.
5. Secretary’s Meeting reg. Training C-10
of Administration staff ‘
6. Important facts at a Glance C-1
7. Annual Report C-3 Five Printed copies may be kept

in the Library
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CCW (ELECTRICAL CIVIL) D.G. A.LR.

142

installation of Transmitters/Studios/RC’s
Poles at various Places

JI. Subject Period Period Remarks
No. recommended recommended
by the A.L.R. by N.A.L
New Delhi
2 3 4 5
. Arbitration & Court Cases C3 Subject to:-

a) the file not being closed unitil
the award/ Judgement become
final in all respect by limita-
tion or final decisionin appeal/

. revision and

b) Cases involving important
issues or containing material
of high precedent/Reference
value being retained for an
appropriate longer period
either initially or at the time of
review

. Construcltion Work:-
i) Lease of Buildings/Lands acquisition B. Keep
and Purchase of sites for the erection of
RC’s Poles etc.
. Unauthorised occupation of Govt. lands. C-10
. Approval of Radio and Cables Board to B. Keep/C-10 Files containing policy cases may
sitting of Transmitters & Receiving Centres be marked B. Keep
. Maintenance and Renovation of Building/ C3 Or 1 year after completion of
AIR Studios etc. audit whichever is later
Preliminary estimates for the Projects- B. Keep
Approved
Not approved C3
. Additions and Alterations C-3 Or | year after completion of
: audit whichever is later
. Technical Correspondence regarding the C-10
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9.
10.
11.
12.
13.
14.

Tender for erection of Mast etc.
Progress Report of New Projects
Completion Report of New Projects
Rate Running Contracts

Reserve Stock limit for Project Circles

Committees/ Board/ Conference etc.
Composition/ Agenda/ Minutes
Others

B. Keep

C-10
C-5
C-10

B. Keep

C-5

143
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AIR MANUAL 144
ANNEXURE 5
(See paragraph 18)
EXTERNAL SERVICES DIVISION: ALL INDIA RADIO: NEW DELHI
Sl. Subject Period Period Remarks
recommended recommended
by the E.S.D. A.LLR., by N.A.L
New Delhi
(A) COORDINATION-SECTION
1 2 - 3 4 5
I. Programme in Indian & Foreign
Languages:
(i) Policy/Rules B Keep
(ii) Others C-5
2. ANNIVERSARIES— Celebration of C-5
3. National Days-Celebration of C-5
4. Correspondence with M-inistry/ C-5
Universities reg. foreign students
studying in various colleges for
obtaining talks etc.
5. Instructions from Ministry of 1&B/ B. Keep In originating body other keep
DG/ Regarding External Services etc. only the standing order till it
become obselete
6. Visits of PM/ President/ Vice-President C-5
to foreign countries—talks etc.
7. Revision of fee charges of talkers and C—S Files containing policy decision
and Royalty to Drama Artists etc. may be marked B. Keep
8. Annual Report C-3 Five printed copies may be kept
in the Library for ready
reference
9. Committees/ Conference/ Meetings
E.S.D. Policy matters B. Keep
Others C-5
10. Advance Training in foreign Langu- C-3 After completion of Training
ages to the members of AIR and necessary entries are
being made in the service
book
11. E.S.D. Delegation Abroad-Report etc. C-5
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AIR MANUAL

12. Deputation of Special Artists/

(B) AUDIANCE RESEARCH UNIT (E.S.D)
1.

2. National Programmes of......
Music—field survey report of

3. Suggestions/ Instructions to the
Station Director regarding various
programmes.

4. Policy matters relating to the
Audiance Research Units

5. Letters from foreigners/Indian
Listeners & Analysis of the letters

6. Printing of Brochers/stickers/
pamphlets etc.

7.  Annual Report regarding Listeners
letters etc.

8. Register for listeners <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>