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NO.GAD/GEN/1(RR)/43406
Maharashtra State Electricity Board
Mercantile Bank Building,Fort,
Bombay-1. Dt.22.10.1969.

CIRCULAR

1. At present the old records of the Head Office iIn Bombay are being sent for storage
tothe Kala Chowkee Godown of the Stores Department. Itis, however, generally observed
that in most of the cases no systematic classification of records meant for preserva-
tion/destruction is being done nor is regular weedig out of unwanted records being
attended to, with the result that a big portion of space in the Head Office is occupled by
old records, which could otherwise be more profitabley utilised to accomodate additional
staff and/or provide more room for the existing staff. It is the responsibility of the Sectional
Heads to have this work regularly attended to by the staff in their sections and it is
requested that special attention may please be devoted to this aspect of work which has
so far recived very little attention,

2. In this context, reference is invited to para 51 to 54 under Chapter X of the
Manual of Office Procedure where in the detailed procedure to be followed for attending
to following items of work is indicated.

i) Classification, weeding and destruction of records.
i) Functions of the Record Section.

iif) Transfer of files to the Record Section.
iv) Requisition of files form the Record Section.

3. The following further instructions are issued in continuation of those indicated in
para 2 above.

i) How the files are to be sent to the Record Section.

a) Only records which are to be preserved for 30 years or more should alone be
forwarded to Record Room for preservation. The other records to be preserved for
short duration, say for 2 to 5 years should be retained in the Department/Section
concerned.

b) The individual papers in the files which are not of much importance but more or
less of routine nature such as reminders etc., should be removed from the files
before being sent to the Record Room and destroyed so that the record required
to be preserved is restricted to the important and most essential documents. The
pages should be duly re-numbered before being sent to the Record Room.,
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c) The closed files which are required to be deposited in the Record Section should
be sent by the Department/Section concerned duly listed out in duplicate in the
prescribed form indicated below.

File No. Subject Classification Remarks

(1 ) ®) (4)

d) Files for handing over to the Record Section for deposit should be given separate
serial number by each Section starting from one onwards.

e) The files should be in good condition; should be closed; should indicate clearly
on the face cover of the file number, period it covers and subject;

f) No loose papers or bunches of papers will be accepted.
Note: No files will be accepted unless the above conditions are fulfilled.
ii) How the old recod would be made available to the Section concerned.

a) On receipt of the requisition slip in the prescribed form, the old records would
be made available to the Section concerned.

b) The requisition slip should be signed by a person not below the rank of
Supdt./D.A. as the case may be.

c) If the file pertaining to a particular Section is required by any other Section the
requisition slip should be sent duly approved by the Section which has deposited
the files in Record Room.

d) The issue Register should be maintained for this purpose by the Record Section
Departmental-wise in the form shown below:-

OO ... o A
No. of Date of Receipt No. of volume  Description of Year
requisition. etc. records.

Issued to Date of issue Condition of Date of Return  Remarks
which file/ volume

Deptt/Sec

.............

204....

Date stamp should invariably be put on the last file cover before issue.
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ili) Returning back of the Records obtained from Record Room.

a) The record sent to the Section should be returned to the Record Section when
done with but if the same is not returned within 3 months, the Record Department
concerned.

b) When the Record taken from the Record Section is returned by the Department
concerned, it would be entered in the register kept in the Record Section, The
manner in which the Return Register is to be maintained is shown below :-

e DETURNREGISTER o s
No. of volumes Descriptionof  Year From which When returned.
Books etc. records Deptt.
Condition. Requisition No. Initials of the Whether check- Remarks.
Reciving Cleark ed with the Depit.
Receipt Book.

(iv) Method of destruction of unwanted record.

The files earmarked by the Competent Authority for destruction should be
destroyed by the Section-concerned in the following manner.

(a) All ordinary papers should be torn in small pieces and disposed off in the same
manner the waste papers are disposed.

(b) All secret/confidential papers should be burned to ashes.

4. Tofacilitate the proper preservation of old records, a Record Room in-charge of
Superintendent has been set-up in the Board'’s office at Shri Guru Singh Sabha Bldg., liird
Floor, Dadar, Bombay-14.

It is requested that the sections should start segregating the old records, and send
the records to the Record Room for preservation.

Sd/-Secretary.
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Sr.  Name of the office Booklet containing Suppliment No.2

No. G.0s.8G.S. Os.meant  containing Correction Slip
for examination. Nos.100 to 165.

37. Paras Power Station. 20 10

38. Parli Vaijnath Power Station. 20 10

39. Pophali Power Station, 20 10

40. Yeldari Power Station. 20 10

41. Nasik Power Station. 20 10

42. Controller of Vehicles,Pune. 10 10

43. Chief Engineer (Stores) for Major Stores only. 200 150

44, Head office. 350 175

TOTAL 2525 1000

CIRCULAR No.191 DATED 15-3-1977

Subject:-Preservation of records and weeding out/destroying the records
after a certain period.

The detailed instructions regarding Indexing/filing records etc. to be following by
the GAD(HO) and the Field Offices have been issued under the H.O. Circular No.92
(GAD/O&M) dated 15-3-75. These instructions have also been included in the manual of
office procedure. However, the types of records to be preserved orto be weeded out have
not yet been indicated except in the cases of Head Office records pertaining to Accounts
Department and the few items pertaining to GAD. This has resulted in huge accumulation
of unwanted records in all the offices which obviously occupy a very valuable space. Such
record is also observed to be dumped in a very haphazard manner.

2. In order to ensure that all unwanted records are weeded out and the remaining
records which are required to be preserved for a certainflonger period, a list containing
various subjects pertaining to GAD matter arranged in alphabetical order has been
prepared. Against each subject the procedure of maintaining the files and the period for
which the files are to be preserved have also been indicated. The period of preservation
should be reckoned from the date of final action is taken. However, in case the files are
retrieved from the record section for deciding the case received during the period of
preservation, the period will get extended i.e. record will be preserved for further period
as prescribed from the date of the subsequent final action is taken in the case.

3. It is observed that most of the records pertaining to GAD is filed in the personal
files irrespective of fact whether these are of important nature or otherwise. As a result of
filing these papers indiscriminately in the personal files which are maintained in the Office
for quite a long period, till the retirement of the personnel/employee becomes bulky and
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heavy for handling. It also results in increasing the current record. It has, therefore, been
decided to split up personnel files into two parts, one for important papers and another
for unimportant papers of routine nature. The papers of routine nature can be destroyed
by the concerned section after two years after verification that necessary entries are taken
in Service Books of the concerned employee. Such unimportant record or the paper need
not be sent 1o the record room.

4. Some files on the subject pertaining to specific offices on the basis of local
importance may be opened by such offices which may not be of general nature. But such
cases are left to the discretion of the local officers. The officer of the rank of Executive
Engineer and above in charge of the office may decide the period of preservation and
destruction of such record after a specified period.

5. Files which are to be preserved for a period of two years need not be sent to the
record room, but they may be destroyed after obtaining orders of the Officer of the rank
of Executive Engineer of the concerned section. When the files are sent by the office to
the record, the Sectional Heads sending the files should make it clear on the file that the
same is to be racorded as complete action has been taken in the case, in the following
proforma and indicate below the year in which it becomes due for destruction etc.

Subject:-
i) Action compieted on:
i) To be preserved for upto.
lii) Year in which papers should be destroyed:
SIGNATURE
6. While arranging the record, the file should be arranged subjectwise according

to the year in which the file becomes due for destruction. This will facilitate destruction of
records every year without disturbing the sequence of the other files.

7. The Record Keeper/Daftary should maintain a register of the files received by
him for recording separately for each section/department in the following form.

File No.  Subject Date on which received in the record. Period of preservation.

1 2 3 4

Year in which due  Signature of the record  Destroyed on Signature of the Record
for destruction. keeper/Daftary Keeper/Daftary

5 6 7 8
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8. Every year in the month of January, Record Keeper/Daftary should take review
and collect all the files which are due for destruction. He should prepare a list of such
record and get approval of the Officer not below the rank of Executive Engineer in charge
of the section. When the list is approved by the officer of the rank of Exe. Engineer
or above, the actual destruction should be carried out under the supervision of repre-
sentative of the concerned section not below the rank of Head Clerk/Divisional Account-
ant., Dy.Ex.Engineer as the case may be.

9. The destruction of record shall mean tearing off the papers into pieces which as
waste papers should be sold out to best advantage to the Board which should be
accounted for.

Encl: # Sd/-Jt.Secretary (T)

# See on page 210 onwards
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1. Agenda of the meetings
Board/Consultative
council

2. Constitution of Board
and Consultative
Committee

3. Correspondence with
Government/and other
Bodies in respect of mat-
ters concerning Board

Minutes of the meeting
Meeting with Ministers
Miscellaneous matters

7. Reports Estimate
committee

8. Report Public Undertaking

BOARD SECTION

Method of keeping file

Year-wise

-do-

Period of preservation

Permanent
Permanent

25 years

Permanent
20 years

Period of preservation to
be decided by the Board
Section.

Permanent

Permanent

Committee

.......................................................................................................................................................................................................

1. Correspondence regard-
Ing Notice of change
conciliations etc.

2. Correspondence with the
various unions.

3. Correspondence ..th
Labour Officers/Weifare
Officers/Industrial Rela-
tions Officers.

GAD(O&M) Cir.191

LIR SECTION

Yearwise

According to various
unions.

Yearwise according to
different offices.

10 years.

10 years.
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........................................................................................................................................................................................................

Subject Method of keeping file Period of preservation

4. Correspondence with -do- 10 years.
Chief Engineers/ Superin-
tending Engineers/Sr.
Power Station Superin-
tendents etc.

5. Implementation of the Yearwise 20 years.
various Labour Laws.

6. Jt. committee

Agenda -do- 10 years.
Minutes -do-

7. Misc. matters according  Yearwise according to to be decided by C.IL.LR.O.
to nature of work. different offices.

8. Welfare matters. -do- 10 years.
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DEPARTMENTAL CIRCULAR No.192(GAD/E-1V/24525) DATED 2-6-1977

By its Resolution No.437 dated 2-5-1977, the Board accorded its approval to
delegate powers to the Chairman to appoint employees of Government/other organisa-
tions against sanctioned posts in the Board on suitable deputation terms and conditions,
wherever suitable persons are not available within the Board or readily available in the
open market.

Sd/-Secretary.

e

CIRCULAR No.193 DATED 13-6-1877
Subject :- Revision of Pay-Scales-Points/queries raised connected therewith

Reference:- G.O. 80 (P), dt.18-1-1877.

While implementing the provisions of G.0.80(P) dated 19-1-1977 issued in pursuance of the bipartite
agreement reached on 28-12-1976 in between the M.S.E.B. and the three Federations, some of the
points/queries have been raised by the Field Officers. These points/queries have been studied perspectively
and the clarifications are given against each as mentioned below for guidance of all concerned:-

Points Clarification

1. How the promotion of employees ordered after 1-4- The pay of such employees is to be fitted in the
1974 are to be regularised whose pay- scales are revised pay-scale on the basis of pay drawn by
brought into one revised pay-scale? Whetherthe them as on 31-3-1974 in the substantive post or
benefit of 29(a) and 32(b) isto be given orotherwise? in the offg. post as the case may be in the
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No.AD/ADM/Recard/13595
Accounts Department/Adm.Section,
New Kamani Chambers,
32,Ramijibhai Kamani Marg,

Ballard Estate, Bombay-38
Dated:-10-6-77

CIRCULAR

Subject:-Fixing Periods/Limits for preservation of Records and documents
relating to the Accounts Departments.

The periods for which the various types of records of the Accounts Department of
the Board to be preserved, as communicated vide Departmental Circular No.AD/ADM/
69/5/8499 dated 26-2-1969 were reviewed and have been approved by the Chairman in
consultation whith the A.M. and T.M. in pursuance of the powers delegated to him, under
Board Resolution N0.5103 dated 23-12-1968. The periods of preservation of the various
records of the Account Department as approved now are as per the lists A to F enclosed.

It may be noted that despite the limits prescribed in the list Ato F, the records which
are required in connection with arbitration, court case, police or other investigation, audit
objection and proceedings of Committees of Legislature and legal cases, be preserved
till the cases are finalised or disputes resolved.

Immediate steps should be taken to weedout the old records and destroy tose who
have out- lived the life as prescribed in the lists enclosed. A compliance report should be
sent to this office by 30-9-77.

In case of any dispute or doubt, a reference should be made to Head Office before
records are destroyed.

Encl.lists Ato F. Sd/- For Director of Accounts.
LIST ‘A’

........................................................................ BOOKS OF ACCOUNTS . oo
No. Description of Records Period
1. Main cash books &nd subsidiary cash 10 years.

books
2. Financial Ledgers 10 years.
3. Journal Books. 10 years.
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b

10.

1.

12.

13.
14.

Consumers’s General Ledgers.

Copies of triplicate and guadruplicate
money receipts.

Suspense Account Registers.
Day Books.
Stock Ledgers.

One year after reconciliation or 3 years after
the transaction which ever is later. Wherever
there are disputes the consumers General
Ledgers should be preserved pertaining to
those items, till the dispute is resolved.

1 year after audit or 3 years after the trans-
action whichever is later.

1 year after audit.

1 year after audit.

After excesses/shortages are regularised.

LIST ‘B’

_DescriptionofRecord

Signed copies of Annual Statement of
Accounts.

Annual schemewise capital expenditure
statements.

Statements of verification of moveable
and immoveable property.

Quarterly finacial reprots (one copy of
each submitted to Government}.)

Income Tax returns of the Board.

Contributory Provident Fund Control
Sheets/Employees Family Pension
Secheme options.

Budget estimates submitted and ap-
proved by the Board.

Duly verified Annual Stores Inventories.

Bank statements and Bank Reconcilia-
tion statements.

Work Completion Reports.

Budget estimates submitted by the field
offices.

Excesses and shortages .tatements
along with investigation reports.

Quarterly trial balances.
Quarterly balance shests.

GAD(O&M) Cir.352

..........................................................................

30 years.
10 years
10 years.
16 years.
12 years.
6 years.

5 years.
5 year

3 years after preparation & reconciliation
with Asset records.

2 years.

Till excesses/shortages are approved
and adjusted.

2 years after audit of accounts.
2 years after audit of accounts.
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15.

16.

17,

18.
19.
20.
21.
22,
23.

24,

25.
26.

27.

28.

Quarterly schemewise expenditure state-
ment

Quarterly Intensive Electrification Scheme,
Rural Electrification corporation, Agricul-
tural Finance Corporation returns.

Arrears statements in respect of energy
bills.

Cash and Journal abstracts.

Monthly Trial Balances.

Consumer’s General Ledger Abstract.
Monthly capital expenditure statements.
Monthly state of work Reports.

Monthly forecast of receipts and pay-
ments.

Monthly Inter Branch and Railway Credit
Note statements.

Bill Collectors Dalily collection reports.

Material Allocation and Return of Receipts
satements.

Monthly reports like Electricity Duty, Tax
on sale of Electricity, etc...

Monthly revenue billed statements.

2 years after audit of accounts

2 years after audit of accounts.

2 years after audit of accounts.

1 years after audit of accouts.
1 year after audit of accouts.

1 year after audit of accounts.
1 years after audit of accounts.
1 year after audit of accouts.

1 year after audit of accouts.

| year after audit of final accounts or till all
the IBAs are accepted which ever is later.

1 years after audit of accounts.
1 year after audit of accounts.

1 year after audit of accounts.

1 year after audit is over.

LIST ‘C’(C.P.F)
i CHTERTAIMING YO

. Description of Record.

.......................................................................................................................................................................................................

Nominations of employees.
Investement of P.F. Accounts.
Payment of Inspection charges.
Interest earned on P.F. Investments.
Trustees Minute Books.

Payments of Pension, Gratuity.

Payments of charges to Regional P.F.
Commissioner.

Entries regarding Final withdrawal of
Contributory Provident Fund/General
Provident Fund.

Personal Ledger Account Binders.

208....

30 year subject to review by the officer-in-
charge of the Section before destruction.
5 years.

12 years.

12 years.

12 years.

12 years.

12 years after final settlements.

12 years after final settlements.
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10.

11,
12.

13.
14.

15.
16.
17.
18.
19.

21,
22.

23.

24,

Cases of losses.

Receipt of Money Orders.

Details of fidelity Guarantee and Cash in
Transit.

Details of Personal Accident Risk.

Details of Yeldari Power Hause In-
surance.

Payment of Overtime.

Payment of Elec.Bills.

Accounts of Permanent Imprests.
Accounts of Temporary Imprest
Contractors’ Fixed Deposit Receipts.

Payment of Stamps for franking machine.
Watchman's duty timings.

Watchman's attendance on publec holidays
& Sundays.

After approval by Cometent authority and
incorporated in the Annual Accounts.

1 year after audit of accounts.
Year to Year basis.

Year to Year basis.
Year to Year basls.

10 years.

3 years.

1 year after audit of accouts.

1 year after audit of accounts.

1 year after maturity subject to comple-
tion of audit.

1 year after audit of accounts.
1 year.
1 year after audit of accounts.

Railway Receipts forwarded to 1 year after audit of accouts.
consignees
Payment of Honorariurm. 1 year after audit of accounts.
LIST ‘D’
............................................................................................. e A
Description of Record Period

.......................................................................................................................................................................................................

Correspondence regarding creation of
Insurance Reserve.

Correspondence regarding non-refun-
dable advance to employees from C.P.
Fund.

Proposals regarding declaration of An-
nual Rate of Interest on Contributory
Provident Fund.

Correspondence regarding P.F. invest-
ments under Special Deposit Scheme
with State Bank of India.

Correspondence regarding Exemption
under Employees Provident Fund Act
1952.

GAD(O&M) Cir.352

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge befare destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

21.

23.

Correspondence regarding Appointment
of Trustees of Provident Fund.

Annual Accounts of the Board of Trustees
of P.F.

Board Resolution Minutes.

Corresondence regarding Financial ar-
rangement between Board & Govern-
ment.

Correspondence regarding Koyana
Lease Rent.

Correspondence regarding Bifurcation of
Bombay State Electricity Board.
Correspondence regarding Trading rela-
tions with Tatas.

Correspondence and Finance Commit-
tee proceedings.

Corressponding regarding Rural
Electrification subsidy and allied matters.
Notings regarding Capitalisation of Inter-
est.

Correspondence regarding Borrowing
limits of Board.

Correspondence regarding High Tension
Consumers.

Corresopondence regarding Designation
codes devised for computer processing of
CPF/FPF Recovery Schedules.

Printed copies of Annual Financial Sate-
ments of Board’s Accounts.

Accounts copy of Stores Receipts Notes.
Purchase order (after period of contract
is over, i.e. completion of suplies, refund
of Security Deposits, etc.)
Correspondence regarding contribution
to Labour Welfare Fund.

Correspondence regarding Fidelity Guaran-
tee Incurance in respect of Board's staff.
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10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

10 years subject to review by the Officer-
in-charge before destruction.

After payment and audit.
After payment and audit.

After review once in a year by the Officer-
in-charge of the Section before destruc-
tion.

After review once in a year by the Officer-
in-charge of the Section before destruc-
tion.
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24.

25.
26.

27.

28.

29.

30.

31.

32.

34.

35.

37.

38.

39.

41.
42.

Correspondence regarding dishonoured
cheques.

Public Undertakins Committee Paras.

Correspondence regarding Draft paras
from Gowt. Audit.

Coresspondence regarding Gowt. loan,
Rural Electrification Corporation loan,
loans from Agricuitural Finance Corpora-
tion, Agriculatural Refinance Corpn.
Banks etc.

Correspondence regarding transfer of
Provident Fund balances from other or-
ganisation to M.S.E.B.

Correspondence regarding employees
commuted value of pension.

Orders for printing and supply of
stationery etc.

Correspondence regarding Inter State
Transmission Lines. ;

Correspondence regarding clearance of
Suspense Accounts.

Results of Training courses.

Lists of Trained employees under Board's
Training Schems.

Cash Vouchers and Supporting Docu-
ments.

Correspondence on 6th Finance Com-
mission.

Corespondence regarding repayment of
Public loan.

Correspondence regarding Rural Deben-
tures.

Counterfoils of Cheques.

Pay-in-Slips for deposits in Banks.
Budget estimates of other Boards.
Annual plan of State Government.

Correspondence regarding Servicing of
Duplicating and Cyclostyling machines.

GAD(O&M) Cir.352

After review once in a year by the Officer-
in-charge of the section before destruc-
tion.

Until paras are closed finally.
Until paras are closed finally.

10 years subject to periodical review by
the officer-in-charge before destruction.

10 years subject to pariodical review by
the Officer-in-charge before destruction.

10 years subject to periodical review by
the Officer-in-charge before destruction.

After all payments are made and audit.

After review once in a year by the Officer-
in-charge of the Section before destruc-
tion.

After review once in a year by the Officer-
in-charge of the section before destruc-
tion.

10 years.
10 years.

10 years.
6 years,
6 years.
6 years.

5 years.
5 years.
5 years
5 years.
After payments and audit of accounts.
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CIRCULAR NO.50

nEw

CIRCULAR NO.351 DATED 29-5-1986
Subject:-Grant of fringe benefit to L.D.C.-Cum-Typist

As per Sr.No.18 of Annexure -1, appended to the G.O.No. 98, dated 23-9-1980, the
category of L.D.C-cum-Typist is entitled for Typing Allowance @ Rs. 15/- per month.
Similarly, as per Sr.No.4 Annexure-l, of the G.0.No.99, dated 23-9- 1980, the category of
L.D.C. is entitled for ‘Energy Allowance’ @ Rs. 30/- per month. However, a point was raised
by one of the field Offices whether the employees who are working as L.D.C.-cum-Typist
are entitled for Energy Allowance @ Rs. 30/- per month or Rs.15/- as Typing Allowance
per month. It is also seen from the data collected from the field Offices that no uniform
practice is being followed in payment of Typing Allowance to the L.D.C.-cum-Typist.

In this context, this is to clarify that the category of L.D.C.-cum-Typist is entitled for
“Typing Allowance’ @ Rs.15/- per month as per G.O. No. 98, dated 23-9-1980 and not for
‘Energy Allowance’ @ Rs.30/- per month as per G.O. No. 99, dated 23-9-1980.

All the field Offices are requested to regulate the payment of Typing Allowance to
L.D.C.-cum-Typist strictly as per above provisions and recovery of excess payment from
those to whom inadvertent payment of ‘Energy Allowance’ at the rate of Rs.30/- per month
has been made instead of eligible typing allowance of Rs.15/- per month should be
effected immediately.

Sd/-(R.V. KULKARNI
SECRETARY.

CIRCULAR NO.352 DATED 26-8-1986

Subiject:-Preservation of records and weeding out/destroying the records
after a certain period.

At present the old records of the different Sections of the Head Office, Bombay,
are being sent to the Record Section for storage. However, recently it is observed that in
most of the cases the record is not classified in systematic manner as per instructions
issued from time to time with the resuit the files of secondary importance or the record
which can be destroyed after their purpose Is fulfilled, occupy precious space of the
building which can be otherwise profitably utilized for other purposes. Even while shifting
the sections as per recent orders most of the departmental Heads have left their records
unattended without any classification and proper custody.
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2. The instructions were already issued vide H.O. Circular No.GAD/ Gen.1(R)
/43406, dated 22-10-1969 that the records which are required to be preserved for 30 years
or more should alone be sent to Record Room for preservation and papers which are not
of much importance but more or less routine nature should be weeded out and destroyed.
Similarly, filing procedure was also notified vide H.O. Circular No. 92, dated 15-3-1975.
Further, the classification of records and also period of their preservation thereof pertain-
ing to GAD and Accounts has been made vide Circular No. 191, dated 15-3- 1977 and No.
AD/ADM/Record/13595, dated 10-6-1977 respectively.

3. It is further observed that there are number of files of non-technical Sections
which are preserved by Record Section. Out of these, some files are classified as ‘A’, 'B’
& ‘'C’. These files are in the possession of Record Section for more than ten years.

4. It is also observed that Technical Department and Stores Department have not
so far listed out the files and classified as per the instructions issued from time to time.

In view of the above, following instructions are Issued:-

i) Departmental Heads of Technical and Stores Department should nominate an
Officer for classifying the records.

ii} The Establishment Superintendent, Record Section, H.O., Bombay should weed
out records classified as 'C’ kept in Record Room for more than five years and take
immediate further action.

iii) The Dy. E.O./A.P.O. of GAD Groups in Head Office should again classify the
records, as most of the records sent in Record Section are for period prior to year
1977.

5. Similar action to weed out and to preserve the record should be taken by the
concerned Officers in all field Offices.

6. The copies of the Circular Nos. 1)GAD/Gen/1(R)-43406, dated 22-10-1969, 2)
Circular No.92, Dated 15-3-1975,# 3) Circular No.191, Dated 15-3-1977,# 4) AD/ADM
/Record/13595, dated 10-6-1977 and 5) Circular No. GAD/Gr.VIIl- (O&M)/File No.286/287,
dated 17-7-1982# are again enclosed for information and speedy & proper implementation.

Itis further directed that action as stated above should be taken within 60 days from
the date of issue of this Circular.

Encl: As above Sd/-(R.K.BHARGAVA)
Member/(Adm.)

(# Pl.refer Vol.l of GAD(O&M) Circulars
for Cir.Nos.92 & 191 and refer page 127
of this Vol. for Cir.No.287)
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