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— = BHARAT ELECTRONICS LIMITED

A ST FAPCH AT CORPORATE OFFICE

| BRARATEELCTRONCS OUTER RING ROAD, NAGAVARA, BANGALORE
FTATIT sreer . OFFICE ORDER NO HO/203/003 fesi+ / Date: 14.10.2020

Ay - fifuer ¥ srfoera w1 e sk Ree
Sub: Preservation and Disposal of Records in BEL
W - FETAT A< §. T97/203/002 A 31.05.2019 (FT97 FNA)
Ref: Office Order No HO/203/002 dated 31.05.2019 (as amended)
-000-

1.0 =Eue & sfoerat & whe i faem 6 whrar s @i st s & st 6
TS offI
The procedure to be followed for Preservation and Disposal of records in BEL was
notified vide Office Order referred above.

2.0 fiZuar § srforer@t F TR X Aae™ it 3 ThRaT SETeT 7q Heo & gHer yor i T
off| TRTATE, AT ST TAT AGAIST ST THAT T FTITAT 2T F FTTATF 6 &7 § &
LER
The above procedure for Preservation and Disposal of records in BEL was placed

before the Board for approval. Accordingly, the revised procedure as approved by the
Board is enclosed as Annexure to this Office Order.

3.0 T g TF T SFUTAT F o0 TH qle F| Tg FATAT AT TRl THT F TR 2067 &
ST THE Tl ST FEATAT A9 |, 761/203/002 &1 31.05.2019 Fr rfaswfaa wzar 2
All Units may note the above for uniform compliance. This Office Order comes into
force with immediate effect and supersedes Office Order No HO/203/002 dated

31.05.2019.
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DAY TSI . Yh1/203/003 fEAIH 14.10.2020 HT SHFAUD-|
Annexure — | to the Office Order No HO/203/003 dated 14.10.2020

dsua ¥ fierat & ulRer / fAves &1 ifa
POLICY FOR PRESERVATION / DISPOSAL OF RECORDS IN BEL
3ffieRal & UfRRefuT / Fue @) HiaT UfehaT & THieT &3 &I AHTaaHhdl Hegd &1 T |
JEIIR, Tee = HISlaT Ufehar &t qHie a3 3R fAfid saraaiis sl & iHd $Hd
EU UH UG Hifd dOR &34 & o T Affa &1 7164 fosan | afifa & Rl & snur
R, SMferal o IRRET / Fae™ St S=Nfed Ufehdr 39 TR B

A need was felt to review the existing procedure for Preservation / Disposal of records.
Accordingly, Management constituted a Committee to review the existing procedure
and formulate comprehensive policy covering various Business functions. Based on the
Committee recommendations, the revised procedure for Preservation / Disposal of
records is as follows.

.  PRIAR UPpH-
BUSINESS FUNCTIONS:

fFfifed SRISR Usrl & forw sifiaal & uRRemr & w1t ot Uga &l TS -

The functions for preservation of records have been identified for the following business
functions:

fawr 3R 3ifiaifiet DEVELOPMENT & ENGINEERING
JTG / TRIEf0T / T[0T 3TYT- PRODUCTION / TESTING / QA
faUur 3R 9 MARKETING & SALES

We 3R I Ueie PURCHASE & MM

Idre gAYT PRODUCT SUPPORT

HFE 18 3R Tdg BT HR AND ALLIED FUNCTIONS
DA LEGAL

fad FINANCE

PHIURE HUYUT CORPORATE COMMUNICATION

TSURIT LICENSING

. TfrdTe SECRETARIAT

1 YulTelt INFORMATION SYSTEMS

3fAifAet ¥aTd ENGINEERING SERVICES
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I ufkzaror s faurfya f6e o aret gedarasit 1 i

CLASSIFICATION OF DOCUMENTS TO BE PRESERVED / RETAINED
TXaTaell B Fuferad ol & I@T AT § -

Documents are to be classified as per the following categories-

- 591 <9l o Wit =0 T gfRfe / ufaufd @ g

Documents that need to be preserved / retained permanently

- O TaTaST @ SaRgH TR 3afd & fore ufRfa / ufaemRaRar g

Documents that may be preserved / retained for a specific duration as required.

faftrs FRITRT UHaf T Faiftrd Sxarasll &t S 3R URRE0T & 3fafd srqad®- || § 4
TS 5

Schedule detailing the documents pertaining to different business functions and the
period of preservation is indicated at Annexure — II.

Nl HSRUI I fAfe

METHOD OF STORAGE

PR, TfdeT S SIS Sl Sisud 3R 3T Jefdd Uit & o9 TRWRS U 9 geanaifd
gid 8, Uil 9wy & fafiy eafy & o g1 it / STl c&diasl & U & Tufed fbu
ST 3R A1 BT Wrelt Haef & fore X ot 715 wifcrar off it smatt

Documents such as Agreements, Contracts that are mutually signed between BEL and
other concerned parties need to be stored as hard copies/paper documents for the
specific time period of relevance and also as scanned copies for future reference.

3= QUi GXATaS Pl TS DU AT Sade(-d U H IIDH AR Wfed far S g

gl

All other documents can be stored either as hard copies or in electronic form as
required.

T Al H Agayul A SM TR SEE & e JHT ddb T off Iahal § |

Records may be maintained for longer periods in individual cases where it is considered
important.
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T T ARG T 3Tafdies Teten ot St 3R I} Al 7 I 99 4 & Fud arig
ERUERS I

Periodical review shall be conducted of the records maintained and due date of
destruction shall be indicated in all cases.

fATRAl BT Y R B URAd I ¥ Ugd SFId U SR qraur gHfEd oA oI
R SrgumT & Tl &t gt

Heads of Sections are personally responsible to ensure the proper care and diligence is
exercised before proposing the destruction.

V. T P UfdYRUT / T

DOCUMENT RETENTION / ACCESS
THRY $eid & Iy Ay HeRo =il & gxdast &1 Ifad HeRur gAd & & fag
3ILGPH IIYUTT SRt SE |

Necessary care shall be exercised to ensure proper storage of documents in the
designated storage locations with access control.

Ud® [AUTT gRT Sfed Sdrauli &l U Sclay @1 ST ST | U Sered J-1d IHY, I8

g foran SITE foh U Revre ufduRor &t Safd ! Jaiftd &1 fafad ugam & ol
St ® 8fR I8 SRId &1/ ¥ R YA A & Ih T HeH 33T oI g |

A database of the documents stored needs to be maintained by each department. While
creating such a database, it must be ensured that that expiry of the retention period of
each record is duly identified and immediate steps are taken to ensure its destruction in
an appropriate manner.

SIS & YR Bt 3fafy B ST B aralt g Iwifad arat / gevedl & Raars
HUHl & fBal 3R Ifera graafy e forg fradt favy Rers / gxaraw frdt gy & form
TGS g, B! &F H IQd §U dUR &1 T8 § | U S&Iael ot UideUR0r Sa<adar

ST & TRR | AIET SfTd §, i foivg Gaiferd faUTT §RT Hedqul AT offdT &, 3 Hias
& Ty & forw Fufed S g

The schedule indicating the period of retention of documents is devised keeping in view
the interests of the Company against possible claims/litigations and also reasonable
time period for which a particular record/document would be needed for reference.
Documents not falling under the purview of the retention requirement schedule but
which are deemed important by the Concerned Department/s are to be archived for
future reference.
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el THTT U9 gRI e Srid® & | el & W o’ & U I foxqd
T3 IR ot Sl 3R 9 fore Weifta wrafas Fewe ot de urd o Se |

A detailed SOP for accessing records shall be prepared in each Functional Area by the
concerned Divisional Head and approval of the respective Functional Director obtained
for the same.

V. SXAd B AF ST
DOCUMENT DESTRUCTION

gfaurur &t AfEY orafdr & 18R W, Reple &1 79 a1 & ey o Fgfafag uftear &1
grei fordT ST -

On completion of the specified period of retention, the following procedure may be
followed with regard to destruction of records:

=& fURT / faumT 9 fT S aret gxardell &1 UgaM & 3R G & g
! S arcl! g § Reprs ¥ |
Concerned Divisions / Departments to identify the documents to be destroyed and
record the same in a list to be put up for approval.

= GGGl I Y B & fore Fafdd fayrita yg@ O Ifaa srdie ured foar s
3R TS & G & Y UqsrIHG St Uit yrdt ded & forg defera favm
RTI! Sa|
Due approval may be obtained from the Concerned Divisional Head for destruction
of the documents and copies of such approvals along with list of documents
should be maintained by the concerned departments for future reference.

» 3TAGA U aRA |, [fcy RalE ot & aRIR & iR 39S / S =8 fou
S| gAae-d Sl & T Tial ¥ Rl 0 ¥ ge faar S|

On approval, the specified records may be destroyed either by shredding/burning
within the premises of the Company. Electronic data must be deleted permanently
from all sources.

faare, o/aT e & Tard / AT W, ol UeR &) gdddr Sig a1 WHR DI 3
URdrg, 3Nfe o8 Reis Tafda § & ama § s it Revts 7y =78t foram S |

No records shall be destroyed if there are disputes, audit queries/draft paras, any
vigilance investigations or other enquiries from Government, etc., in respect of matters
to which the records pertain.
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TS B Y B Y Ugd, Yafd fIUNT Y T SA1dsil Bt Jiue HIdt Th B G ol
AT b 3T, BIsall (I / MU= Wigdl dfgd) Dl USRd &1 & fou sAP Tt

3{ET UfehaT RITUT &1 S T aifferor / WSRO / TAWi 3R WIfaR0 & dR-aRid
3TSTY / 3l §RT O Ty e |

Before destructing the documents, the respective department should Scan and maintain
Soft copy of the documents. Further, a separate procedure will be established in SAP
for storing files (including secret / confidential files). The modalities for classification /
storing / retrieval & authorisation will be formulated by IS/CO.

V. Srasl & URTeur $t rerRt

RESPONSIBILITY FOR PRESERVATION OF DOCUMENTS

XSl & R / e / fAErR & RreeRt Tafta fumt uga &t 8t uds
FTAS &7 T Rble & Wed & U H U SRAGRT B AMHd fohal e 3R 59 g
e Sraid® He=e &1 3HIe Ui foar smem|

The responsibility for preservation / disposal / archival of documents shall be with the
concerned Head of the Division. An Executive shall be nominated as custodian of
records in each Functional area and the approval of the respective Functional Director
obtained.

V. YhgHaTSH

LITIGATION

OI§ I3 GhaH], Tal I RSN SIid dfad &1 a1 T 814 &1 Irad 3H fobar Sirar g, o
Tt Soaei® 3R BT Gxaas BT A8 HAT qid S (a1 ST ISdae -d IR &
A ¥, g8 gRa & &t et omeu faur &t enft i 18 +ft warfera fammer
ury Ffsea o fear srar g

When a lawsuit, claim or government investigation is pending or reasonably
foreseeable, all electronic and paper document destruction must cease immediately. In
the case of electronic destruction, the IS department is responsible for ensuring that
any automatic destruction programme is disabled.
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3-Jdd% /Annexure — II

SEATavl & UfkRequr & raft g=iia areft st
SCHEDULE INDICATING PERIOD OF PRESERVATION OF DOCUMENTS

ITHYUT 3R I (3R Te ) / fawm SR el @ s )
Research & Development (R&D) /Development & Engineering (D&E)

Pl SEITA B Ul BT T
PSL. | eXATdW / DOCUMENT PERIOD OF PRESERVATION OF
NO. DOCUMENT
K ECORRSIC| g (5) 9y
CONTRACT DOCUMENTS FIVE (5) YEARS
%, 3R TS St / ST 3R 3 TR (TASIT 31fS)

1 a. R&D/D&E AGREEMENTS (NDA ETC.)

G, SIS § & Y XA - MYfeichl
b. D&E CONTRACT DOCUMENTS -

SUPPLIERS
IR Yee S&arael < (10) TN
PROJECT MANAGEMENT DOCUMENTS TEN (10) YEARS

®. URASHT I / YEY P A &
[ASICE

a. PROJECT CHARTERS / MANAGEMENT
SANCTION DOCUMENTS

2 | G ORI 9HieT & gedas

b. PROJECT REVIEW DOCUMENTS

T, IdTE / HoTTel gteror o

c. PRODUCT / SYSTEM TEST REPORTS
Y. SIFSH T gxardol

d. RISK MANAGEMENT DOCUMENTS

. g Raid

e. CLOSURE REPORTS

ESIBEIFUEESICR

ENGINEERING DOCUMENTS pdii]

PERMANENT
. dI3UA & SIGCT AFS] & AR Jrord
a. GENERATED AS PER BEL DRAFTING
STANDARDS
G, GidediR (Fid dis / Muea ®i9)
b. SOFTWARE (SOURCE CODE /
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EXECUTABLE CODE)

T, URfiet (feomza / Rk / Sieiey / feem)

c. PCB (DESIGN / GERBER /GDS/ FILMS)

3R TS 3! Ya¢H Gaol

R&D MANAGEMENT DOCUMENTS

. 3 I Y U9 fa®mr e RTora /
a. 3 YEAR R&D PLAN (REVENUE /
CAPITAL)

Q. SIS A AY
b. TECHNOLOGY ROAD MAP

1. YRINTT §3d (THINTH) HIaRe WeNfip
gIoMT gRT Temferd

c. INSTITUTIONAL MEETINGS (MOM)
CONDUCTED BY CO TP

g, givos, fifa et axdmaw, Aged

d. CIRCULARS, POLICY DOCUMENTS,
MANUALS

& difgd Jucr PR (IMSTAR) 3R
efd gxdrast

e. INTELLECTUAL PROPERTY RIGHTS
(IPR) AND RELATED DOCUMENTS

. REHR YeTed Gedrael (3fiaike / aresl)
f. AWARDS RELATED DOCUMENTS
(INTERNAL/ EXTERNAL)

B, IR TS S AT / UHTON BT SXdTael
g. R&D RECOGNITION / CERTIFICATION
DOCUMENTS

. gUIdS 3R TS 1 U9 ot RUid/
[ASICE|

h. COLLABORATIVE R&D EMPANELMENT
REPORTS/DOCUMENTS

%. 39 (10) I

a. TEN (10) YEARS

Q. 19 (20) a9

b. TWENTY (20) YEARS
.39 (10) 99

c. TEN (10) YEARS

9. €9 (20) 98 T AT XA
R} fhu OF d, 378 9 S ot 1

a8
d. 20 YEARS OR TILL
SUPERSEDING  DOCUMENT IS

RELEASED WHICHEVER IS LATER

T. JRMIR & Sitaera Al &

S{JIR
e. AS PER LIFECYCLE RULES OF

IPR

.39 (10) I8
f. TEN (10) YEARS

BRI
g. PERMANENT

. Ugg (15)a8
h. FIFTEEN (15) YEARS
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ITGH / FIU. / U&ror
PRODUCTION/QA/TESTING

$SL.

NO.

I&TdW / DOCUMENT

SEITAS B YRl &1 J0g
PERIOD OF PRESERVATION
OF DOCUMENT

fafmT0T / JU-3raY AT o UTdhad
MANUFACTURING/SUB-CONTRACT COST
ESTIMATES

o (03)ay
THREE (03) YEARS

uft Ao/ oflegor RO, aR vy, | O (5) @
. oR . 3IR TR Ao FIVE (5) YEARS
2 | ALL INSPECTION / TEST REPORTS ,
WARRANTY CERTIFICATES, COC & USER
MANUALS
TS FARterur yaTr-us / fewforar Ui (5) 9N
3 | CUSTOMER INSPECTION CERTIFICATES/ | FIVE (5) YEARS
NOTES
B3 Fd T J91¢ U ufear Ram Reprs | ui= (5) oo
4 | OUT SOURCING PROCESS CONTROL FIVE (5) YEARS
RECORD
STy RUié Ufd (5) a9y
5 | ESS REPORTS FIVE (5) YEARS
FICT 3R Thel Rbis Ui (5) 9N
6 | QT AND FAT RECORDS FIVE (5) YEARS
&1 g Repie @ UHSIR) 3R H1- uig (5) 99
. AT &t S Rard FIVE (5) YEARS
TEST MEASUREMENT RECORD (TMR) AND
PERFORMANCE CHECK REPORTS
8 UTedh gRT G-RITEd o1 fAR1aror 29 (10) 9
CUSTOMER VETTED DOCUMENTS TEN (10) YEARS
o fa=amg fd=ur gxara &9 (20) 98
CONFIGURATION CONTROL DOCUMENTS | TWENTY (20) YEARS
QMS,EMS, 1SO 9001 3R 14001 3@ Udlem, | &9 (10) I8
10 | CMMI 3R st wfafafear TEN (10) YEARS

QMS,EMS, ISO 9001 & 14001 AUDITS,
CMMI &RELATED ACTIVITIES
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fawt / fauur=

SALES/MARKETING
PHHI 3 SXATAY & UfRREuT B Sraftr
®SL. | | OCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
TEH B! IBdIS T (5) 98
1 | CUSTOMER ENQUIRIES FIVE (5) YEARS
T qeu & 3 g (5) Y
2 | SELLING PRICE APPROVALS FIVE (5) YEARS
IS 3T Wl TR (e, o | O (©) 9
E FIVE (5) YEARS
QUOTE / OTHER RELATED
CORRESPONDANCE (PNC ,CNC ETC)
T UYUT G&d1del, f[ad_ul sield U (5) Iy
4 | DISPATCH DOCUMENTS OBD,INVOICE FIVE (5) YEARS
I TR 3R 3 f3fay rsd uig (5) 99
5 | GENERAL CORRESPONDANCE & OTHER FIVE (5) YEARS
MISCELLANEOUS FILES
CEEERISE Ui (5) 9u/ eI 3afe ot Wt a1
g | MARKETING PLAN agl
5 YEARS/OBLIGATION PERIOD,
WHICHEVER IS LATER
3T TSN 3G B Brsd Ui (5) 9u/ aI@ 3afy off off a1
, | ADVANCE ESO APPROVAL FILE =S|
5 YEARS/OBLIGATION PERIOD,
WHICHEVER IS LATER
SIS/ HIT-U= gid (5) au/ giiia Sraty i ot a1
g | CONTRACTS/INDENTS 7al
5 YEARS/OBLIGATION PERIOD,
WHICHEVER IS LATER
SIS T T U4 (5) au/ <1l Srafy < +ff a1
o | CONTRACTS REVIEW HE

5 YEARS/OBLIGATION PERIOD,
WHICHEVER IS LATER

U Page 9 of 37




e 3R IR yae

PURCHASE & MM

HH 3 SETAS & YRR oY afds
BSL. | OCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
ufafd 1 @tens) Ui (5) 99
1 | BILL OF ENTRY (BOE) FIVE (5) YEARS
fyafd / g: fafd & axdaw gfd (5) 9y
2 | EXPORT/ RE-EXPORT DOCUMENT FIVE (5) YEARS
e [T & YHIU-TH T (5) a8
3 | DUTY EXEMPTION CERTIFICATE FIVE (5) YEARS
e AU/ YTaTaR /ST & &1d gid (5) 99
4 | DRAW BACK / REFUND/INSURANCE CLAIMS | FIVE (5) YEARS
g | W BRAC & TS g (5) 9y
ATA CARNET DOCUMENTS FIVE (5) YEARS
TSI U A & fou 3R g (5) 9y
6 | GR FOR AVAILING ITC FIVE (5) YEARS
3reT fopu 1T Ja1 HR 1 RAid T (5) 9y
7| REPORTS ON SERVICE TAX PAID FIVE (5) YEARS
STae SMYfd & o T <1 / fop! dieie g4 (5) ay
g | GST/ SALES INVOICE FOR OUTWARD FIVE (5) YEARS
SUPPLY
iie / @i Bred, @il 3oy, T & ai (5) ay
i FIVE (5) YEARS
9 | PROCUREMENT/PURCHASE FILES,
PURCHASE ORDERS, AMC FILES
IS gHAT
PRODUCT SUPPORT
HH e S & U0 $1 3rafy
BSL. | D OCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
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Te P SIHET 3R ST B BIga
MANAGEMENT APPROVALS & SANCTION
FILES

g (5) 9y
FIVE (5) YEARS

3R T W, IR gu & SMYfd 3w, T A
It e, fadarsti & 1Y 3R 3R I 3e,

e ¥ AR & 3Me

RFP,SUPPLY ORDER FOR WARRANTY
SUPPORT,AMC CONTRACTS,RRC
CONTRACTS WITH VENDORS,REPAIR
ORDERS FROM CUSTOMERS

Tfdeme= 3afey + 3 99
CONTRACTUAL PERIOD + 3
YEARS

IF & HRIGA (FRITT §3%-arg 1 / 4
AT/ AR, T ISR0T 3R US| B 1Y

T 77T 37 TR

MINUTES OF MEETING (INSTITUTIONAL
MEETINGS-IAF/ARMY/NAVY), BUGDETARY
QUOTATIONS AND OTHER
CORRESPONDANCE WITH CUSTOMERS

= (03)ad
THREE (03) YEARS

Hremruy Raré / Rerd, BledsH RuUld,
faferT & Ry, fagharsit & fore Jar ufafd

RIY 3R 3= fafay RReprs

CRM REPORTS / COMPLAINTS, FIELD
WORK REPORTS, BILLING REQUESTS,
SERVICE ENTRY REQUESTS FOR VENDORS
& OTHER MISCELLANEOUS RECORDS

o (03)ay
THREE (03) YEARS

AT ST - TITTET 3R Hdf
HR - ESTABLISHMENT & RECRUITMENT

$SL.

NO.

(ASICE]

DOCUMENT

SEITAS & YRR &Y afd
PERIOD OF PRESERVATION
OF DOCUMENT

HUAR! & et Rl / Bgd
EMPLOYEE PERSONAL RECORDS / FILES

QIR / SEAHT & §1E &9 (10)
Gl

10 years post
retirement/resignation
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R gHe WMMRU & HIRd, Mgl
RIFIARUT AT, 3R AU+, TAGHRI
CINECIES]

INTER UNIT TRANSFER FILES, IUT
BENEFITS, INTERNALADVERTISEMENTS,
ENGAGEMENT OF ADVISORS

39 (10) a9
TEN (10) YEARS

fafte o= ¥ Iefdd gxdas - 31 gdeh
fewforg oiR WRR, #WeNeYd & Ig,
FBR Fed & g7, TS o I 3R
TRy FIgR & et

DOCUMENTS PERTAINING TO VARIOUS
SELECTIONS - E-I NOTINGS &
CORRESPONDENCE, GENERAL MANAGER
SELECTIONS, EXECUTIVE DIRECTOR

SELECTIONS, PESB SELECTIONS AND
POSTING TO NYRO & SIRO

< (10) 99
TEN (10) YEARS

HR-wTe geaidd et Rele iR HH-
fsare dae 9

RECORDS RELATING PERFORMANCE
APPRAISALS & PERFORMANCE RELATED
PAY

39 (10)
TEN (10) YEARS

Ui ¥ Y&l eaas - QUrhg ugfa
gftfa & Rere / srfarfeal I siaR
IIo1 BIgdl / HrAATg!

PROMOTION RELATED DOCUMENTS -
DEPARTMENTAL PROMOTION COMMITTEE

RECORDS/PROCEEDINGS, MODIFIED
CAREER PLAN FILES/PROCEEDINGS

39 (10) a9
TEN (10) YEARS

RIDHR 3R U - SH T DR Rbls,

fgdl The RWHR / WdEA o], HRS

e TiTe Ao, féd [RIBR 3Nfg

AWARDS & INCENTIVES - EXCELLENCE
AWARDS RECORDS, HINDI CASH AWARD/
INCENTIVE SCHEME, MONTHLY CASH
INCENTIVE SCHEME, EDUCATIONAL
AWARDS ETC

39 (10) a9
TEN (10) YEARS
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BERECHS Texd ST, AR

T

7| BERECHS MEMBERSHIP DATA  ROSTERs | PERMANENT
AT Utem bt RUid drem pi e e R |« (03) 3o
8 | AUDIT REPORTS, MINISTRY REPLIES THREE (03) YEARS
SRIfa geic / Tifea o) o fafdy Raye, | Ui (5) a9
e Tt/ Ot/ o w9 FIVE (5) YEARS
9 | MANPOWER BUDGET /STATISTICS &
OTHER MISCELLANEOUS REPORTS ,
FINANCIAL SANCTIONS / CAPITAL /
REVENUE BUDGET
Yff ¥ T o&dd o9 oMRifad @t | Hadl / 999 Uishdl b QR 8 B
TGSl / Hol BTRdl, Sridear fafdy & < (10) a1 fesgett / 34
DOCUMENTS PERTAINING To | ATl H BT / T Hafd by
RECRUITMENT  SUCH MANPOWER | ST TR ATHd &I fAder e
REQUIREMENT/SANCTION FILES, | TEN (10) YEARS FROM THE DATE
10 | PROCEEDINGS OF COMPLETION OF
RECRUITMENT/SELECTION
PROCESS OR IN CASE OF
ACTION/REFERENCE TO
TRIBUNALS/LABOUR COURTS,
TILL THE DISPOSAL OF THE
CASE
HIE SHTYT RITYAT 3R Helf
HR - ESTABLISHMENT & RECRUITMENT
HH 3 ST & URREUT B 3afy
BSL. | DOCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
T - U G SR A g MU e Y | IO B AR A o (03)ad
G S R defe TE THREE (03) YEARS FROM THE
11 | APPLICATION AND CONNECTED DATE OF SELECTION
DOCUMENTS PERTAINING TO SELECTIONS-
WAITLISTED AND NOT-SELECTED
CANDIDATES
UY-UH, 3R JRABIC 3R 99 Hiordl & T P ARG o (03)ay
Rors THREE (03) YEARS FROM THE
12 | RECORDS OF QUESTION PAPERS, ANSWER | DATE OF SELECTION

SCRIPTS AND KEYS OF THE SELECTIONS
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TR for8 |l UfshaT &1 18 IiaT a1 @, 3

I Dt ARG T U (05)ad

Ut ufkdiemes sftdaret & Yefda uRomal | FIVE (05) YEARS FROM THE
1 gereid yfeat DATE OF SELECTION
13 | SIGNED COPIES OF RESULTS L.R.O
PROBATIONARY ENGINEERS RECEIVED
FROM AGENCIES TO WHOM THE
RECRUITMENT PROCESS IS OUTSOURCED
AT 91 faaT 3R $.3MR. / 38,30,
HR-POLICIES & ER/IR
HHI 3 ST & URTEUT Bt afes
PSL. | DOCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
Hfy B wred, FEEE HRY, THINY SR | R
. o PERMANENT
@m, PIAl / SAlddl HIHA / HIRWH]
. Sffgw Al graaws
POLICY FILES, OFFICE ORDERS, MoU &
MoS, LEGAL /COURT CASES/FACTORY ACT
RELATED DOCUMENTS
fgueha g, Aft / welt / et TEiRge, | &9 (10) 99
- C o TEN (10) YEARS
i R, 98®! & Hriqd dat Rabis (of (10)
W TSR, S S A A SR v g@),
AT & Uy, HATAT TR, gSdId 3R
R RO
> | RECORDS PERTAINING TO BI- PARTITE
ELECTIONS, TC /SC / ST ASSOCIATION,
PUBLIC GRIEVANCE , MINUTES OF THE
MEETING
(JSC,AJC,JWNC & TASK FORCE), AUDIT
QUERIES, MINISTRY CORRESPONDENCE,
STRIKE & RELATED REPORTS
AT HET1YH fasTa (@asms))
HUMAN RESOURCE DEVELOPMENT (HRD)
HHI 3 SXATAW & URREuT BT 3rafe
BSL. | OCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
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Teie Pt Aol iR AR wisd, siferat SR
[BIEHEASIER]

MANAGEMENT APPROVAL AND SANCTION
FILES, BIDS & TENDER DOCUMENTS

= (03) 99
THREE (03) YEARS

TR0 S R YT & faaRul, HAed
3 fer MU IR, RO 3R 3 THRR BEd,
Rremff & fopis

@ (03) T
THREE (03) YEARS

2 | TRAINING NOMINATIONS & PAYMENT
DETAILS, MINISTRY REPLIES, REPORTS
AND OTHER CORRESPONDENCE FILES,
APPRENTICE RECORDS
UFR&01 TR & D / JRADIE, HTRIHH & (ON)as
. o ONE (01) YEARS
Iuffa 3R ufafeear, feare, uAieTd, Ja=R (1)
|
3 | LEAFLETS/BROCHURES OF TRAINING
INSTITUTES, PROGRAM ATTENDANCE &
FEEDBACK, BOOKS, MAGAZINES,
NEWSPAPERS
\ HHATRAT & U1 Rpia Ja1-Fiaky do
TRAINING RECORDS OF EMPLOYEES TILL SUPERANNUATION
ST / o9 da¢ / fRifeen
WELFARE/PUBLIC RELATION/MEDICAL
i SETAW & e & rafd
HSL. DE OEE c“ ul 'M' ENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
U TS % SUER, A1 SUER, 9, fireTs ek | o (03) @
THREE (03) YEARS
Td & UidCaH U, STUSHTE, SIRUW, (03)
1 | SS=gU® 3R TAUHUG
NEW YEAR GIFTS,SERVICE GIFTS,
UNIFORMS, SWEETS & DRY FRUITS
REDEEMED COUPONS,ESI,DRF, EWF & LWF
I Te-fbT, wdig ok e, $ ey, | i (03) W
T — THREE (03) YEARS
2

GUEST HOUSE -BOOKINGS,
PROCUREMENTS & BILLS, CANTEEN
CONTRACTS, BILLS & REMITTANCES
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forfdre Tt srgHTe SR T
MEDICAL RELATED APPROVALS AND

< (10) 99
TEN (10) YEARS

3
SANCTIONS
TOHT g7 RN &7 999, Teru oIk iy | I (03) a9
THREE (03) YEARS
Yoob  TRIEU,  SROAE &R GARIEM, (03)
HERSHag & el & fow el
Bl & fod, carsal @ Wi, <ael &
faarur § gefda Raprs
4 | AMA & SPECIALIST EMPANELMENT,AMA &
SPECIALIST FEE REVISION,HOSPITAL RATE
REVISION, APOLLO PHARMACY BILLS FOR
BERECHS MEMBERS, MEDICINE
PROCUREMENT, RECORDS RELATED TO
DISTRIBUTION OF MEDICINES
ITSTHTYT / OFFICIAL LANGUAGE (OL)
wHHI XTI & TR Bt 3rafey
$SL. | G&Tds / DOCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
TfTeror Repts, TieaTe=T aor, formme} JretuTeT | < (03) 99
THREE (03) YEARS
R, &<l Ae THRIE SR fgumiieru, e (03)
, fafay Repre
TRAINING RECORDS, INCENTIVE SCHEMES,
QUARTERLY OL REPORTS, HINDI MONTH
CELEBRATIONS & BILINGUALISATION
OTHER MISCELLANEOUS RECORDS
THTHT, TRTHT, ISTHTYT Sh&ur gifd &b | ol (03) I8
5 IRCIE] THREE (03) YEARS
OLIC, TOLIC , AUDIT COMMITTEE
RECORDS
T RepTe- fvarel, At Sdet eik qi (5) 9
AR Pt BRIG Hadh do | FIVE (5) YEARS
3

PURCHASE RECORDS- SANCTIONS FOR
PURCHASE OF BOOKS, CDS, DVDS &
SOFTWARE.
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1§ T, &M HATCT, & Jre A | Rkl
. . y PERMANENT
Tafd gxdrae - 9aR, FRieor Rers /
gyaferar
4 | MINISTRY OF HOME AFFAIRS, MINISTRY
OF DEFENCE, DEPARTMENT OF DEFENCE
PRODUCTION RELATED DOCUMENTS -
CORREPONDENCE, INSPECTION RECORDS/
QUESTIONNAIRE
PIURC FTHID ST (HTHIMR)
CORPORATE SOCIAL RESPONSIBILITY (CSR)
HHi 3 SXATA & URRE0T B 3rafy
PSL. | DOCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
dIugeR Jeeh e SRy, TugeiR i (5) 9
fefaferdt @t awiit R o ffey qeaer | FIVE () YEARS
{ | CSR REQUESTS RECEIVED, PHOTOGRAPHS
OF CSR ACTIVITIES & OTHER
MISCELLEANEOUS DOCUMENTS
T&e & AG 3R TSR TRTSHT Bi
2 | MANAGEMENT APPROVALS & CSR PROJECT | 1o 08) a
EIGHT (08) YEARS
FILES
iy Tfiifa @t do@! & Hrigd, aFaR 39 (10) 9N
. .~ | TEN (10) YEAR
HrewsiR @l o1 faavur, ot udien & usi & (10) >
OTIx, AT % OTIR GﬁT yAldIx
3 | MINUTES OF MEETING OF APEX
COMMITTEE, DETAILS OF SECTOR WISE
CSR EXPENSES, REPLIES TO AUDIT
QUERIES, MINISTRY REPLIES &
CORRESPONDENCE
& / SECURITY
Ui 3 SEITA & URRE0T B 3afi
PSL. | DOCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
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SRR SR g &1 Yy, Sffse SR
IR & RPie, Uaed & SfgHIG, JR&f
afd orgey , Mfdar wisd / weHs,
SRITad Raple, JR&m Mg Rels ik kg

sifse Raré, shae oifg Raié

ARMS & GUN LICENCE, AUDIT &
INSPECTION REPORTS, TRAINING
RECORDS, POLICE VERIFICATION,
FOREIGN VISITORS DETAILS, MOCK DRILL
REPORTS, FIRE EXTINGUISHER RECORDS,
MANAGEMENT  APPROVALS,  SECURITY
RELATED CONTRACTS/ TENDER
FILES/AMC, MANPOWER RECORDS,
SECURITY  INSPECTION RECORDS &
REPORTS, AUDIT REPORTS, SURPRISE
CHECK REPORTS

AR fifw ; msdl W
RN & SR Rt
PERMANENT AS PER ARMS ACT /
IB RECOMMENDATIONS

AR — dDh-Sded dlg-, ARl ufafy,
T ST AT, TR Bl 3R e el Hls,
qemrEdt ok fac=ft omigel & Uaw,
MAGING, Afdrd R SFigHd e UM,
TR& Sifth Repls, Hiasd 3R 3T Tuad

ICNRECIEN R IRERL

REGISTERS -VEHICLES IN & OUT,
MATERIAL ENTRY, ISSUE OF TOKENS,
ACCESS CARDS & ID CARDS, VIP &
FOREIGN VISITORS ENTRY, OFFICAL,
PERSONAL & VISITOR GATE PASSES,
SECURITY BRIEFING RECORDS, MOBILE &

@ (03) T
THREE (03) YEARS

FIRE AMC BILLS, MOBILE
AUTHORISATIONS

AR AR O - oA SR IR G- | Ui (5) au

I, Afdar SR & 3rgHfa Repis, w@ | FIVE (5) YEARS

e Reple, e S
MATERIAL GATE PASSES - RETURNABLE &
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NON RETURNABLE, CONTRACT WORKERS
PERMISSION RECORDS, KEY
AUTHORISATION RECORDS, MOVEMENT
ORDERS

gfaer 3k |aTe / FACILITY AND SERVICES

A 3 SEITA & URRE0T Pt i
DhSL. DOCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT

TS B B TG B ufigfd, T &t g & | U (5) I

T T HIE F e @ et Rt FIVE (5) YEARS

REIMBURSEMENT FOR PURCHASE OF
MOBILE PHONES, RENT FOR SBI ATM

AT & o oo 1 Tegdr T e
s

T (5) 9N
FIVE (5) YEARS

2 | RECORDS PERTAINING TO
CLUB MEMBERSHIP FOR DIRECTORS
BATR fcdhe & [ IR GHT & FRIY AR | T (5) I
B IR RRASICIS] FIVE (5) YEARS
3 | AIRTICKET BILLS AND BOOKING REQUESTS
AND RELATED DOCUMENTS
. SGDH fae 3R ot Soc TH T ot & fodt 39 (10) a9
BESCOM BILLS & BWSSB BILLS TEN (10) YEARS
: STt U 3fTs Ut 3R AT el gxrast 29 (10) 9
GLIP & INSURANCE RELATED DOCUMENTS | TEN (10) YEARS
AT & faT U IR 3R THRR 9 (10) ¥
6 | MINSTRY REPLIES & CORRESPONDENCE | TEN (10) YEARS
; Jufy & gxrast =Tt
PROPERTY DOCUMENTS PERMANENT
faftre / LEGAL
T 3 TTATAW & URRET $Y 3rafy
PSL. | DOCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
HIed AT 3R uRuz YTt
1 | FILE NOTINGS & CIRCULARS PERMANENT
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AT - 3STAd! / <TTIbT / SRR 3R
fpt o= e WIS RT o THE JhaHaTst
CASES - LITIGATION BEFORE

A & 3ifaw FAvge s Id=
(03) T
THREE (03) YEARS AFTER THE

2
COURTS/TRIBUNALS/COMMISSIONS AND | FINAL DECISION IN THE MATTER
ANY OTHER COMPETENT AUTHORITY
AR & AT aHa & 3ifaw vl & a1 A=
, | ARBITRATION MATTERS (03) @
THREE (03) YEARS AFTER THE
FINAL DECISION IN THE MATTER
3= 3R ITdH AT & U YT
4 | JUDGMENTS OF HIGH COURTS & SUPREME | PERMANENT
COURT
B G, B A 3R Faerd Sare o (03) 9u
5 | LEGAL OPINIONS, LEGAL NOTICES AND THREE (03) YEARS
CORRESPONDING REPLIES
fare / faaroft - ARy / fommgl / ot = (03) Td
7 | REPORTS/RETURNS - THREE (03) YEARS
MONTHLY/QUARTERLY/ANUALLY
AT T SHfUPR (3R & 315 ) & A
RIGHT TO INFORMATION (RTI) MATTERS
EL SXATAS & URREUT BT Safe
HSL. Da OEE c” ul 'M' ENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
3RETSHTE TG 3R Heifdd IR (i) IR B ARG A I (03) T
RTI APPLICATIONS AND CORRESPONDING | TREE (03) YEARS FROM THE
REPLIES DATE OF REPLY.
L | () gym Srdteia TRl &1 dis Ul F B
R (i) AT & sifqw Foflg F s &
(i) IN CASE OF NO APPEAL TO FIRST 02) 7
APPELLATE AUTHORITY TWO (02) YEARS AFTER THE
(i W Sttt srdiceftar 2 fec srdter FINAL DECISION IN THE MATTER
/SRS Y RIprd B & qHe |
(ii) IN CASE OF APPEAL TO FIRST
APPELLATE AUTHORITY OR SECOND
APPEAL/COMPLAINT TO CIC
5 It ag It @1 sifqw vl / smewr =Tt
FINAL DECISION/ORDER(S) OF CIC PERMANENT
5 | RO/ faoh - ol o aritfes i (03) A
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REPORTS/RETUNS-QUARTERLY AND
YEARLY

THREE (03) YEARS

TIgd AT 3R gRuz
FILE NOTINGS AND CIRCULARS

QT
PERMANENT

YT Ui 3R Aol
FIRST APPEALS AND DECISIONS

A & sifad Fofg & &g a1 (02) ad
TWO (02) YEARS AFTER THE FINAL
DECISION IN THE MATTER

fa<1 3k @Td / FINANCE & ACCOUNTS

HSL.

NO.

IXTd9 / DOCUMENT

SHATAS & YRR B afd
PERIOD OF PRESERVATION
OF DOCUMENT

(el 9 & AT g 9, 5
a% & =gy fAfdg = 8

(from closure of the relevant
year unless otherwise
specified)

q& ¢ 3R d§b CASH & BANK

THe 3R dF I Fafd g+t Fafed Rl 3R
SEIIAS! (P §b, Seb TRl U 3R e
3R YA ar3=R afga) |

ALL RELATED RECORDS AND DOCUMENTS
RELATING TO CASH AND  BANK
(INCLUDING  CASH  BOOK,  BANK

AUTHORISATION LETTERS AND RECEIPT &
PAYMENT VOUCHERS).

TS (08) I8
EIGHT (08) YEARS

o Tdhe Yeaat ISR SR AT Ufaqot
@1 WIgd, I% Yy |
DAILY CASH DENOMINATION REGISTER

AND PAYMENT COUNTERFOIL  FILES,
CHEQUE COUNTERFOIL.

373 (08) I
EIGHT (08) YEARS

d% Ty IR d% fomu gfed dsfd
[ASICET

BANK RECONCILIATION AND RELATED
DOCUMENTS INCLUDING BANK
STATEMENTS.

373 (08) I
EIGHT (08) YEARS

TUH COMPILATION
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I @1l O Gafda g Reprs iR gxaew

1 All related records and documents relating | 311& (08) TY
to Annual Accounts. EIGHT (08) YEARS
foaamet / srdariier @mal ¥ defid it defa

2 | Al Iaﬁil dI dd lati 35 (08) T

related records and documents relating EIGHT (08) YEARS
to Quarterly / Half yearly Accounts.
Hifafes o@r tRlars gR1 FHIo faATgt /

3 terl A lIF' ial Stat t &”3(08)aﬁ
Qua.r.ery / Annua |n.anC|a atements | ;o (08) YEARS
certified by Statutory Auditor.

+ | iormationaing e, o1 0

ormation relating to urvey. EIGHT (08) YEARS
HRAMI a1l / UFAURUT fasht &1 garord Sal| a3 (08) ¥

5 Certified data of Ex Works / Retention Sales. EIGHT (08) YEARS
3fidfes, Haue ok I T8 Ton siifse ¥
aiferd Tt siifge fraié ok S<R|

6 All  Audit Reports and Replies thereon 3ﬂ6’(08)6|13f
relating to Internal, Statutory and C&AG EIGHT (08) YEARS
Audit.

Hed 3R oiaT Tier QiHfd &1 sHifed Bgd o5 (08) TS

v . . o,

Board and Audit Committee approval files EIGHT (08) YEARS
eldd UaPR o 3R HaUrgl SrHIGH

8 Revi aﬁ?ﬂﬁmtd P T ti d 3ﬂ6"(08)6|ﬁf

eV|e.:w of Relate arty ransactions and | - o (08) YEARS
Omnibus Approval details.
Sidt / THIRIEE / GE’d Hhu-l I HeiUd
o N e 1 subsitary rotea | SO0
/ ssoaa.e / ubsidiary relate EIGHT (08) YEARS
documents and files.
gdeq OOkl Bl Bigdl dfed 9gd &
0 | R 3{T3 (08) Y
EIGHT (08) YEARS

Write-off vouchers files including
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Management sanctions.

3Td® AET ULI&T INTERNAL AUDIT

PR T wien & Reprs - Fdfeor fad,
e 7 SR gfgd ;W 3R IR @Rafad
EaLl)

Government Audit records - Inspection
Reports, Draft Paras and Printed Paras and
replies (Physical copy)

QIR
PERMANENT

o Wigm il @ do% (@EH) Reis
CESIEEZCIL)
Audit Committee Meeting (ACM) records
(Physical copy)

373 (08) I
EIGHT (08) YEARS

TeitM- TR ol TRiel gt @@ T ) 93d
Rpls @rafas S

Management-level Audit Committee (MAC)
meeting records (Physical copy)

373 (08) I
EIGHT (08) YEARS

Al wikar uta KU, S & BT 3R
IR (FSfored wie

Internal Audit reports, working papers and
replies (Digital form)

TS (08) I8
EIGHT (08) YEARS

HeR IdUH &M U3 3R gl ufoat
(@A i)

Stock verification working papers and signed
copies (Physical copy)

373 (08) I
EIGHT (08) YEARS

dHHT INSURANCE

a3, TR, sra1 fov 7Y HiffEE, feu T gmEt
3T I A&fdd oA deeht gxaras

Insurance related documents w.r.t. policy,
Agreement, premium paid, claims made etc.

373 (08) I
EIGHT (08) YEARS

fa=re He< INVESTOR RELATED
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et it Soo & Tefd Tegfaat fa (5) Iy
Investors’ meet presentations. FIVE (5) YEARS
RERCIE I GEACARS IR aid (5) ay
Summary of Investors meet. FIVE (5) YEARS
3wt & Ty TER i (5) I

Correspondence with Investors.

FIVE (5) YEARS

A ydY=r FUNDS MANAGEMENT

o § Heiferd qdras 3R Brsd

_ Rl
Investment related documents & files. PERMANENT
Hed 3R ol Ulam 9ifd & gwael 8 o
P _ _ _ PERMANENT
Board and Audit Committee Paper files.
WHRI BU Aled B [GRRMA Goll 3R
T1afY BT B Hol! I Hafdd gxdras =R
Documents relating to sanction of Loans PERMANENT
[Working Capital and Term Loan] including
Government loans.
PIY WA Jigd HATAT TR DI W =
Ministry Correspondence files including
COPU file. PERMANENT
Ay vErE 9 defid tHemsww Rud -
3fidR® 313 (08) Y
MIS Reports wrt funds management - | EIGHT (08) YEARS
Internal.
d% THRIR &1 BT o5 (08) TS
Bank Correspondence files. EIGHT (08) YEARS
ZexAe T U Bt WIsd =
Internet Banking Authorisation files. PERMANENT
YT YT Bt BId =t
Dividend payment files. PERMANENT
hec ST HafId axaras 3R WIsd | I ——
Credit Rating related documents & files. EIGHT (08) YEARS

TiIe Ifufa ¥ Tdftrd PROCUREMENT COMMITTEE RELATED
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feTl ot Wie gfmfa (S dobi @
S, [0 R BRI et Brge|

Files wrt Agenda, Memo and Minutes of
Procurement Committee of Directors (PCD)
Meetings.

373 (08) I
EIGHT (08) YEARS

Ut~ UT CAPITALISATION

UolierR0r Teifda a4t Repla SR gxardsl|
All Capitalisation related Records
Documents.

and

373 (08) I
EIGHT (08) YEARS

fagsiaxt / Fued SR Tefid gwaast &
3G |

Approvals for decapitalisation/disposal and
related documents.

373 (08) I8
EIGHT (08) YEARS

<4 {9 BILLS PAYABLE

WG 3SR YIdH & Bigd - 9t &fda
Rprs SR gxardel & Ay fag=f ok Wexh|
Purchase Order Payment Files - Foreign &
Indigeneous with all related records and
documents.

313 (08) T T SATYfe / YT /
AR / R EH &1 dRig 9§
313 (08) Y, IR Y S R A H gl
I

Eight (08) Years or Eight (08) years
from the date of completion of
supply/payment/adjustment/
whichever is later.

Tt e Repis 3R qwadell & 9 OF | 3116 (08) I AT MY / YT /
TSR YA &1 Bigal | THRISH / R 8H &1 dRa
Letter Order Payment Files with all related | 3T& (08) @, 378 ¥ St Hi aTg H B

records and documents.

I

Eight (08) Years or Eight (08)
years from the date of completion
of supply/payment/adjustment/
whichever is later.

Tt Tefda Reprs 3R gxarast & 1Y yseH

3{T& (08) TN T TYfe / YA /

&I HoR! Afed THH fder & B, $FeM,
fafay faetl &1 Yam |

Payment of Works Contract files, Imprest,
Miscellaneous Bills including management
sanctions with all related records and
documents.

TS / O30 8 &1 dRG I
313 (08) TN, TTH Ao i e H &l
I

Eight (08) Years or Eight (08)
years from the date of completion
of supply/payment/adjustment/
whichever is later.
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T2 T ST & R /a2 @1 § a1og A o1

3R Ufgd Uee B TRl B i | 375 (08) Y

Write-off/Write back vouchers including EIGHT (08) YEARS

Management sanctions.

3T YT IoReR | 313 (08) T T SATYf / YT /

Advance Payment Register. IS / PRy HEEAGIRCES]
33 (08) TN, TH A i T H &l
I
Eight (08) Years or Eight (08)
years from the date of completion
of supply/payment/adjustment/
whichever is later.

gvic BUDGET
gt dEfdd SR 3R exdaell & Iy

oG 3R Yol §oie |
Revenue and Capital Budget with all related
papers and documents.

373 (08) I
EIGHT (08) YEARS

ol TRATd 3R SIHIfGd Jolc &1 Ui |

Copies of the budget proposal and approved SH1S (08) a
EIGHT (08) YEARS

budget.

399 & I TERR| R

Correspondence with DIPAM. PERMANENT

agriar Raé, Sfem R 3 gfdsmHr

RO &t WIgd, HIEId S gaRT HRR 3

3 s 2 i

Feasibility reports, DPRs and other project PERMANENT

report files, papers leading to collaboration

agreements etc.

et / Hed gRI SrgHied goil uiRater / )

il _ o PERMANENT

CIC/Board approved capital project/items

@aﬁqm@a 3T (08) ay

Actuarial report, CAPEX report, FE reports, EIGHT (08) YEARS

MOU papers

L3R Raple 313 (08) T

CSR records EIGHT (08) YEARS

dd1-US! PAYROLLS
da-ugt ¥ Hefdd gt Reple SR awdaell | o113 (08) 99
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All Payrolls related Records and Documents. | EIGHT (08) YEARS
HTT AT B BTl 3 (10) 99 T AT ad- I=MeH
Arrear calculation files. PIE IR, BT HE |

Ten (10) years or untill next pay
revision, whichever is later.

U ATde bl BIsa

3T (08) IY

Loan application files. EIGHT (08) YEARS
3ifaw Rue™ &) wrgd 3T (08) IY
Final settlement files. EIGHT (08) YEARS
STy TRy SR AT gxdras 313 (08) N
TDS return and related documents. EIGHT (08) YEARS
St & i & ®u & e, uRagd iR
fofore aelt g aa &*i & U yaed &1
SAe 3113 (08) Ay
Management approval for recovery rates for EIGHT (08) YEARS
canteen, transport and medical recovery as
part of perks.
31 IforeR - fafeban, aa= s, e/ iy,
TacHH, arg- i, fafdy kor, uRkag oyt
IoreR, TAsTSHt aen IoReR 3fe

A _ _ 313 (08) N
Advance Registers - Medical, Salary EIGHT (08) YEARS

advance, TA / DA, LTC, Vehicle Advance,
Miscellaneous loans, Transport Recovery
Register, LIC Recovery Register, etc.

Ut fael BILLS RECEIVABLE

ot fod o FA a el Rere SR
fospl Teieh Wigell |fed axdraw, I3 MY
IEGKIRIES]

All Bills Receivable related Records and

Documents including sale related files, Bills
raised files.

313 (08) T T 3ATYfel / YT /
TGN / Q1 8H 1 dRRg 9
313 (08) TY, STH A ST R ag H &Y
I

Eight (08) Years or Eight (08)
years from the date of completion
of supply/payment/adjustment/
whichever is later.

AR U (¢4er) Rarc / i smgrur &t
e |

Trade Receivable (Debtors) Report / Fund
Drawal Report.

TUMTERIUT & STYR TR
[FgAdH - 8 A

On merit

[Minimum - 8 years]

YEd! B! BT B 9 WA H ST Pt

Usit 3rgHIG Bl Brsd

373 (08) IH
EIGHT (08) YEARS
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Management approval files - Write off -
Customer Disallowances.

UeP & 1Y THER oi¥ g6 fodl / amal
& foresrad! FRarE, Ued N &1 gy o
Correspondence with the customer, viz.,
follow up for outstanding bills / cases,
Customer Balance confirmation etc.

OG0T b YR R
[RIAH - 8 aH]

On merit

[Minimum - 8 years]

@RTd feiRUT / COSTING
osting related Records and DOCUMENLS. | eretiT (08) YEARS
ports. EIGHT (08) YEARS
Stock verification r:)ﬁ;rt and files oM (09 T
P ' EIGHT (08) YEARS
apour an acnine utiisation repo EIGHT (08) YEARS
E@ﬁtﬂglﬁ“’ Wﬁfm'é 313 (08) I
roject Closure repo EIGHT (08) YEARS
?fje&mﬁles S5 (08) 7Y
PP - EIGHT (08) YEARS
AT oREl qRigm RO, I°b Srfaud! 3R
ost. udit Report along-with Annexures an EIGHT (08) YEARS
workings.
IRftey Tl fRuie ik wigd g (5) I

TCM related reports and files.

FIVE (5) YEARS

de Wld Sl o U d¥=R Iflkd Used

W 't%r ff h fil includi &”3(08)6&
rite-o vouchers lles including | ;.- (08) YEARS
Management sanctions.
PIIYUTT / TAXATION
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3HR / d¢ 3R LS / Ja1 IR / e

3G Yedb / Sieyd 3ife &t it faaxfory
, | Pl 3113 (08) T
All return copies of Income Tax / VAT & CST | EIGHT (08) YEARS
/ Service Tax / Central Excise / GST etc.
, | A B BrRd 3115 (08) AW
All Assessment files. EIGHT (08) YEARS
3 B YTIH & gt arae 313 (08) T
All Tax payment challans. EIGHT (08) YEARS
3TH / WT-FGidh B TUAT o JHIOT Hi-
4 T ified ki f Ad Self o116 (08) T
ertified working papers:. 0 vance / Self- EIGHT (08) YEARS
assessment Tax Calculation.
HR oGl Wie o KA & gy It gere
5 Tax A dTSW t al ith all the back S11S (08) T
p::;er: it Report along with all the backup EIGHT (08) YEARS

gt Ay faaeoht ok g foal, foa o

SR FATIET S1fE & Wit e 3T (08) TY

6 Al TDS returns and related document | grGHT (08) YEARS
relating to bills payable, bills receivable and
payroll etc.

yfasg A, I=gdt ok 9z=
PROVIDENT FUND, GRATUITY AND PENSION

gt wigsy FAfY, =gt SR e Feifdd Repls

1 ALL PROVIDENT FUND, GRATUITY AND | peERMANENT
PENSION RELATED RECORDS AND
DOCUMENTS.

I /Note:

1) Ife PIs faarg / avar uten & U / STue W1/ dfed siidaq / dfd srdia / ddbar o /
WBHRI IBArs 3fe dfad g foma Jefid Rers g, df df w1 ot Rl 9 78t fopan e |
No records shall be destroyed if there are any disputes / Audit Queries / Draft Para /
Assessment Pending / Appeal Pending / Vigilance investigations / Government enquiries
etc in respect of matters to which the records pertain.

2) ZAFIEH U H 79 7T 9 Rpid Rt seR oR ¥ S|
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All records held in electronic form should be stored on a permanent basis.

3) FdFaH U faffoy iR srawgdarsii & YR R Nois Ta-3\1d &1 3afdiemdr ot
TJHI-T9T TR FHeT &) S anfeu 3R afe siawae gt ol [@R@rd & 3af) sers smutt

Periodicity of records maintenance should be reviewed periodically based on the latest
statutory regulation and requirements and period of maintenance increased, if
necessary.

4) Iferd A & fomm gt 2nfiya 7 far U ReerS &t 3fera srguies & famm 9m =16t foman
ST

Records not covered herein shall not be destroyed without appropriate approval.

5) aft geeA e vomelt (EHemREy) Ruld iR Ae@yul TR S 3R A Ag) faby 1Y
g 3% 8 I Bt 3G F Ry war & =nfRul 59 3raran, afe aiawae &t g s
STaIH AT & YR W Al a1 & [T gxardel ol URRIEd $ 9 g |

All Management Information System (MIS) reports and important correspondence not
covered above should be kept for a period of 8 years. Also, units may if required,
preserve documents for a longer period based on their requirement.

$HIYIRC AYYIT CORPORATE COMMUNICATION

EX 1] SHTAW & YRR & rafd
PSL. Da OEE c” ul ‘M' ENT PERIOD OF PRESERVATION
NO. OF DOCUMENT

yesifl, & ong ot oiR Ty wfafeRt ¥ | U (5) 9

. FIVE (5) YEARS
R, qIifep 37 Joh 3R fazavsd! Pt 96h (%)
Ifed ®AGH R R4 gg WeeT &
MANAGEMENT APPROVALS FOR
ORGANISING EVENTS INCLUDING
EXHIBITIONS, VISITS OF VIPs &

PARLIAMENTARY COMMITTEES, ANNUAL
GENERAL MEETING AND ANALYSTS' MEET

T ¥ Fafta s iR g
, | MEDIA RELATED APPROVALS &
DOCUMENTS
; | T o fore Wil
BUDGET APPROVALS

UY Page 30 of 37




faTUA ToiEY &1 09 d R BRAT
EMPANELMENT OF ADVERTISING AGENCY

IO SR e ST g¥draT, I 3R
SELIEE

DOCUMENTS, INFORMATION AND
APPROVALS RELATED TO RELEASE OF
ADVERTISEMENTS

fafire gearelt / /aRl UR YT, AT,
IR SR W1-fAferct wfed fafie e &
forT Sisud & yreH

BEL SPONSORSHIPS FOR VARIOUS
ORGANISATIONS INCLUDING ARMY, NAVY,

AIRFORCE & PARA-MILITARY ON
DIFFERENT EVENTS/OCCASIONS

&1 HATAT & 1Y UAER
CORRESPONDENCE WITH MoD

P13, TSHIGR R TSI & JEUT I Faiferd
epfaat

APPROVALS RELATED TO PRINTING OF
CORPORATE BROCHURE, DIARIES,
ELECTRONICA, GREETING CARDS,PLANNER
& ORGANISER

= (03) 99
THREE (03) YEARS

ATSHTRIT LICENSING

$SL.

NO.

(ASICE]

DOCUMENT

SEITAS & YRR oY afds
PERIOD OF PRESERVATION
OF DOCUMENT

TR-UH 10 GHSIT (TT 31 )
Non-disclosure Agreement (NDA)

PR BT 3@l + SR 3rafy +
Ui (05) a8

PERIOD OF THE AGREEMENT +
OBLIGATION PERIOD + 5 YEARS

FHIAT U (T3

Memorandum of Understanding (MoU)

TS Bt 3@ + SR 3afyy +
T (05) 98
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fAded PR @1.1)

3 | Terms Agreement (TA) PERIOD OF THE AGREEMENT +
OBLIGATION PERIOD + 5 YEARS
. dPp-! YgaNT THIATT 1)
Technical Cooperation Agreement (TCA)
: 3= U
OTHER AGREEMENTS
Tfarad SECRETARIAT
HH 3 SEITAS & URRE0T Pt i
®SL. | oo CUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
IR YRF / Fawe Rl & S Ava | 316 (08) a8
P BRI EIGHT (08) YEARS
1 | FILES OF LEGAL CASES OF SHAREHOLDER/
INVESTOR COMPLAINTS
SHUT Aferared faUTT I Tefda o gt 3T (08) Y
ST 3R TR EIGHT (08) YEARS
2 | ALL OTHER DOCUMENTS AND
CORRESPONDENCES PERTAINING TO
COMPANY SECRETARIAT DEPARTMENT.
e Hed / dsd 3t g Bl 966 &
Td% 96F & HUgE e SR &
3{TAGA & 1Y DI BISa
FILES OF AGENDA ITEMS OF EVERY | gmfi
3 | MEETING OF THE BOARD OF DIRECTORS/ | peomaNENT
BOARD COMMITTEE MEETING ALONG
WITH THE APPROVAL OF THE COMPETENT
AUTHORITY
Hed & Il & 96D &b Hed & A gRI
AT 3R gxaned Hriga
MINUTES OF EVERY MEETING OF THE I
4 | BOARD OF DIRECTORS AFTER THEIR PERMANENT
APPROVAL AND SIGNATURE BY THE
CHAIRMAN OF THE BOARD
Ted WR & gHfaal & dod! & JHfd &
. el gRT SrgHIfed 3R geateiRd drigd | wrf
MINUTES OF THE MEETINGS OF ALL PERMANENT
BOARD LEVEL COMMITTEES AFTER THEIR
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APPROVAL AND SIGNATURE BY THE
CHAIRMAN OF THE COMMITTEE

Hed / Hed WR P IiHfd &1 96! H HFT a4
¥ fore et @) SufRufa v IR
ATTENDANCE SHEET REGISTER OF -
6 | DIRECTORS FOR ATTENDING THE PERMANENT
MEETINGS OF BOARD/BOARD LEVEL
COMMITTEE.
HUT & T 3R IIHM FGRIb! & gt
3MAE U1 3R 39 Hea Ul IR &) BT
, | ALL FILES OF THE PAST AND PRESENT il
DIRECTORS OF THE COMPANY AND | PERMANENT
IMPORTANT CORRESPONDENCES.
U b ARY T HUT B It KU
g | ANNUAL REPORTS OF THE COMPANY FROM Tt
INCEPTION. PERMANENT
SHUT AT 2013 o IER ifdferew
9 | STATUTORY REGISTERS AS PER el
PERMANENT
COMPANIES ACT, 2013
T WUTTelt INFORMATION SYSTEMS
P 3 ST & URRET B 3rafy
PSL. | OCUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
T QREM A3 Ui (05) I db 1 ofd I ST
INFORMATION SECURITY MANUAL AAdH GITaS ¥ HfhHUT g 81
ST, 379 o 4 g 8t
1 FIVE (05) YRS /TILL IT IS
SUPERSEDED BY LATEST
DOCUMENT WHICHEVER IS
EARLIER
AT THAL 3{T& (08) IS AP T Id db IUBT
, | OTHER AMC AAdH GITaS ¥ HfIhHU g 8l

ST, 379 o 4 g 8t

EIGHT (08) YRS /TILL IT IS
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SUPERSEDED BY LATEST

DOCUMENT
X Tfder 3{TS (08) TN deb TT OIF db ST
RATE CONTRACTS TAITH SXITaS U SfUHHI 78! 8l
3 ST, 74 S it Uget 81
EIGHT (08) YRS /TILL IT IS
SUPERSEDED  BY  LATEST
DOCUMENT
fao9 & fife @t U Afega) 39 (10) 99
4 | BUSINESS BLUE PRINTS (ALL SAP TEN (10) YEARS
MODULES)
T 313 T 3 BIRBTRYA gXaw T (10) ¥ I o9 db STH
FICO CONFIGURATION DOCUMENT AAdH Tyl I HfIHH 61 8l
5 ST, 379 o 4 g gt
10 YRS /TILL IT IS SUPERSEDED
BY LATEST DOCUMENT
3iferd TTaaT o g3 39 (10) 9¥ 1 Od dPb AP
END USER MANUALS THTaH EIaY A 3HerehHuT e 8
6 ST, 379 o 4 g gt
10 YRS /TILL IT IS SUPERSEDED
BY LATEST DOCUMENT
LI GRET AAifaar 3R gfohand 9 (10) a9 a1 S99 dPH AP
INFORMATION SECURITY POLICIES AND | 4diHdq S&diaw ¥ 3Hfrepaur 987 8l
7 | PROCEDURES e, 5 o off ved
10 YRS /TILL IT IS SUPERSEDED
BY LATEST DOCUMENT
TEQd YoHaeR el OId I T U Ut b1 SuAIT sigue o
8 | SAP TRANSACTIONAL DATA IUanT fopar S
UNTIL SAP IS IN USE IN BEL
STy U gure Rt
9 | DATABASE MANAGEMENT SYSTEM DERMANENT
T% T TH Bsd Sy
10 | FLM FILES PERMANENT
TIUUt i T TN, =
11| SAP AMC PERMANENT
12 fmﬁgﬁ DATA Bl
PERMANENT
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S9! TaT8 ENGINEERING SERVICES

oAl - S¥ATdS P TRRE0T Y Srafd
BSL. | O CUMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
| | TEe & o @t femfora T (10) Y
MANAGEMENT APPROVAL NOTINGS TEN (10) YEARS
f9a SR 70 Ofed &1 Srgdy & RWR 3R
fTsITe @ Heiftid GXdTas (e & SgHIG
I fewfirat & S < e oty 3 e 3
, | DOCUMENTS PERTAINING TO AWARD AND | 5 \ieroc AFTER THE DEFECT

EXECUTION OF WORKS  CONTRACT
INCLUDING BILLS AND MEASUREMENTS
(OTHER THAN MANAGEMENT APPROVAL
NOTINGS)

LIABILITY PERIOD

WG Ufchdr & WeEd 3§ axgan / qarslf 3t
wRe F g g (5) a9
3 DOCUMENTS PERTAIINING TO | FIVE (5) YEARS

PROCUREMENT OF ITEMS / SERVICES
THROUGH PURCHASE PROCEDURE

G & FueH I FefId xAAS@eey= &
3fgHIG @1 fewfort o 3retra)

DOCUMENTS PERTAINING TO DISPOSAL OF
ITEMS (OTHER THAN MANAGEMENT
APPROVAL NOTINGS)

AucH #1 a9 3 99
THREE (03) YEARS FROM THE
DISPOSAL DATE

el g o 3 3R fSug gxad
INFRASTRUCTURE DRAWINGS AND DESIGN
DOCUMENTS

QIR
PERMANENT

T8 & GXITAS, Gollahl, HSPh X, IR D,

e ywTU-uF SMfe |

VEHICLE DOCUMENTS VIZ.,
REGISTRATION, ROAD TAX, TAX CARDS,
FITNESS CERTIFICATE ETC.,

are- & Auee 9M d%
TILL VEHICLE IS DISPOSED OFF

g8 gdeT ¥ Tefdd gxarad

VEHICLE ACCIDENT RELATED DOCUMENTS

SId d% GucHl BT HIH G av6
el Ay ST

TILL THE ACCIDENT CASE IS
COMPLETELY SETTLED
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qaieRyr gaeht RUld, Raprs, Udhe Ui,
o fawawor Ruie, ag AREr Rae, @

YR RUIé, a1 3Ry Rers, 3-3mfRy
e

ENVIROMENTAL  REPORTS,  RECORDS,
MANIFEST  VIZ, WATER  ANALYSIS
REPORTS, AIR MONITORING REPORTS,
SWACCH BHARAT REPORT , HAZARDOUS
WASTE RECORDS, E-WASTE RECORDS

Goir &1 dRIE ¥ 3 I
03 YEARS FROM THE DATE OF
GENERATION

T Ut A ot J U 3R gaT B FgAf
WATER & AIR CONSENT FROM KSPCB

RITIY
PERMANENT

10

gFAE g Yol & for U a1 s Hed
R UHIU-UH| ygiaRuig Terdl, SR

o), 8RR Ya yHIvn-uF o |
CLEARANCES ~ AND  CERTIFICATES
OBTAINED  FOR  INFRASTRUCTURE
BUILDINGS  VIZ,  ENVIRONMENTAL
CLEARANCE, FIRE FIGHTING CLEARANCE,
GREEN BUILDING CERTIFICATES ETC.,

QIR
PERMANENT

11

JufRe R e smawgwast & fou
e BT YITdH

PAYMENT OF FEES TOWARDS STATUTORY
AND REGULATORY REQUIREMENTS

T (5) 9N
FIVE (5) YEARS

12

ol / Uad afapal w1 @ifel 3R S
LSEEA |

WHEELING AND BANKING AGREEMENT FOR
ENERGY/WINDMILLS

QIR
PERMANENT

13

Y & axdoe, foel s, dRYTaE B

T, BT, UST gHST 3nfe |

LAND DOCUMENTS VIZ., SALE DEEDS, TAX
PAID RECEIPTS, KATHA, LEASE
AGREEMENT ETC.,

QI
PERMANENT
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fafey &uR =nfara fee e ARy sraies el & sramm)
MISCELLANEOUS (OTHER THAN THE SPECIFIC FUNCTIONAL AREAS COVERED

ABOVE)
| 3 SXITA & URRE0T B 3afy
PSL. | oo cuMENT PERIOD OF PRESERVATION
NO. OF DOCUMENT
R TR (@A, Rief SE1d, i
3fe)
1| GENERAL CORRESPONDENCE (MINISTRY,
ACADEMIA, INSTITUTIONS ETC) die (03) Ay
THREE (03) YEARS
§3% B BT
2 | MINUTES OF THE MEETING
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