
O;kogkfjd çf”k{k.k cksMZ ¼iw-{ks-½

Board of Practical Training (ER)
ekuo lalk/ku fodkl ea=ky; ds v/khu

Under Ministry of Human Resource Development
mPp f”k{kk foHkkx

Department of Higher Education
Hkkjr ljdkj

Govt. of India

Cy‚d&bZ,] lsDVj &1] lkYV ysd flVh] dksydkrk &700064
Block-EA, Sector-1, Salt Lake City, Kolkata-700064

osclkbV@ Website : www.bopter.gov.in
osc iksVZy @Web portal : www.mhrdnats.gov.in

2016

ekSfyd dk;ks± ds lacaèk esa vfHkys[k çfrèkkj.k 
vuqlwph

RECORDS RETENTION SCHEDULE PERTAINING 
TO SUBSTANTIVE FUNCTIONS



fo’k;–lwph

Øekad fo"k; i`"B la-

1 jk"Vªh; vfHkys[kkxkj i= ¼fjd‚M~lZ çfrèkkj.k vuqlwph 
dh tkap½

5

2 çkjfEHkd uksV 6

3 fjd‚M~lZ çfrèkkj.k vuqlwph dh leh{kk @ tkap ds 
lacaèk esa vè;;u fjiksVZ

12

4 vè;;u dh çfØ;k 14

5 voyksdu @ flQkfj'ksa vkSj lq>ko 16

vfHkys[kksa dh lwph
6 {ks=h; dk;kZy; @ çf'k{k.k vuqHkkx @ çeq[k 

çf'k{k.k lewg ¼mi çf'k{k.k funs'kd½ esa miyCèk 
vfHkys[k 

18

7 {ks=h; dk;kZy; @ çf'k{k.k vuqHkkx @ Vh,l I/II/
III/IV esa lkewfgd :i ls miyCèk vfHkys[k

20

8 {ks=h; dk;kZy; @ çf'k{k.k vuqHkkx @ mi çf”k{k.k 
funs'kd ds ikl miyCèk vfHkys[k

24

9 {ks=h; dk;kZy; @ lkewfgd :i ls lHkh çf'k{k.k 
vuqHkkx @ ys[kk vuqHkkx ¼o`fÙkdk½ esa miyCèk 
vfHkys[k 

28

10 {ks=h; dk;kZy; @ mi çf'k{k.k funs'kd @ 
ç'kklfud vuqHkkx esa miyCèk vfHkys[k 

30

11 vfHkys[kksa dk oxÊdj.k 32

2 3

TABLE OF CONTENTS

S. 
No. 

SECTIONS/DIVISIONS PAGE(S) 
NO.

1 National Archives of India Letter (Vetting of 
Records Retention Schedule)

5

2 Prefatory Note 7

3 Study Report regarding review/vetting of Records 
Retention Schedule 

13

4 Procedure of Study 15

5 Observations / Recommendations and Suggestions 17

INDEX OF RECORDS

6 Records held at the Regional Office/Training 
Section/Head Training Group (Deputy Director 
of Training)

19

7 Records held at the Regional Office/Training 
Section/Common to TS I/II/III/IV

21

8 Records held at Regional Office/Training Section/
Deputy Director of Training

25

9 Records held at Regional Office / Common to All 
Training Section / Accounts Section (Stipends)

29

10 Records held at Regional Office / Deputy Director 
of Training / Administrative Section

31

11 Categorization of Records 33



4 5



6

Hkkjr ljdkj
jk’Vªh; vfHkys[kkxkj 

tuiFk] uÃ fnYyh&110 001

2- çkjfEHkd uksV

O;kogkfjd çf”k{k.k cksMZ ¼blds ckn *fjd‚M~lZ fØ,ÇVx ,tsalh ;k vkjlh,*½   
}kjk cuk, x, vfHkys[k rhu Jsf.k;ksa ds varxZr vkrs gSa ;Fkk ¼i½ gkmldhÇix 
dk;ks± vkSj lkekU; dk;kZy; lsok dk;ks± ls lacafèkr vfHkys[k ¼ii½ foÙkh; ekeyksa 
ls lacafèkr vfHkys[k vkSj ¼iii½ ekSfyd dk;ks± ls lacafèkr vfHkys[k tks fjd‚M~lZ 
fØ,ÇVx ,tsalh ds fy, fof”k’V gSaA vU; oLrqvksa ds vykok bu vfHkys[kksa 
dks foHkkxh; vfHkys[k d{k ¼Mhvkjvkj½ ;k jk’Vªh; vfHkys[kkxkj ¼,u,vkÃ½ 
esa mfpr fjd‚ÉMx] oxÊdj.k] leh{kk vkSj le; ij gLrkarfjr djus dh 
vko”;drk gksrh gS D;ksafd ;s lVhd fjd‚MZ çcaèku ç.kkyh dh iwoZ “krZ gSaA

1- dk;kZy;hu dk;Z] lkekU; dk;kZy; lsok vfHkys[k ls lacafèkr Qkbyksa 
ds vfHkys[ku rFkk oxÊdj.k vkSj tks foÙkh; ekeyksa ls lacafèkr gS] dk 
Øe”k% dkÆed ea=ky; dk ç'kklfud lqèkkj yksd f”kdk;r foHkkx] 
foÙk ea=ky; }kjk tkjh yksd f'kdk;r ,oa isa'ku rFkk fu;e 289 ,oa 
lkekU; foÙkh; fu;e 2005 dk ifjf'k’V XIII esa lHkh foHkkxksa gsrq 
lkekU; vfHkys[kksa ds fy, vfHkys[k çfrèkkj.k vuqlwph esa mfYyf[kr 
mfpr funsZ”kksa dk ikyu fd;k tkuk pkfg,A

2- lkoZtfud vfHkys[k vfèkfu;e] 1993 dh èkkjk 6 ds mièkkjk ¼1½ ds 
[kaM ¼Ã½ vkSj lh,l,evksih ds vuqPNsn III ds varxZr vko”;d jk’Vªh; 
vfHkys[kkxkj }kjk tkap dh xÃ layXu çfrèkkj.k vuqlwph ds ekSfyd 
dk;ks± gsrq vfHkys[kksa ds vfHkys[khdj.k rFkk oxÊdj.k ds nkSjku ikyu 
fd;k tkuk pkfg,A çfrèkkj.k vofèk ds lacaèk esa Hkkjr ds jk’Vªh; 
vfHkys[kkxkj dh flQkfj”ksa çfrèkkj.k vuqlwph ds d‚ye 3 esa nh xÃ 
gSaA

3- vkj-lh-,- dh xfrfofèk;ksa esa gksus okys fdlh Hkh çdkj ds ifjorZu dks 
orZeku çfrèkkj.k vuqlwph esa lekfgr fd, tkus dks lqfuf”pr djus ds 
fy, ikap o’kks± ds mijkar bldh leh{kk dh tk ldrh gSA 

4- Js.kh *d* vkSj *[k* QkÃy ds fy, çfrèkkj.k vofèk QkÃy [kksyus dh 
frfFk ls 25 o’kZ gSA oxZ *x* QkÃy ds ekeys esa çfrèkkj.k vofèk mlds 
fjd‚ÉMx dh frfFk ls ekuk tk,xkA çR;sd QkÃy ds oxÊdj.k gsrq 
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GOVERNMENT OF INDIA
NATIONAL ARCHIVES OF INDIA

JANPATH, NEW DELHI-110 001
2. Prefatory Note
The records created by the Board of Practical Training (hereafler 
‘Records Creating Agency or RCA’) fall  under three categories i.e. 
(i) Records relating to housekeeping jobs and common office service 
functions (ii) Records dealing with financial matters, and (iii) Records 
relating to substantive functions, peculiar to the said Records Creating 
Agency. These records, among other things, require proper recording, 
classification, reviewing and timely transfer to the Departmental 
Records Room (DRR) or to the National Archives of India (NAI), as 
these are prerequisites of a sound records management system.
1.  For recording and classification of files relating to the house-

keeping jobs, common office service records and those relating 
to financial matters, appropriate instructions given in the Record 
Retention Schedule for Records Common to all Departments, 2012 
issued by the Department of Administrative Reforms and Public 
Grievances of the Ministry of Personnel, Public Grievances & 
Pensions and Rule 289 and Appendix-XIII of the General Financial 
Rules, 2005 issued by the Ministry of Finance respectively should 
be followed.

2.  The enclosed Retention Schedule, which has been vetted by the 
National Archives of India as required under clause (e) of Sub-
section (1) of Section – 6 of the Public Records Act, 1993 and para 
lll of CSMOP should be followed while recording and classifying 
the records of substantive functions. The recommendations of the 
National Archives of India regarding Retention Period are given 
in colunm 3 of the Retention Schedule.

3.  The present Retention Schedule may be reviewed after five years 
to ensure that any change that may occur in the activities of the 
RCA are covered in it.

4.  The Retention Period for category ‘A’ and ‘B’ files are 25 years 
from the date of opening of the files. In case of class ‘C’ files the 
retention period is reckoned from the date of their recording. The 



çR;sd QkÃy doj ds Åijh ck,a dksus ij yky L;kgh ls Li’V :i 
ls fy[kk tkuk pkfg,A

5- layXu çfrèkkj.k vuqlwph esa Js.kh *x* QkÃy ds fy, çfrèkkj.k vofèk 
fuèkkZfjr djrs le; Lrj x &1] x &3] x &5 vkSj x &10 dk ikyu 
fd;k tkuk pkfg, ftlesa la[;k QkÃy ds çfrèkkj.k ds o’kks± dh la[;k 
dks n”kkZrk gSA fuÆn’V laLdj.k çfrèkkj.k vofèk dh lekfIr ij lacafèkr 
vuqHkkxksa dks lHkh oxZ *x* QkÃy dh leh{kk djuh pkfg,A ,slk djus 
ij bu QkÃYl] ;fn vko”;d gks] dks lacafèkr fo’k; ds egRo ds 
vkèkkj ij le;&lhek dks c<+k;k tk ldrk gS tks nl o’kZ dh vofèk 
ls vfèkd ugÈ gksxh] ;k *[k* Js.kh ds :i esa fpfàr fd;k tk ldrk 
gSA

6- *d* vkSj *[k* QkÃy dk ewY;kadu muds 25 o’kks± ds dkykofèk ds ckn 
jk’Vªh; vfHkys[kkxkj ds ijke”kZ ls fjd‚ÉMx ,tsalh }kjk fd;k tk ldrk 
gSA ewY;kadu ds ckn LFkk;h çfrèkkj.k ds fy, pqus x, QkÃyksa dks 
lkoZtfud fjd‚MZ vfèkfu;e] 1993 dh èkkjk 6 ¼1½ ¼lh½ ,oa lkoZtfud 
fjd‚M~lZ fu;e] 1997 ds fu;e 5¼2½¼3½¼4½ vkSj lh,l,evksih ds vuqPNsn 
112 ¼5½ ds çkoèkku ds vuqlkj LFkk;h :i ls fuxjkuh vkSj oSKkfud 
laj{k.k gsrq Hkkjrh; jk’Vªh; vfHkys[kkxkj esa LFkkukarfjr fd;k tk ldrk 
gSA

7- lHkh vuqHkkx @ “kk[kk @ fMohtuksa dks lykg nh tk ldrh gS fd os 
vius ,d o’kÊ; QkÃy dks foHkkxh; fjd‚M~lZ :e esa LFkkukarfjr dj 
ldrs gSa ftlls v)Z&pkyw QkÃy vuqHkkxksa esa egRoiw.kZ dk;Z LFky dks 
vuko”;d :i ls vO;ofLFkr u dj ldsA

8- vke rkSj ij] tc QkÃy esa fopkjkèkhu dkjZokÃ iwjh gks tkrh gS rks 
mlsdks fjd‚MZ ds :i esa j[kus dh vko”;drk gksrh gS] ijUrq çR;sd 
o’kZ tuojh ds eghus esa lHkh QkÃyksa dks fjd‚MZ djus ds ç;kl fd, 
tkus pkfg,A ,d uÃ QkÃy [kksyrs le;] fiNys QkÃy esa yafcr 
dkjZokÃ dks u, QkÃy ds *uksV~l* okys fgLls ds igys i`’B ij la{ksi 
esa mfYyf[kr fd;k tkuk pkfg, vkSj mlesa iqjkuh QkÃy dk lanHkZ Hkh 
fn;k tkuk pkfg,A gkykafd] iwjh rjg ls vYidkfyd ç—fr dh QkÃy 
ftlesa de egRoiw.kZ lanfHkZr tkudkjh gksrh gS] dks vkSipkfjd :i ls 
fjd‚MZ fd, fcuk ,d o’kZ ckn u’V fd;k tk ldrk gSA

9- ;g laHkkouk gS fd Qkbyksa ds yEcs le; rd çpyu esa gksus ls os Hkkjh 
gks tk,aA blfy,] fu;fer i=kpkj tSls fu;fer vuqLekjd vkSj ikorh 
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classification of each file should be distinctly written with the red 
ink on the top left corner of the each file cover.

5.  While prescribing the retention period for the category ‘C’ files in 
the enclosed Retention Schedule slabs of C-1, C-3, C-5 and C-10 
may be followed, where the numeral stands for number of years 
of retention of a file. The concerned sections on the expiry of the 
specified retention period must review all Class ‘C’ files. While 
doing so, these files, if so required, may be granted a further lease 
of life not exceeding a period of ten years, or upgraded as ‘B’, 
depending upon the importance of the subject matter dealt with 
therein.

6.  ‘A’ and ‘B’ files may be appraised by the said Records Creating 
Agency in consultation with the National Archives of India after 
25 years of their life. The files selected for permanent retention 
after appraisal, may be transferred to the National Archives of 
India for permanent custody and scientific preservation as per 
provision of section 6(1)(c) of the Public Record Act, 1993 and 
the rule 5(2)(3)(4) of Public Records Rules, 1997 and para 112 
(5) of CSMOP.

7.  All Section/Branch/Divisions may be advised to transfer their 
one-year-old files to the Departmental Recorrds Room so that 
the semi-current files do not unduly clutter the precious working 
space in the Sections.

8.  Generally, the files need to be recorded as and when the action 
considered therein is completed, but efforts should be made to 
record all files in the month of January every year. While opening 
a new file, action pending in the previous file should be succinctly 
reflected on the first page of the ‘Notes’ portion of the new file in 
which the reference of the old file should also be given. However, 
files of purely ephemeral nature containing information of little 
reference value may be destroyed after one year without being 
formally recorded.

9.  It is likely that the files grow bulky in the course of their 
currency. Therefore, efforts should be made to keep the routine 
correspondence such as routine reminders and acknowledgements 
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dks eq[; Qkby ds lkFk ,d lgk;d Qkby esa j[kus ds fy, ç;kl 
fd;k tkuk pkfg, rkfd eq[; Q+kby dks vuko”;d :i ls Hkkjh fd, 
fcuk eq[; Q+kby dks mi;ksx ds nkSjku mls vklkuh ls ckgj fudkyk 
tk ldsA Q+kby ds çpyu voLFkk ds nkSjku tc *uksV~l* ;k *i=kpkj* 
okyk fgLlk Hkkjh gks tk, ¼100 i`’Bksa ls vfèkd½] rks mldh flykÃ vkSj 
[kaM & I fy[kdj fpfàr fd;k tk ldrk gSA bl Qkby ls lacafèkr 
vkSj dkxtkr mlh Qkby ds u, Q+ksYMj esa j[ks tk ldrs gSa] ftl 
ij [kaM & 2 fpfàr fd;k tk ldrk gSA

10- iqjkuh Qkbyksa ls lwpuk çkIr djus dks ljy cukus ds Øe esa ;g 
okaNuh; gS fd çR;sd QkÃy] ftls *d* vkSj *[k* ds :i esa vfHkysf[kr 
vkSj fpfàr fd;k x;k gS] ds fy, lh,l,evksih ds vuqPNsn 107 ds 
vuqlkj lwpdkad ipÊ rS;kj fd;k tkuk pkfg,A Q+kby doj ij nh 
xÃ fo’k; çfof’V;ksa ds vfrfjä] çR;sd Q+kby esa fuiVkÃ xÃ lHkh egRoiw.kZ 
oLrqvksa dks fo’k; lwph esa Hkh n”kkZuk pkfg,A blds ckn laiw.kZ :i ls 
laxBu dh Qkbyksa dk okÆ’kd lwpdkad vklku lanHkZ @ iqu%çkfIr ds 
fy, ladfyr fd;k tkuk pkfg,A

11- ;g lqfuf”pr fd;k tkuk pkfg, fd lHkh eqfær fjiksVZ @ dk;Zokgh esa 
ls çR;sd dh pkj çfr;ksa dks lanHkZ ds mís”;ksa ls foHkkxh; iqLrdky; 
esa tek fd;k tkuk pkfg,A ;fn dk;Zokgh xqIr @ xksiuh; gS] rks bUgsa 
Mkmu&xzsMs”ku ds ckn ykbczsjh esa LFkkukarfjr fd;k tk ldrk gSA

12- orZeku çfrèkkj.k dk;ZØeksa dks Qkbyksa @ jftLVjksa dh fjd‚ÉMx vkSj 
oxÊdj.k rFkk mudh leh{kk ds nkSjku Hkh lkoèkkuh iwoZd vuqdj.k fd;k 
tkuk pkfg,A fofHkUu çHkkxksa @ vuqHkkxksa }kjk Q+kbyksa dh fjd‚ÉMx] 
vuqØe.k vkSj leh{kk dks ekfld çxfr fjiksVZ ds ekè;e ls fu;fer 
:i ls fuxjkuh dh tk ldrh gSA

13- ;fn dksbZ fof”k’V lafonk@izdj.k@Qkby fdlh Hkh çkfèkdkjh ds varxZr 
eè;LFkrk] eqdnek] iwNrkN ;k ys[kkijh{kk ds fy, gS] lHkh nLrkostksa 
vkSj vfHkys[kksa dks eè;LFkrk] eqdnek] iwNrkN ;k ys[kkijh{kk tSlk 
ekeyk gks vFkok fuèkkZfjr çfrèkkj.k vofèk rd] tks Hkh ckn rd dk 
gks] ls vafre ifj.kke rd j[ks tkus dh vko”;drk iM+ ldrh gSA ;g 
O;kogkfjd çf”k{k.k cksMZ ds lHkh çHkkxksa@vuqHkkxksa ij ykxw gksrk gSA

 ;g fu’d’kZ fudkyk tk ldrk gS fd vfHkys[k çfrèkkj.k vuqlwph dk 
ladyu @ leh{kk @ tkap djus dk orZeku vH;kl dsoy rHkh mi;ksxh 
gksxk tc bls v{kj”k% ykxw fd;k x;k gksA
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in a subsidiary file along with the main file so that the former could 
be easily weeded out while retaining the main file intact without 
its being unnecessarily bulky. During the stage of currency of 
the file when either the ‘Notes’ or the ‘Correspondence’ portion 
becomes bulky (say exceeds 100 pages), it may be stitched and 
marked Volume-I. Further papers on the subject may be kept in 
a new folder of the same file, which should be marked Volume-II 
and so on.

10.  In order to facilitate retrival of information from old files it is 
desirable that for every file, which has been recorded and marked 
as ‘A’ and ‘B’, index slips should be prepared as per para l07 
of CSMOP. In addition to the subject entries given on the file 
cover, all the important items dealt with in each file should also 
be reflected in the index slips. Thereafter, the annual Index of 
files of the organisation as a whole should be compiled for easy 
reference/retrieval.

11. It should be ensured that four copies each of all printed reports/
proceedings should be deposited with the Departmental Library for 
reference purposes. In case the proceedings are secret/confidential, 
these may be transferred to Library after their down-gradation.

12.  The present Retention schedules should be followed meticulously 
at the time of recording and classification of files/Registers as also 
at the time of their review. The recording, indexing and reviewing 
of files by different Divisions/Sections may also be regularly 
monitored by way of monthly progress report.

13. In case, any particular contract/case/file is under Arbitration, 
Litigation, Enquiry or Audit by any Authority, all documents and 
records shall be required to be retained till the final clearance 
from Arbitration, Litigation, Enquiry or Audit as the case may 
be or till the prescribed retention period, whichever is later. This 
is applicable on all the Divisions/Sections of Board of Practical 
Training. 

 It may be concluded that the present exercise of compiling/
reviewing/vetting the Records Retention Schedule would prove 
worthwhile only if it is implemented in letter and spirit.



3. Study Report regarding review/vetting of Records Retention 
Schedule relating to substantive functions and other matters 
relating to Records Management of the “Board of Practical 
Training”.

 The Public Records Act, 1993 (No. 69 of 1993) clause (e) of 
sub-section (l) of section 6 and the Central Secretariat Manual 
of Office Procedure, (XIII edition, 2010) para lll (1) (d) envisage 
that the Records Officer of every records creating agency shall be 
responsible for compilation of a schedule for retention of Public 
Records in consultation with the National Archives of India. Sub-
para’(2) of para 111 of the Central Secretariat Manual of Office 
Procedure further stipulates that Records Retention Schedules 
should be revised at least once in five years, so as to include in it 
the expanding activities of the organisation, reallocation of subjects 
and organizational changes which take place from time to time.

 In this connection, request was received from the Record Centre 
Bhubaneswar for the vetting of RRS of the Board of Practical 
Training (Eastern Region), Kolkata; vide their letter No. BOPT/
org/280/03/32 dated 12th January 2016 & BOPT/org/280/03/3173 
dated llth May 2016. Accordingly, on the spot study of records‘ 
was carried out by Dr. L. Das Mohapatra, Assistant Director of 
Archives for reviewing/vetting the Records Retention Schedule 
of the office of the Board of Practical Training (Eastern Region), 
Kolkata on 29th-30th June 2015. Dr. Pradeep Kumar also carried 
out the spot study at BOAT Kanpur on 11th-12th August 2016.

 The study was confined to records dealing with substantive 
functions only as records relating to common office services, 
house-keeping jobs and financial matters are covered by Records 
Retention Schedule Common to All Departments, 2012 issued by 
the Department of Administrative Reforms and Public Grievances 
(Ministry of Personnel, Public Grievances and Pensions) and 
General Financial Rules, 2005 (Rule No. 289 and Appendix, XIII) 
issued by the Ministry of Finance respectively.

 Although utmost care has been taken to compile comprehensive 
Records Retention Schedule, yet if any subject/record group of 
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3- ÞekSfyd dk;ks± ds lacaèk esa vfHkys[k çfrèkkj.k vuqlwph dh leh{kk @ 
tkap lacaèkh vè;;u fjiksVZ rFkk ÞO;kogkfjd çf”k{k.k cksMZÞ ds vfHkys[k 
çfrèkkj.k ds lacaèk esa vU; ekeysA

 ifCyd fjd‚M~lZ ,DV] 1993 ¼1993 dk la[;k 69½ dh èkkjk 6 ds mièkkjk 
¼1½ ds [kaM ¼Ã½ vkSj dk;kZy; çfØ;k gsrq dsaæh; lfpoky; eSuqvy] ¼XIII 
laLdj.k] 2010½ vuqPNsn 111 ¼1½ ¼Mh½ esa bl ckr ij fopkj fd;k x;k 
gS fd çR;sd vfHkys[k rS;kj djus okyh ,tsalh ds vfHkys[k vfèkdkjh 
jk’Vªh; vfHkys[kkxkj ds ijke”kZ ls lkoZtfud vfHkys[kksa ds çfrèkkj.k ds 
fy, vuqlwph ds ladyu ds fy, ftEesnkj gksaxsA dk;kZy; çfØ;k gsrq 
dsaæh; lfpoky; eSuqvy ds vuqPNsn 111 ds mi&vuqPNsn ¼2½ esa vkxs 
dgk x;k gS fd fjd‚M~lZ çfrèkkj.k vuqlwph dks ikap o’kZ esa de ls de 
,d ckj la”kksfèkr fd;k tkuk pkfg, rkfd le;&le; ij gksus okys 
laxBu dh foLrkj laca/kh xfrfofèk;ksa] fo’k;ksa dk iquoZlu vkSj laxBukRed 
ifjorZu dks blesa “kkfey fd;k tk ldsA

 bl lacaèk esa fjd‚MZ lsaVj] Hkqous”oj dh vksj ls muds i= chvksihVh@
laxBu@280@03@32 fnukad 12 tuojh 2016 ,oa chvksihVh@
laxBu@280@03@3173] fnukad 11 eÃ 2016 ds ekè;e ls O;kogkfjd 
çf”k{k.k cksMZ ¼iwoÊ {ks=½] dksydkrk ds vfHkys[k çfrèkkj.k vuqlwfp dh 
tkap ds fy, vuqjksèk çkIr gqvk FkkA rn~uqlkj fnukad 29&30 twu 2015 
dks O;kogkfjd çf”k{k.k cksMZ ¼iw-{ks-½] dksydrk ds dk;kZy; ds vfHkys[k 
çfrèkkj.k vuqlwph dh leh{kk@tkap gsrq M‚ ,y- nkl egkik=k] lgk;d 
vfHkys[kkxkj funs”kd }kjk ekSds ij gh vfHkys[kksa dk vè;;u fd;k x;kA 
fnukad 11&12 vxLr 2016 dks f”k{kqrk çf”k{k.k cksMZ] dkuiwj esa M‚ çnhi 
dqekj us Hkh ekSds ij gh vfHkys[kksa dk vè;;u fd;kA

 vè;;u flQZ ekSfyd dk;ks± ls lacafèkr vfHkys[kksa rd gh lhfer Fkk D;ksafd 
lkekU; dk;kZy; lsokvksa] dk;kZy;h j[k&j[kko dk;Z rFkk foÙkh; ekeyksa 
ls lacafèkr vfHkys[k foÙk ea=ky; }kjk tkjh Øe”k% ç”kklfud lqèkkj 
vkSj yksd f”kdk;r foHkkx ¼dkÆed] yksd f”kdk;r vkSj isa”ku ea=ky;½ 
rFkk lkekU; foÙkh; fu;e] 2005 ¼fu;e la- 289 rFkk ifjf”k’V XIII½ }
kjk tkjh lHkh foHkkxksa ds fy, lkekU; :i ls mi;ksx fd;s tkus okys 
vfHkys[k çfrèkkj.k vuqlwph ds varxZr vkrs gSaA

 ;|fi O;kid vfHkys[k çfrèkkj.k vuqlwph ladfyr djus ds fy, vR;fèkd 

12
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lkoèkkuh cjrh xbZ gS] fQj Hkh ;fn O;kogkfjd çf”k{k.k cksMZ ¼iwoÊ {ks=½] 
dksydkrk vkSj f”k{kqrk çf”k{k.k cksMZ] dkuiqj ds fdlh Hkh foHkkx ds fdlh 
Hkh fo’k; @ vfHkys[k lewg ds vè;;u ds nkSjku è;ku ls cp tk, rks 
—i;k layXu vfHkys[k çfrèkkj.k vuqlwph esa mi;qä LFkku ij mls “kkfey 
fd;k tk ldrk gS vkSj bldh voèkkj.k vofèk jk’Vªh; vfHkys[kkxkj] uÃ 
fnYyh ds ijke”kZ ls fuèkkZfjr dh tk ldrh gSA

4- vè;;u dh çfØ;k% &

 vfèkdkfj;ksa }kjk O;kogkfjd çf”k{k.k cksMZ] dksydrk] dkuiqj ds fofHkUu 
foHkkxksa@vuqHkkxksa dk nkSjk fd;k x;k rFkk ;g lqfuf”pr djus ds fy, 
muds Qkbyksa@jftLVjksa dh tkap dh xÃ fd O;kogkfjd çf”k{k.k cksMZ 
bR;kfn ds foHkkxksa ds fØ;kdykiksa dks lekfgr djus okys lHkh laHkkfor 
iqujkorÊ fo’k; “kh’kZ vfHkys[k çfrèkkj.k vuqlwph esa lfEefyr gSaA mfpr 
çfrèkkj.k vofèk vfHkys[k ds fofHkUu lewgksa dks muds ç”kkldh;] dkuwuh 
vkSj foÙkh; rFkk vuqlaèkku ewY;ksa dks è;ku esa j[krs gq, fuèkkZfjr dh 
xÃ gSA fo’k; “kh’kks± ds mfpr çfrèkkj.k vofèk dks fuèkkZfjr djus ls iwoZ 
lacafèkr vfèkdkfj;ksa ls ppkZ Hkh dh xÃ FkhA 
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any Divisions of the Board of Practical Training (Eastern Region), 
Kolkata and of apprentice training, Kanpur has escaped attention 
during the study, the same may please be included at the appropriate 
place in the enclosed Records Retention Schedule and the retention 
period of the same may be prescribed in consultation with the 
National Archives of India, New Delhi.

4. Procedure of Study :-

 The Officers visited various Divisions/Sections of the Board of 
Practical Training, Kolkata, Kanpur and examined their Files/
Registers so as to ensure that all possible recurring subject heads 
covering the activities of the Divisions of the Board of Practical 
Training etc., are included in the Records Retention Schedule. 
Suitable retention periods have been prescribed to various groups 
of records, keeping in view their adminsitrative, legal, and financial 
and research values. Dicussions with the concerned officers were 
also held before prescribing suitable retention periods to the subject 
heads.



5- voyksdu @ flQkfj”ksa vkSj lq>ko
1- Qkbyksa dk vfHkys[ku fd;k tkuk pkfg, vkSj mudh çfrèkkj.k vofèk 

layXu vfHkys[k çfrèkkj.k vuqlwph ds vuqlkj fuèkkZfjr dh tkuh pkfg, 
rFkk dk;kZy; çfØ;k] vkxs ls lh,l,evksih] ¼XIII laLdj.k 2010½ ds 
dsaæh; lfpoky; eSuqvy ds vuqPNsn 103] 104] 105 ds vuqlkj Hkh 
fuèkkZfjr dh tkuh pkfg,A

2- O;kogkfjd çf”k{k.k cksMZ ds lHkh çHkkxksa dks lh,l,evksih ds vuqPNsn 97 
vkSj ifjf”k’V 22 esa fuèkkZfjr Q+kby jftLVjksa ds vuqj{k.k gsrq funsZf”kr 
fd;k tk ldrk gSA

3- fjd‚MZ ds fy, mfpr lwpdkad ipÊ rS;kj dh tkuh pkfg, ftUgsa *d* 
vkSj *[k* ds :i esa oxÊ—r fd;k tkuk gSA bl lUnHkZ esa lh-,l-,e-vks-
ih- ds 106&108 vuqPNsnksa ds varxZr nh x;h çfØ;k dk vuqdj.k fd;k 
tk ldrk gSA

4- vfHkys[kksa dk fjd‚ÉMx @ leh{kk @ i`FkdRo dk ,d fu;fer dk;ZØe 
çR;sd çHkkx @ vuqHkkx }kjk fd;k tkuk pkfg, vkSj bl lacaèk esa gks 
jgh çxfr dh fuxjkuh dh tkuh pkfg,A

5- ,d laxfBr foHkkxh; fjd‚M~lZ d{k fjd‚MZ ds mfpr laj{k.k] j[kj[kko 
vkSj vuqj{k.k dks lqfuf”pr djrk gSA blfy, ;g flQkfj”k dh tkrh 
gS fd foHkkxh; vfHkys[k d{k dks O;kogkfjd çf”k{k.k cksMZ esa vk;ksftr 
fd;k tkuk pkfg,A

6- *ekxZn”kZu vkSj vko”;d dkjZokÃ ds fy, *fjd‚M~lZ :e ds fy, U;wure 
vko”;drkvksa ij uksV* dh ,d çfr layXu gSA

7- lh-,l-,e-vks-ih- ds vuqPNsn 112 ds çkoèkkuksa ds vuqlkj] foHkkxh; vfHkys[k 
d{k esa lHkh v)Z&orZeku vfHkys[kksa dk le; ij LFkkukarj.k lqfuf”pr 
fd;k tk ldrk gSA

8- foHkkxh; vfHkys[k vfèkdkjh dks fjd‚M~lZ çcaèku esa vksfj,aVs”ku dkslZ esa 
çf”kf{kr fd;k tk ldrk gSaA

9- ;fn fdlh Hkh çkfèkdkjh }kjk eè;LFkrk] eqdnek] iwNrkN ;k ys[kkijh{kk 
ds rgr dksÃ fo”ks’k vuqcaèk @ ekeyk @ Q+kby gS] rks lHkh nLrkostksa 
vkSj vfHkys[kksa dks eè;LFkrk] eqdnek] iwNrkN ;k ys[kkijh{kk] tSlh Hkh 
fLFkfr gks vFkok fuèkkZfjr çfrèkkj.k vofèk] ftldh Hkh vofèk ckn rd dh 
gksxh] ls vafre eatwjh ugÈ feyus rd mls lajf{kr j[kk tkuk vko”;d 
gSA ;g O;kokgkfjd çf”k{k.k cksMZ ds lHkh çHkkxksa @ vuqHkkxksa @ “kk[kkvksa 
ij ykxw gksrk gSA

uksV% *bl çdk”ku ds lkFk eqfær ugÈ gS rFkk bls vyx ls j[kk x;k gSA 
bl foHkkx dks lwfpr djus ds ckn mijksä flQkfj”kksa ij dkjZokÃ “kq: 
dh tk ldrh gS ftlls O;kogkfjd çf”k{k.k cksMZ esa fjd‚MZ çcaèku dh 
xfrfofèk;ksa dks etcwr fd;k tk ldsA
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5. Observations / Recommendations and Suggestions
1.  The files should be recorded and their retention period be 

prescribed in accordance with the enclosed Records Retention 
Schedule and also as per paras 103, 104, 105 of the Central 
Secretariat Manual of Office Procedure (XIII Edition 2010) 
hereafter CSMOP.

2.  All the Divisions of the Board of Practical Training may be 
directed to maintain the File Register as prescribed in Para 97 
and Appendix 22 of the CSMOP.

3.  Proper index slips should be prepared for records, which are to be 
categorized as ‘A’ and ‘B’. In this connection procedure as laid 
down under paras 106-108 of the C.S.M.O.P. may be followed. 

4.  A regular programme of recording/reviewing/weeding of records 
should be undertaken by each Division/Section and progress in 
this regard should be monitored.

5.  An organized Departmental Records Room ensures the proper 
preservation, upkeep and maintenance of records. It is, therefore, 
recommended that the Departmental Records Room should be 
organized in the Board of Practical Training.

6.  *A copy of the ‘Note on Minimum Requirements for a Records 
Room’ is enclosed herewith for guidance and necessary action.

7.  Timely transfer of all semi-current records to the Departmental 
Records Room may also be ensured, as per provisions of para ll2 
of the C.S.M.O.P.

8.  Departmental Record Officers may be trained in the Orientation 
Course in Records Management.

9.  In case, any particular contract/case/file is under Arbitration, 
Litigation, Enquiry or Audit by any Authority, all documents 
and records shall be required to be retained till be final clearance 
from Arbitration, Litigation, Enquiry or Audit as the case may 
be or till the prescribed retention period, whichever is later. This 
is applicable on all the Divisions/Sections/Branches of Board of 
Practical Training.

Note : *Not Printed with this Publication and separately kept.
Action on the above recommendations may be initiated under intimation 
to this Department so as to strengthen the records management 
activities in the Board of Practical Training.
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ekSfyd dk;ks± ls lacafèkr vfHkys[k çfrèkkj.k vuqlwph% O;k-ç-cks-¼iw-{ks-½ ,oa 
f”k-ç-cks- ¼m-{ks-½ 

6- {ks=h; dk;kZy; @ çf”k{k.k vuqHkkx @ çeq[k çf”k{k.k lewg ¼mi çf”k{k.k 
funs”kd½ ds ikl miyCèk vfHkys[k

Ø-la- fo’k; @ vfHkys[k lewg jk’Vªh; vfHkys[kkxkj 
¼jk-v-½ }kjk flQkfj”k 
dh xÃ çfrèkkj.k 

vofèk

fVIi.kh

1.

2.

3.

f”k{kq ¼la”kksèku½ vfèkfu;e dk 
dk;kZUo;u –
vijsafVl ¼la”kksèku½ vfèkfu;e 
dk dk;kZUo;u bathfu;Çjx 
Lukrd @ fMIyksek èkkjdksa 
vkSj rduhf”k;u ¼O;kolkf;d½ 
Js.kh ls lacafèkrA
{ks=h; lykgdkj lfefr;ka @ 
cksMZ%
f”k{kqrk çf”k{k.k ij O;k-ç-cks- 
¼iw-{ks-½
d- lafoèkku
[k- dk;Zlwph
x- dk;Zo`Ùk 
?k- vuqorÊ dkjZokÃ

f”k{kqrk çf”k{k.k
dk;ZØe(
d- uhfr
[k- vU; 

f”k{kq vfèkfu;e ds dk;kZUo;u 
esa O;k-ç-cks- ¼iw-{ks-½ dh çxfr 
@ miyfCèkA

[k
[k
[k
x-5

[k
x-5
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Records Retention Schedule pertaining to Substantive Functions: 
BOPT (ER) 

6.  Records held at the Regional Office/Training Section/Head Training 
Group (Deputy Director of Training)

Sl. 
No.

Subjects/Records-group Retention Period 
Recommended 

by National 
Archives of India 

(NAI)

Remarks 

1.

2.

3.

Implementation of 
Apprentices (Amendments) 
Act-Connected with 
Engineering Graduates/
Diploma Holders and 
Technician (Vocational) 
category.
Regional Advisory 
Committees/Board :
BOPT(ER) on
Apprenticeship Training
a. Constitution
b. Agenda
c. Minutes
d. Follow up action

Appreticeship Training 
Programme ;
a. Policy
b. Others

Progress/Achievement 
of BOPT(ER) in 
implementation of 
Apprentices Act.

B
B
B

C-5

B
C-3



7. Records held at the Regional Office/Training Section/Common to 
TS I/II/III/IV

Sl. 
No.

Subjects/Records-group Retention Period 
Recommended by 
National Archives 

of  India (NAI)

Remarks 

1.

2.

3.

4.

5.

6.

Apprentices Act :
a. Amendments
b. Interpretations
c. Exemption
d. Press Cuttings/Gazette 
Notifications relating to Act. I

Assessment Reports of training 
facilities for implementation of 
Training Programme.

Implementation : 
Apprenticeship Contract 
Registration Card

Implementation : Payment of 
stipend to Apprentices
Implementation : Miscellaneous 
correspondence on

ACRC/Stipend etc. 
Collection Statistical Data of 
Apprentices under BOPT(ER) 
Absorption of apprenticeship 
under Apprentices Act, 1961.

Implementation of Apprentices 
(Amendments) Act- Progress 
and follow up connected with 
Graduate/Technicians/10+2 
(H.S.) (Voc.)

B
C-10
C-10

B

C-5

C-5

C-5

B

C-5

‘B’ in 
case of 
court 
case.

‘B’ in 
case of 
court 
case
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7. {ks=h; dk;kZy;@çf”k{k.k vuqHkkx@lkekU; :i ls Vh,l I@II@III@ IV 
esa miyCèk vfHkys[k

Ø-la- fo’k; @ vfHkys[k lewg jk’Vªh; 
vfHkys[kkxkj   
¼jk-v-½ }kjk 

flQkfj”k dh xÃ 
çfrèkkj.k vofèk

fVIi.kh

1.

2.

3.

4.

5.

6.

f”k{kq vfèkfu;e%
d- la”kksèku
[k- O;k[;kvksa
x- NwV
?k- vfèkfu;e ls lacafèkr çsl 
dÇVx @ jkti= vfèklwpuk

çf”k{k.k dk;ZØe ds dk;kZUo;u 
gsrq çf”k{k.k lqfoèkkvksa dk vkadyu 
fjiksVZ

dk;kZUo;u%
f”k{kqrk vuqcaèk iathdj.k dkMZ 

dk;kZUo;u%
f”k{kqvksa dks o`fÙkdk dk Hkqxrku 
dk;kZUo;u% tkjh fofoèk i=kpkj 

f”k-v-ia-dk-@o`fÙkdk bR;kfnA
O;k-ç-cks-¼iw-{ks-½ ds varxZr f”k{kqvksa 
ds lkaf[;dh; MsVk dk laxzg
f”k{kq vfèkfu;e] 1961 ds varxZr 
f”k{kqrk dk vo”kks’k.kA

f”k{kq ¼la”kksèku½ vfèkfu;e dk 
dk;kZUo;u & Lukrd @ 
rduhf”k;uksa @ 10$2 ¼m-ek-½
¼O;ko-½ ls lacafèkr çxfr vkSj 
vuqorÊ dk;Z

U;k;ky; 
ds ekeys 
esa ^[k*

U;k;ky; 
ds ekeys 
esa ^[k*

20

[k
x-10
x-10
[k

x-5

x-5

x-5

[k

x-5
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Sl. 
No.

Subjects/Records-group Retention Period 
Recommended 

by National 
Archives of India 

(NAI)

Remarks 

7.

8.

9.

10.

11.

12.

13.

Implementation of 
Apprentices (Amendments) 
Act-Record of Progress of 
apprentices connected with 
Graduatel Technicians/10+2 
(H.S.) (Voc.)
Quality Improvement 
programme
a. Agenda
b. Minutes
c. Follow up

Publications on 
Apprenticeship
Training by BOPT (ER) 
Subject Fields under 
Apprenticeship Training :
Graduate/Diploma 
Engineers, Diploma Tech 
& l0+2 Voc. Tech Category 
(E-document)
Appreticeship Training 
Programme for PWDs/ 
Women/SC/ST/Minority 
Community etc (E-document)
Court cases pertaining to 
apprenticeship Training
Grievances related to 
apprenticeship training

C-5

C-10
C-10
C-10

C-5

B

B

B

C-10
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Ø-la- fo’k; @ vfHkys[k lewg jk’Vªh; vfHkys[kkxkj 
¼jk-v-½ }kjk 

flQkfj”k dh xÃ 
çfrèkkj.k vofèk

fVIi.kh

7.

8.

9.

10.

11.

12.

13.

f”k{kq ¼la”kksèku½ vfèkfu;e dk 
dk;kZUo;u & Lukrd @ 
rduhf”k;u @ 10$2 ¼m-ek-½ 
¼O;ko-½ ls lacafèkr f”k{kqvksa dh 
çxfr fjd‚MZA

xq.koÙkk lqèkkj dk;ZØe
d- dk;Zlwph
[k- dk;Zo`Ùk
x- vuqorÊ dkjZokÃ

O;k-ç-cks-¼iw-{ks-½ }kjk f”k{kqrk 
çf”k{k.k ij çdk”ku 

f”k{kqrk çf”k{k.k ds varxZr 
fo’k; {ks= %
Lukrd @ fMIyksek bathfu;lZ] 
fMIyksek Vsd- vkSj 10$2 O;ko- 
çks|ks- Js.kh ¼Ã&nLrkost+½

fodykaxtu ¼fnO;katu½@
efgyk@v-tk-@v-t-tk-@
vYila[;d leqnk; bR;kfn 
¼Ã&nLrkost½  

f”k{kqrk çf”k{k.k ls lacafèkr 
U;k;kyf;d ekeys

f”k{kqrk çf”k{k.k ls lacafèkr 
f”kdk;rsa

x-5

x-10
x-10
x-10

x-5

[k

[k

[k

x-10



8. {ks=h; dk;kZy; @ çf”k{k.k vuqHkkx @ mi çf”k{k.k funs”kd ds ikl 
miyCèk vfHkys[k

Ø-la- fo’k; @ vfHkys[k lewg jk’Vªh; vfHkys[kkxkj 
¼Hkk-jk-v-½ }kjk 

flQkfj”k dh xÃ 
çfrèkkj.k vofèk

fVIi.kh

1.

2.

3.

f”k{kq vfèkfu;e dk dk;kZUo;u 
& lg&LFkku dsaæksa ij 
foHkkxh; loZj @ loZj 
esa Nk=ksa @ LFkkiukvksa @ 
laLFkkuksa }kjk tek fd, x, 
v‚uykbu MsVk ls lacafèkr 
fofoèk ekeys&Ã&fjd‚MZ 
¼Ã&nLrkost½

f”k{kq vfèkfu;e dk dk;kZUo;u 
& i=kpkj vkarfjd loZj 
esa miyCèk fVIif.k;ksa] 
Qkbyksa] çfrosnuksa] fjVuZ] 
i=kpkj ls lacafèkr fofoèk 
ekeys&Ã&fjd‚MZA

f”k{kq vfèkfu;e dk dk;kZUo;u 
& vkÃlhVh ekeyksa vkSj Ø; 
lfgr r`rh; i{kksa ds lkFk 
lacafèkr vuqcaèkksa ij egRoiw.kZ uhfr 
fu.kZ;ksa ls lacafèkr QkbysaA

x-10

x-10

x-10
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8. Records held at Regional Office/Training Section/Deputy Director 
of Training

Sl. 
No.

Subjects/Records-group Retention Period 
Recommended 

by National 
Archives of India 

(NAI)

Remarks 

1.

2.

3.

Implementation of 
Apprentices Act––Misc. 
matter-e-records pertaining 
to online data submitted 
by Students/Establishment/
Institutions in Departmental 
Server/Server at co-location 
centers. (E-documents)

Implementations of 
Apprentices Act––Misc. 
matter-e-records pertaining 
to notes, files, reports, 
returns, correspondence 
available in internal sever.

Implementations of 
Apprentices Act-Files 
pertaining to important 
policy decisions on ICT 
matters and related contracts 
with third parties including 
procurement.

C-10

C-10

C-10

25
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{ks=h; dk;kZy; @ çf”k{k.k vuqHkkx @ mi çf”k{k.k funs”kd ds ikl miyCèk 
vfHkys[k@izek.ki=

Ø-la- fo’k; @ vfHkys[k lewg jk’Vªh; vfHkys[kkxkj 
¼jk-v-½ }kjk 

flQkfj”k dh xÃ 
çfrèkkj.k vofèk

fVIi.kh

4.

5.

6.

çoh.krk çek.ki= tkjh djus 
gsrq vkosnuksa ds lacaèk esa 
dkxtkr 

f”k{kqvksa dks çf”k{k.k çek.ki= 
tkjh djus ij vfHkys[k @ 
jftLVlZ @ dEI;wVj tsujsVsM 
ÇçV vkmVA

çek.ki= tkjh djus ds 
Ã&fjd‚MZ

[k

[k

[k
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Regional Office/Training Section/Deputy Director of Training/
Certificate

Sl. 
No.

Subjects/Records-group Retention Period 
Recommended 

by National 
Archives of India 

(NAI)

Remarks 

4.

5.

6.

Papers pertaining to 
applications for issue of 
proficiency certificates.

Records/Registers/Computer 
generated print outs on issue 
of Training Certificates to 
apprentices.

E-records of Issuance of 
certificate

B

B

B



9. Records held at Regional Office / Common to All Training Section 
/ Accounts Section (Stipends)

Sl. 
No.

Subjects/Records-group Retention Period 
Recommended 

by National 
Archives of India 

(NAI)

Remarks 

1. Payment of Stipend to 
Apprentices
(a) Rules/Guidelines
(b) Implementations
    (i) Stipend Bill

     (ii) Record of 
disbursement 
of Stipend to 
apprentices

        (E records)

B

C-3

C-3

Or after 
completion 
of Audit.

Or after 
completion 
of Audit.
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9. lHkh çf”k{k.k vuqHkkx @ lkewfgd :i ls lHkh çf”k{k.k vuqHkkx @ ys[kk 
vuqHkkx ¼o`fÙkdk½ esa miyCèk vfHkys[k

Ø-la- fo’k; @ vfHkys[k lewg jk’Vªh; vfHkys[kkxkj 
¼jk-v-½ }kjk 

flQkfj”k dh xÃ 
çfrèkkj.k vofèk

fVIi.kh

1. f”k{kqvksa dks o`fÙkdk dk 
Hkqxrku

¼d½ fu;e @ fn”kkfunsZ”k
¼[k½ dk;kZUo;u
¼i½ o`fÙkdk fcy

¼ii½ f”k{kqvksa dks o`fÙkdk ds  
forj.k dk fjd‚MZ 
¼Ã fjd‚MZ½

[k

x-3

x-3

;k ys[kkijh{kk 
ds iw.kZ gksus 
ds cknA

;k ys[kkijh{kk 
ds iw.kZ gksus 
ds cknA

28
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10. Records held at Regional Office / Deputy Director of Training / 
Administrative Section

Sl. 
No. Subjects/Records-group

Retention Period 
Recommended 

by National 
Archives of India 

(NAI)

Remarks 

1. Apprentidces Act : 
Implementation & follow 
up

(i) Training Section wise 
Internal Dak Forwarding 
Registers.

C-5

30

10. {ks=h; dk;kZy; @ mi çf”k{k.k funs”kd @ ç”kklfud vuqHkkx esa 
miyC/k fjd‚M~lZ

Ø-la- fo’k; @ vfHkys[k lewg jk’Vªh; vfHkys[kkxkj 
¼jk-v-½ }kjk 

flQkfj”k dh xÃ 
çfrèkkj.k vofèk

fVIi.kh

1. f”k{kq vfèkfu;e%
 dk;kZUo;u ,oa vuqorÊ 

dkjZokÃ 

¼i½ çf”k{k.k vuqHkkx ds 
vuqlkj vkrafjd Mkd 
çs’k.k jftLVlZ

x-5



11- vfHkys[kksa dk oxÊdj.k

*d* Js.kh

çeq[k ç”kklfud vkSj@;k ,sfrgkfld egRo ds fo’k;ksa ls lacafèkr bl Js.kh 
ds varxZr vfHkys[k tSls%

d & ç”kklfud mís”;ksa ds egRo okys vfHkys[k 
1- ljdkj ds ;k fo:) vfèkdkjksa ;k nkf;Roksa ds çek.k tSls] laifÙk 

dk vfèkdkj] eqvkots ds fy, nkok le; lhek ds vèkhu ugÈ gksuk] 
vkSipkfjd nLrkost ;Fkk iqjLdkj] ;kstuk,a] vkns”k] eatwjh bR;kfn okys 
dkxtkrA

2- dkuwu ds l`tu ls lacafèkr ekeys lfgr çeq[k uhfr fu.kZ;ksa ls lacafèkr 
dkxtkrA

3- lafoèkku] dk;Z vkSj egRoiw.kZ lfefr;ksa dk dk;Z vkSj dk;Zç.kkyh] 
dk;Zdkjh lewgksa vkfn ds lacaèk esa dkxtkrA 

4- egRoiw.kZ çfØ;kvksa ds fy, LFkk;h mnkgj.k çnku djus okys dkxtkr 
tSls ç”kklfud Kkiu] ,sfrgkfld fjiksVZ vkSj lkjka”k] egRoiw.kZ ekeyksa 
ij dkuwuh lykgA

5- fu;e] fofu;e] foHkkxh; fu;ked ;k lkekU; vkosnu ds funsZ”k ls 
lacafèkr dkxtkrA

6- laxBu dh eq[; fo”ks’krkvksa vkSj ljdkjh foHkkxksa vkSj dk;kZy;ksa ls 
lacafèkr dkxtkrA

7- egRoiw.kZ eqdnes ;k dk;ZØeksa dk vk;kstu ftlesa ç”kklu “kkfey Fkk] 
ls lacafèkr dkxtkrA

d & ,sfrgkfld egRo ds vfHkys[k

 vuqlaèkku lfgr ç”kklfud mís”;ksa gsrq lajf{kr gksus okyh vfèkdka”k 
lkexzh #fp dk fo’k; gS( ijUrq fuEufyf[kr oxks± ds dkxtkrksa dks 
fo”ks’k :i ls bfrgkldkjksa ds fy, egRoiw.kZ ekuk tkuk pkfg,%

1- ljdkj ds ,d foHkkx ;k ,tsalh ds l`tu ls lacafèkr dkxtkr( ;g 
dSls O;ofLFkr fd;k x;k Fkk( blus dSls dk;Z fd;k( vkSj ¼;fn fuf’Ø; 
gqvk½ dSls vkSj D;ksa bls Hkax dj fn;k x;k FkkA

2- foHkkx@,tsalh ds ckjs esa tkudkjh D;k gSA ¼Li’Vhdj.k ds ekè;e ls 
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11. Categorization of Records
 ‘A’ Category

 Records under this category pertaining to subjects of prime 
administrative and / or historical importance, viz.

A - Records of value for administrative purposes

(1) Papers containing evidence of rights or obligations of or against 
the government, e.g., title to property, claims for compensation 
not subject to a time limit, fonnal instruments such as awards, 
schemes, orders, sanction, etc. 

(2) Papers relating to major policy decisions, including those relating 
to the preparation of legislation.

(3) Papers regarding constitution, function and working of important 
committees, working groups, etc.

(4) Papers providing lasting precedents for important procedures, e.g., 
administrative memoranda, historical reports and summaries, legal 
opinions on important matters.

(5) Papers concerning rules, regulations, departmental guides or 
instruction of general application.

(6) Papers relating salient features of organisation and staffing of 
government departments & offices.

(7) Papers relating to important litigation or causes celebres in which 
the administration was involved.

A - Records of Historical importance

 Much of the material likely to be preserved for administrative 
purposes will be of interest for research purpose as well; but papers 
of the following categories should be specially considered as of  
value to historians:

(1) Papers relating to the origin of a department or agency of 
government; how it was organised; how it functioned; and (if 
defunct) how and why it was dissolved.

(2) Data about what the department/agency accomplished. (Samples 
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by way of illustration may be enough; but the need for such 
samples may be dispensed with where published annual reports 
are available).

(3) Papers relating to a change of policy. This is not always easy 
to recognise, but watch should be kept for (a) summary for a 
ministry, (b) the appointment of a departmental or inter-depatmental 
committee or working group, and (c) note for the Cabinet or a 
Cabinet Committee. Generally there should be a conscious effort 
to preserved all such papers, including those reflecting conflicting 
points of view. In this case of inter-departmental committees, 
however, it is important that a complete set of papers be kept only 
by the departments mainly concenied-usually the one providing 
secretariat.

(4) Papers relating to the implementation of a change of policy, 
including a complete set of instructions to execute agencies etc., 
and relevant forms.

(5) Papers relating to a well-known public or international event or 
causes celebrate, or to other events which gave rise to interest or 
controversy on the national plan.

(6) Papers containing direct reference to trends or developments in 
political, social, economic and other fields, particularly if they 
contain unpublished statistical or financial data covering a long 
period or a wide area.

(7) Papers cited in or noted as consulted in connection with, official 
publications.

(8) Papers relating to the more important aspects of scientific or 
technical research and development.

(9) Papers containing matters of local interest of which it is 
unreasonable to expect that evidence will be available locally, 
or comprising synopsis of such information covering the whole 
country or a wide area.

(10)Papers relating to obsolete, activities or investigations, or to 
abortive scheme in important fields.
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mnkgj.k i;kZIr gks ldrs gSa] ijUrq ,sls mnkgj.k dks ogk¡ n”kkZus dh 
vko”;drk gS tgka çdkf”kr okÆ’kd fjiksVZ miyCèk gSa½A

3- fufr esa cnyko ls lacafèkr dkxtkrA ;g igpkuuk ges”kk vklku 
ugÈ gksrk gS] ijUrq  ¼d½ ea=ky; ls lacafèkr lkjka”k ¼[k½ foHkkxh; ;k 
varj&foHkkxh; lfefr ;k dk;Zdkjh lewg dh fu;qfä] vkSj ¼x½ dSfcusV 
;k dSfcusV lfefr ds fy, uksV ij vo”; è;ku j[kuk pkfg,A vke 
rkSj ij fookfnr –f”Vdks.kksa dks n”kkZus okys dkxtkrksa ds lkFk&lkFk 
,sls lHkh dkxtkr dks lajf{kr djus ds fy, ,d lpsr ç;kl gksuk 
pkfg,A gkykafd] varj&foHkkxh; lfefr;ksa ds bl ekeys esa ;g egRoiw.kZ gS 
fd dkxtkr dk iwjk lsV dsoy mu foHkkxksa }kjk gh j[kk tk, tks 
eq[; :i ls lgHkkfxrk&ftls vkerkSj ij lfpoky; çnku djrs gSaA

4- fufr esa cnyko ds dk;kZUo;u ls lacafèkr dkxtkr ftlesa ,tsafl;ksa 
gsrq çcaèku ds funsZ”kksa dk iwjk lsV vkSj çklafxd çi= “kkfey gSaA

5- ,d çfl) lkoZtfud ;k varjjk’Vªh; dk;ZØeksa ;k lekjksg vk;kstu 
ds dkjd] ;k vU; dk;ZØeksa ds vk;kstu ls lacafèkr dkxtkr tks 
jk’Vªh; Lrj ij #fp vFkok fookn dks c<+kok nsrs gSaA

6- jktuhfrd] lkekftd] vkÆFkd vkSj vU; {ks=ksa esa #>kuksa ;k fodkl 
ds çR;{k lanHkZ okys dkxtkr] fo”ks’k :i ls ;fn muesa yach vofèk 
;k O;kid {ks= ds vçdkf”kr lkaf[;dh; ;k foÙkh; MsVk “kkfey gSA

7- vkfèkdkfjd çdk”kuksa ds lacaèk esa ijke”kZ ds :i esa m)`r ;k lacafèkr 
dkxtkrA

8- oSKkfud ;k rduhdh vuqlaèkku vkSj fodkl ds vfèkd egRoiw.kZ igyqvksa 
ls lacafèkr dkxtkrA

9- LFkkuh; fgrksa ds ekeyksa okys dkxtkr ftuls ;g vis{kk vuqfpr gS 
fd lk{; LFkkuh; :i ls miyCèk gksaxs] ;k iwjs ns”k ;k O;kid {ks= 
dks lekfgr djus okyh ,slh tkudkjh ds lkjka”k “kkfey gksaxsA

10- vçpfyr] xfrfofèk;ka ;k tkap ;k egRoiw.kZ {ks=ksa ds ;kstukvksa dh 
lekfIr ls lacafèkr dkxtkrA



11- vfHky[kksa dh dksÃ vU; fuÆn’V Js.kh] tks jk’Vªh; xfrfofèk;ksa ds ijke”kZ 
ls foHkkxh; funsZ”kksa ds vuqlkj tkjh fd;k x;k gks] bfrgkl&jktuhfrd] 
lkekftd] vkÆFkd] vkfn ds fdlh Hkh igyw ij tkudkjh ds okLrfod 
lzksr ;k thouh ;k iqjkru #fp ds :i esa ekuk tkuk pkfg,A

*[k* Js.kh

 bl Js.kh ds rgr vfHkys[kksa dks mijksä *d* Js.kh ds rgr mfYyf[kr 
ç”kklfud vkSj ;k ,sfrgkfld egRo ds fo’k;ksa ls lacafèkr gSaA gkykafd] 
buesa ,slh dksÃ Hkh lkexzh ugÈ gS tks bruh cgqewY; gS fd bldh 
ewy dks lajf{kr j[kk tkuk pkfg, ;k fofHkUu i{kksa }kjk yxkrkj blds 
lanHkZ dh vko”;rk dh laHkkouk gS] vr% budh ekbØksfQÇYex dh tk 
ldrh gSA

*x* Js.kh

 lhfer vofèk ds fy, lanHkZ ds :i esa ç;ksx gksus okys de egRo 
okys vfHkys[k bl Js.kh ds varxZr vkrs gS ftudh vofèk nl o’kks± 
ls vfèkd ugÈ gksrhA 

36

(11)  Any other specific category of records which, according to the 
departmental instructions issued in consultation with the National 
Activities, have to be treated as genuine source of information 
on any aspect of history-political, social, economical, etc., or are 
considered to be of biographical or antiquarian interest.

‘B’ Category

 Records under this category also pertain to subjects of 
administrative and or historical importance mentioned under ‘A’ 
category above. These, however, do not contain any material 
that is so precious that its original must be preserved intact or 
which is likely to be required for frequent reference by different 
parties, thus requiring microfilming.

‘C’ Category

 Records under this category pertain to subjects of secondary 
importance having referral value for a limited period, not 
exceeding ten years.
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