APPENDIX 28

RETENTION SCHEDULE FOR RECORDS PRESCRIBED
AN THE MANUAL OF OFFICE PROCEDURE

[ Vide Para. 111 (1) (¢) ]

_— ; Q] Reference to
£ g i Nescription of record relevant para. Retention period (ycars)
2 iNO.
- f of the Manual
(1) (2) (3) (4)
1. Dak register 9 (6) ]
[nvoice 10 (1) l
2. Section diary 12 (1) 3
Movement slip of receipts 15(3) To be destroyed after the
relevant receipts have been
recetved 1m  the scction
concerned.
3. Assistant’s diary 18 (2) 1 1
4. Standing guard files 30 (1) (¢) Permanent. The earlier version
of these records will normally
; be weeded out as soon as the
Standing note 30(1) (&) revised  version  becomes
available.
Distribution chart 1a4l) .. 1
Typistds diary 75(2) 1
5. Issue diary 76 (1) ]
Despatch Register 80 (2) 5
6. Section Despatch Register 85 (1) (d) 5
Postal registration books 80 (4) 5
7. Receipts of telegrams 80 (7) ]
A Register of daily abstract of
stamps used . 80 (8) -
8. Messenger book 81 (1) ]
. Stamps account register 84 (1) d
9. Weekly statement of cases
disposed of without refer-
ence to Minmister 85(2) () (1)) 1
0
‘
11 (a)
12,
1
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S Reference to
. escription of record relevant para. Retention period (years)
No.
of the Manual
(1) (2) 3) @

15.

16.

17.

18. File Register 91 Permanent

File movement register 94 (1) 1

19.  Register for watching the progress 98 (2) (b) and 3

of recording (3)

20. Index slips 101 > years or till printed
departmental index becomes
available, whichever is later. .

Consolidated departmental index 101 Permanent
Precedent book 104 Permanent
21.  List of files transferred to—
(a) Departmental record room
106 (3) 235
(b) National Archives 106 (5) Permanent
Record review register 106 (4) 1
22. List of filesreceived for
review 107 (5) _
23. Register of spare copies of
publications, circulars,
otders, etc. 107 (9) 1
.anwvaqgcmmic: slip 109 To be destroyed after the
- requisitioned file has been
retumed to the National
Archives.

24. Record requisition card 109 To be destroyed after all the
space for entries has been used
and the last file requisitioned
has been returned to the
sectional departmental records.

25. Weekly arrear slatement. 117 (1) (a) _ I

Case sheets of cases pending

disposal over a month. 118 (2) (a) 1
26. Numerical abstract of cases

pending disposal for over a month 118 (4) (d) 1

2. |

28.

29.

i
i
|

“ RETENTION SCHEDULE FOR RECORDS

._ . e - — —

| S1. iR Reference 1

| No. Description of record R_aﬂ.”ﬂww_.w Retmtion period (vears
| of the Manual sy
| (1) 2) 3)

| 30, i R =

_ 32.
33.

____H_ | cases pending disposal for over a
month in the varioys sections of the

o d |
u nwﬂm“oﬂa 118 (8) (a) 3
, 119 (1) 3
Kozn,_._w Progress report on
recording of files 120 (1)
34.  Reminder diary 12] _H
Register for keeping a watch on
| ”Mﬁacsamnga received from
v Y ) 122 l
35. Mﬁmﬁ. of Parliamentary
i mE.mzmnm 123 (1) ~
. Check-lists for periodical reports 124 I
4 36.  Inspection reports 133

I year atie the date of next
Inspection

X 37,
38.

39,

dssurarres have not been

first be transferred to the new register zd the old register




