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11. Allowances. 4
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20. Pension/Retirement/Gratuity. 6
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23. Re-employment. 7
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" GOVERNMENT OF HARYANA

RECORD RETENTION SCHEDULE IN RESPECT OF RE,CO-RDS COMMON TO
ALL DEPARTMENTS '

PART—I RECORDS RELATING TO ESTABLISHMENT AND HOUSE KEEPING WORK

A—ESTABLISHMENT

Description of records Head/ Retention period " Remarks
Sub-Head
1 2 3
1. Recruitment
Rules Permanent* "
Appointment 10 years™*
Estimate (annual) of vacancies 1 year
Employment priorities and 10 years
maintenance of roster
H.P.s.C./S.S.S.B. (Exemption Permanent*
_ _____,,_frqm_.:_(_3_0-;_1,su_l_tat_i_(_m),_gggq]ations
" Framing of recruitmefit tules. Permanent*
Recruitment through Employ- Permanent*
ment Exchange Rules.
... Recrnitment from .open.market, 10 years
*:mludmgaadvemaemems -and
inviting of applications.
Recruitment through H.P.§.C . 10 years
.+ 18- 848:.B., including; requisitions
¢ forrecruitment and recomen-
datu:ms ofi-I P‘S i Gl
.8,S.8.B.. :
Rccrumncnt oth.erw:se than 10 years
thramgh H P«ﬁ G /S S;.,S B.
Reservatlcm JAni sg;wmes 10 years
Reservation in services (Policy) Permanent*
De-reservation of vacancies 10 years
De-reservation in services Permanent®
(Policy)
Return regarding appointment 3 years
and promotion
Complaints from associations 3 years

Selection Committee for rec-
ruitment of personnel :




1

(a) Constitution

(® Proceedings

~ Relaxation of age/
educational quali-
fiations

Condonation of
break in service

BEngagement of
casual labour

Retrenchment

Rules

Individual cases
Verification and Re-
verification of
Character and Antece-
dents

Rules
Individual cases

Medical Examination

Rules
Individual cases
Personal Files

Individual files

Correspondence re-
grading requisition

transfer and return of

Annual Confidential
Repots files.

Service Records
History of Services :

(a) For depart-
ments prepar-
ing and bring-
ing out the
compilation

1 year __aftel_.'_l_ '

reconstitution '

Pordanonls

-10 jears

" 'Till sanction of the

pensiont

1 year after com-

pletion of aundit

Permanent®

3 years**

Permanent™®

1 year

Permanent™®

1 year

1 year after issue of final
pension/gratuity/payment

order

1 year

3 years

“'social
* Notional/International  recog-

'S_ﬁbjéct “to verification report
being kept in the service-book/
personal file. -

" Subject to report itself being

placed in the service book/per-
scnal file. .

On the expiry of the specified
retention period, personal files
of officials who have made
significant contribution in any
field of activity e.8. adminis-
trative, ‘scientific, gconomic,

‘and have ‘won State/

pition, should be retired to the
State Archives.
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2

(b) For other departments
i.e. those supplying
material for inclusion
therein

Change in name of Govern-
ment servant

Alteration in the date of
birth

Change in qualification of
goverment servant

Civil list, gradation/seniority

list :

(a) In the case of depart-
ment preparing and
bringing out the
compilation

(b) In the case of other
departments i.e. those
supplying information
for such compilation

Verification of age and edu-
cational qualifications

Admission of previous
service not supported by
authenticated service record,
e.g. through collateral evi-
dence

Nomination relating to
family pension and D.C.R.
gratuity.

G .P. Fund nomination

Postings and Transfers

Rules

All classes & cadres
Seniority

Rules

Fixation of seniority in
individual cases

Representations

1 year after issue of the
compilation

3 years**

1 year after issue of final
pension/jgratuity payment
order

3 years**

3 years

| year after issue of relevant
compilation

1 year

1 year** after completion
of audit

1 year

1 year

Permanent*
1 year**

Permanent®
10 years**

10 years

Subject to supply of a printed
copy of the list to the depart-
mental library and a copy to
the State Archives.

Subject to authenticated copies

of relevant certificates being

]éept in service book/personal
le.

Subject to nomination in ori-
ginal or an authenticated copy
thereof (where original is kept
with the audit),as the case may
be, being placed in the service
book/personal file.

Su.bject to the nomination in
original or an authenticated
copy thereof being placed in the
service book/personal file.

If the representation results in

the original seniority being re-
vised an authenticated copy of
the relevant order/decision will
be kept in the service book/
personal file and an entry made
in the gradation/seniority list.



Advance increments

Efficiency bar

withholding of increments

1 2
9. Leave
Rules Permanent*
Individual cases 3 years**
Casual leave and special 1 9BAE... o sl
leave
Study leave individual cases | year** after the expiry
of the bondfagreement
executed by the Govern-
ment servant
“10. Pay!Special"?ay
Rules S Permanent*
Individual cases [ vear®* .after.completion
of audit '
11. Allowances
Rules Permanent™®
Claims 1 year after completion
' of .audit
Claims for travelling by 1 year after completion
non-entitled conveyance of audit
12. Confidential/Assessment Report
Rales: Permanent*
-+ 'Recording-of confidentidl 3 years
i rgports ir;lifnc_l_iv_idiiléfl cases
Communication: of .adwverse 3 years
- entries il
_ ;Répreseni;itién of expunc- 10 years
tion of adverse entries
13. Increment
Rules Permanent*

1 year** after completion
of audit g

| year** where it is ‘cleared,
and where it is withheld:
10 years "

10 years; or 3 years after
the final disposal of appeal
or final judgement under
the normal course of law,
whichever is later.
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1 - 2 3

. Representaions and petitions 10 years If the i representations results in the
B i el T e original order being revised, an
SIS authenticated copy of the relevant
order/decision will be kept in the
personal file and suitable entries
made in the appropriate service

records.

14. Probation/Confirmation

Rules Permanent*

Confirmation/extention of probation 10 years**

individual case

gt ATRATE e R

L 2 I pin T by "'Z.i i R A e £ B i ;

Representation-and petition vt D yearss, - Ifthg representation results in the

B et Ly W original order being revised, an
authenticated copy of tne relevant
order/decision will be kept in the
personal file and suitable entries
made in the appropriate service
records,

15. Promotion/Reversion

Rules Permanent*

Individual cases 10 years¥*

Representations and petitions 5 years If the representation: regults in the
original order being revised, an
authenticated copy of ‘tHe relevant
order/decision will be kept in the
personal file and suitable entries
made in the appropriate service
records.

16. Training/Scholarships/Fellowships in
India and Abroad o
I 4
Individual cases 3 years** after the
period.of - validity . -
bond/agreement or
-..completion.of audit, *
- whiehever is. later
Report submitted by trainees etc. = -5 years
after completion of training/study. © = = "
17. Departmental Examination
Rules Permanent*-
3 years

Holding of ezamination

Results-declaration of

Permanent*® for de-
partments conducting

: stCch tests™; - 1 year

“fot other_ departments
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18. Deputation and Delegations

Rules regarding deputation, inclu- ‘Pephianent
ding deputation on forelgn service in

India and abroad

Delegation in India/ abroad
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Individual cases
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20. Pension/Retirement/Gra tuity

Rules and orders
Individual cases :

(a) Pre-verification of pension

(b) Invalid pension
(c) Family pension
(d) Other pension

(e) Gratuity

(f) Commutation of pension
21. Resignation

Rules

Individual cases

261 mi ?3!1R&pf§§éﬁt¥iﬁﬁﬁ%r§ﬁd %E,tuions

o} woiis ¥¥21s9Y ©
casidsilBwyedos Doi1og
10 Inamesigs\bnod
Jibns 1Bilondgreanafter

b 1 Permanenttsq
3nimubri0:> 23orniLsg

#1101 3¢ theeprésontafion Tedults in the
original orders being revised, an
authenticated copy of the relevant
order/decision will be kept in the
service book/personal file and suita-
ble entrics made in the appropriate
service records.
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3 years ; or 1 year Subject to particulars being noted
after completion of in the register prescribed for the
audit and Gettlement (1 PpUPpOsen SBefOFY nygadidg  out files
of all audit objec- reports should be removed and
tions, whichever is kept in the departmental record
later room for five years. On the expiry
of this period the report should be
reviewed and, if necessary, weeded
out in consultation with the State

Archives.
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1 2
22.  Extension of service
Rules Permanent*
Individual cases 1 year** after re-
titement
23. Re-employment .
Rules Permanent*
Indjvidual cases 1 year** after the
Govt. servant ceases
. to be in Govt. service
24. Nomination of employees ’
Rules Permﬁiié{ﬁ}f_ }
Census operation 1 year
Committees, Working Group, etc.  Appropriate retention gy
period to be pres-
cribed by depart- '
ment concerned.
Election work I year
Invigilation (a) Departments Ba s
organising exami-
nations and
appointing invigi-
lators, 3 years or one ...
year after completion
of audit whichever
is later.
(b) Other Depart-
ments 1 year
25. Forvwarding of applications s
Rules Permanent* Tl
For allotment of motor car, lyear « @ ;. comeeos
motor cyele, scooter etc.
For examination 1 year .,
For post 1 year ’
26. No Objection Certificate
(For Registration with Employment
Exchange Organisa tions)
Rules Permanent
Issue I year**
27.  Review for Determining Suitability of
Employees for Continuance in Service
Rules Permanent*
Individual cases :
(@) Ifit results in pre-mature 3 years
retirement
(b) If it results in continued 1 year

retention in service
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RECORDS OTHER THAN FILES

Establishment/Sanction register Permanent* Where, for any, reason the register
: is rewritten, the old volume be kept
Rosters for Scheduled Castes/ Permanent* permanent. R
Tl RPN BT

Scheduled Tribes/Backward Classes
and Ex-Servicemen

Register of oath/affirmation of alle- 3 years**
giance to the constitution .

Service book -5 years after issue
of final pension/
- gratuity payment

order
Answer books of departmental 1 year from the date
examination/tests of declaration of
results: - |

Leave account of : e pase By

(a) Official entitled to retiremeﬁtf:;f-;;s years after issue

terminal benefits - of final payment
pension/gratuity
payment.order
(b) Other employees -3:years aftet they
i “have ¢eased to be
in 'service
Casual leave account SpON: 4 '-l;o‘b;é:'destroyed
: © attheend of the
5 year iy wte
Special casual leave register : 1 year '
Leave roster cpi 1 year-

Register of delegation/deputation  Till retirement
to International Organisations e BT

Confidential reportsjCharacter rolls (a) 5 years after
retirement

(b) 2 years after
death:

(c) 5 years after
resignation/dis-
charge from






