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RECORD MANAGEMENT

GENERAL GUIDELINES

The Record Retention Schedule of the substantive function has been duly vetted as required under
para 79 (d) of the Manual of Office Procedure with a view to ensure an appropriate period for their
disposal.

The schedule is prepared section-wise and Office-wise and as such, it is comprehensive denoting the
complete activity of each Section/ Office. This will as-such facilitate the recording reviewing and
weeding out of records in the sections/ offices.

To ensure that adequate notice is being taken regarding the expanding activities of the Department,
this schedule required to be revised after 5 years to include the new items of work required under
para 6 of the Archival Policy Resolution.

Every care has been taken to include all the record group in the retention schedule but in case any
record group is left out by chance, the period of the same may be determined in consultation with
the National Archives of India. Similarly, new record series which formulate from time to time may
be added in proper sequence in the Retention Schedule after consultation with the National
Archives of India. It may, therefore, be ensured that the aforesaid work is attended to properly.

The schedule is prepared on the basis of Main-Head and Sub-Head being dealt with in the
Section/ Office and similarly the period of retentionis provided after considering the importance of
the record groups.

‘A’, ‘B’ and ‘C in the schedule stands as the classifications of records as provided under para 81 of
the Manual of Office Procedure. It may be ensured that files should be “CLASSIFIED” as specified
in the schedule at the time of recording and reviewing.

Class ‘A’ and ‘B’ files are to be reviewed on attaining the 25th years of their life in consultation with
the Nattonal Archives of India. The Departmental Record Officer should, therefore, ensure that
files “Classified” as ‘A’ and ‘B’ in the Retention Schedule are received in the Departmental Record
room and a proper liaison is maintained in respect of reviewing of such files with concerned Section
Officers and vis-a-vis the National Archives of India for transferring these records for permanent
custody as required under para 84(8) of the Manual of Office Procedure. All *C’class files should be
reviewed before they are destroyed. The files which are marked as ‘C-10 in the Schedule may be
further reviewed in consultation with the Branch Officers concerned and may be either upgraded as
‘B’ or destroyed as the case may be.

The year of review of Class ‘C’ file will be reckened with reference to the year of their closing and
that for class “A” and ‘B’ files with reference to the year of their opening as prescribed under para
84(4) of the Manual of Office Procedure.

Index slips should invariably be prepared of the files so as to facilitate the compilation of Annual
Indexes while recording the files as required under para 82 of the Manual of Office Procedure.,

It is also essential to de-classify the Secret/ Confidential files as per para 7(d) of the Archival Policy
Resolution which states that “Classified files remaining untransferred to the National Archives of
India at the end of the stipulated period should be appraised once in five years with a view todown
grading them and down graded files fit for permanent preservation transferred to National
Archives of India. Unlike the non-classified files, the classified files if so warranted by the
Department itself might be retained for a longer period than 25 years. The period after which each
such series of “Classified files” can be “declassified should be determined by the concerned officers.
After de-classification, these files should be amalgamated in their respective “non-confidential”
Series.
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All Divisions/ Sections should also try to avoid opening of files under the head “miscellancous”.
Instead, efforts should be made to open the files under some specific head. It will help in retrieving
of information quickly on particular subject.

The information pertaining to the records which are more than 25 years old may be sent to the
National Archives of India periodically.

In case of files relating to the Commissions/ Committies/ Conferences/as specific in the Retention
Schedule, the originating section should keep all records connected with the Appointment)/
Constitution/ Agenda/ Minutes where as other sections may keep only these files which are
concerned with the follow up action to be taken by them for reference purposes.

Similarly, all sections/offices should ensure that 5 copies of all Printed Reports/Proceedings/
Printed Brochers etc. should be transferred to the Departmental Library for reference purposes as
indicated in the remarks column of the Retention Schedule.

To ensure proper implementation of the Retention Schedule, adequate attention should be paidto
the various provisions as laid down under para 95 of the Manual of Office Procedure which stress
on the need of preparing Monthly Progress Reports of Recording and Reviewing of files. Needless
to point out that, while exercise of preparing the Retention Schedule wili be unfruitful if the proper
recording is not attended to as required in the present Retention Schedule.

The proper implementation of the Retention Schedule depends on the establishment of a well
organised Departmental Record Room which is pre-requisit for record management programme of
any Department. It is, therefore, suggested that an organised record room should be set up in the
Department to attend to the various functions as specified in paras 82 and 84 of the Manual of
Office Procedure. The Record Room should also be placed under the charge of a trained
Departmental Record Officer as required under para 3 of the Archival policy Resolution.

A copy of the Study Report of the team of Officers of the National Archives of India, who
conducted the Study the observations made by them and the suggestion of the team are given in the
subsequent paragraphs.

Note. 1. All Administrative Sections and other Section dealing with establishment matters, house-keeping jobs, CRs ¢tc. will

follow the Record Retention Schedule in respect of records common to all Departments, which has been given in
Annexure [1I.

2. Sections other than the abave shall follow the Record Retention Schedule mentioned in Annexure IV.
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STUDY REPORT ON THE RETENTION SCHEDULE FOR RECORDS OF THE
SUBORDINATE OFFICES OF DG: AIR: NEW DELHI

18. The Retention Schedules for records peculiar to 11 undermentioned subordinate offices of the
Directorate General: All India Radio have been drawn up as required under para 6 of the Archival
Policy Resolution.

SL No. Office Annexure No.
I. External Services DHVISION . .vvvunerrencnraesinsssnasrroraasnroesanracssarnasns 5
I, News Services DIVISION oo vt vneirrnnnraesnensasnnaresrnssssarraansosssssnsss . b

I11. Monitoring Service, Aya Nagar, New Delhi ..ot 7
IV. Chief Engineer, N. Zone, Jam Nagar House, New Delhi ............oooiiiiivnne 8
V. Commercial Broadcasting Service, New Delhi ... ... 9
V1. Executive Engineer (Civil) Puspa Bhavan, New Dethi ..................... .

VII. High Power Transmitter, Kingsway Camp, Delhi ................. e 11

VIII. High Power Transmitter, Khampur, Delhi .............. P vieaes 12
IX. Transcription & Programme Exchange Services, New Delhi ............covvinvnen.n 13
X. Research & Development, LP. Estate ... ..oiiuiiiiiinrinrninrierinvrannnsonranns 14
X! All India Radio Station, New Delhi ... ittt iasriranrasrsan i5

XII. Staff Training Institute (Technical) New Delhi ...ttt i6

19. Every care has been taken to make the Retention Schedule as comprehensive as possinle, However,
if any subject head is found missing, the same may be added in the retention schedule and its
retention period may be accorded in consultation with National Archives of India. Similarly new
record series which come into existance in future, may also be added in this Retention Schedule at
proper sequence and retention period thereof be accorded in consultation with the National
Archives of India.

Note: Offices/Stations similar to the above wil! follow the same retention schedule as has been recommended for the above
office.

MODUS OPERANDI

20. With a view to determine appropriate retention period of each record groups, the study of records
was done in depth and suitable retention period has been accorded to each record series after
ascertained their Administrative, Financial, Legal, Social and Historical values. In this connection,
a large number of current/semi-current files and file registers of each subordinate offices were also
examined. Discussions with concerned officers of the each section of all the subordinate offices of
Directorate General All India Radio were also held for better appreciation of various subject heads.

21. Procedure in respect of recording, classification and reviewing of records as prescribed in the
Manual of Office Procedure (Diglot Edition) were kept in view while compiling the Retention
Schedule. Besides, the officers of the team utilised their experience they have gained in the field of
compilation of Retention Schedule of records of various Ministries/ Departments.
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OBSERVATIONS:

22.

23,

24,

25.

26.

27.

28.

It has been observed during the study that files in the subordinate offices have not been opened
under the Main Head, Sub Head as required under Chapter IX of Manual of Office Procedure.

Most of the sections are not maintaining file registers for the files opened in a year. Only a typed list
is kept in the sections which is contrary to the provisions made in para 70 of the Manual of Office

Procedure.

It has also been noticed that all the sections are not recording their files regularly even after the
action on the file is completed. As per para 80 of the Manual of Office Procedure a file should be
recorded as soon as action on it is completed.

Semi-current files which are more than 3 years old were also found lying in the various sections of
these subordinate offices. They are not sent regularly to Departmental Record Room and are
occupying costly working space in the offices.

Reference media in the form of indexes of records was also not noticed in any of these offices.

The practice of opening files under the head misc. is also prevalent in almost all the subordinate
offices of Directorate General, All India Radio, which will make retrieval of information very

difficult at a later stage.

The team also inspected Departmental Record Rooms of these subordinate offices of Directorate
General All India Radio. It was generally observed that the record rooms are not manned by full
time staff, with the result records are not maintained properly. Dust has aiso accumulated on the
files. In some of the offices the files were lying on the floor that too in a disorderly manner. In most
of the offices no fire fighting equipment have been noticed near the record room.

SUGGESTIONS:

29,

30.

3.

32.

33.

A proper filing system is pre-requisite of a sound record management. It is, therefore, advised that
subject classification/ functional filing, system based on the instructions laid down in Chapter 1X of
the Central Secretariat Manual of Office Procedure may be evolved and introduced all All India
Radio Stations/Offices.

Each section should maintain a file register of its own to have a record of files opened during a
calendar year. In this regard instructions contained in para 70 and Appendix | 7 of Manual of Office
Procedure may be consulted.

All semi-current files which are more than 3 years old should be transferred to the departmental
Record Room. Para 83(i} of Manual, clearly states that, recorded files will be serially arranged in
section concerned for not more than 3 calendar years. There after they will be transferred to the
Departmental Record Room.

Reference media in the form of indexes of *‘A’, ‘B’ and those of ‘C’ category files which are required
to be kept for 10 years, should be prepared in each section, which will help in retrieval of
information guickly,

As far as possible files should be opened under a sepcific main head, sub-head and not under a misc,
head.
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4.

3s.

Files should be recorded after action on the issues considered thereon has been completed. While
recording files paras 81 & 82 of the Manual shouid be consulted.

Each office should provide a suitable space to house their semi-current records. Records should be
kept on steel racks, duly arranged. For proper maintenance of records, full time trained staff should
be posted in the record rooms as required under para 3 of the Archival Policy Resolution. Fire
fighting equipment should be installed near the record room to avoid any possible damage by
accidental fire. Minimum requirements of the Record Room are given in Annexure 1for guidence.

(Authority: National Archives of India letter No.17-4-15 (5) 82-Rs dated 5.1.84 and Directorate’s No, A-[ 1019;4;83-Scor dt.

36.

20.3.84 and 13/19.6.84.)

As stated in para 19 above with regard to such record which is not covered by Annexures 5to [6a
reference is invited to DG, AIR, Memo. Nos. Weedge-1/58-Scor dated 18.5.59, 17(72)D2; 58,
dated 14.9.59 & 12.7.60, 3(1) A&G/59, dated 13.11.59 25(1)60-P6 dated 17.2.1960. 1-7-60, 6-8-60 &
7/17/65-Scor, dated 1-12-69 which contained the period & preservation for various records &
following guidelines for weeding out of old record, which may also be kept in view:

(I) The General Financial Ruies contain instructions regarding accounts records common to all
Government Offices vide Appendix 13 of GFRs. 1963. Appendix V-A of the Cabinet
Secretariat Manual of Office Procedure also contains similar instructions regarding records
prescribed in that Manual.

(2) The period of preservation indicated in the Annexures should be reckoned from the last date
of the latest official year covered by the record.

Note: The preservation period of a contract is to be reckoned from the last date of the official year in which it is marked for

destruction i.e., the preservation period is to be counted from the last date of the year in which it becomes known that no
action is to be taken in connection with the contract in question. In case a copy of recording has been supplied to the
PEU or to other Stations of AIR, then the destruction of the contract should be under intimation to them. The contracts
pertaining to recordings in the National Archives should, however, be preserved.

(Authority: DG AIR Memo No.27/2/71-P5 dated 23rd February, 1972).

(3) Records which pertain toaccounts should not be destroyed without getting the concurrence of
the Accountant General concerned, even if they had been already preserved for the prescribed
period.

(4) Records relating to audit objections should on ro account be destroyed if the objections is still
pending.

(3) InJanuary of every year the record-keeper will send to the Sections concerned the files marked
for destruction in that year. These will be examined by the Section Officers. Files which appear
still to be of use will be kept for a further period. The remaining files will be separated from the
file bundles and after being marked for destruction in the File Register shall be sent to the
Records Room for destruction. Full details of all records destroyed from time to time should
be kept in each Section.

{(6) ‘Accounts and General records should be preserved for the periods indicated in Annexure 17,
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37. Destruction of Old records

When a file is recorded, it should be stamped with a rubber stamp of the following description:

”

“To be destroyed in
and the year up to which it is to be preserved in accordance with the orders in this regard should be
entered therein under the initials of a responsible officer. Files which are of a purely ephemeral
nature should not be recorded but destroyed as soon as they are one year old. The records due for
destruction should be examined by the officers who disposed of the files concerned and they should
either mark them for destruction or for further retention either in whole or in part. These files
should be examined by the Assistant Station Director or Programme Executive. The list of files
should be put up to the Head of the Station/Office and his orders obtained. A certificate of
destruction shouid be recorded on the lists which should be preserved permanently for reference.
Care should be taken to see that files containing papers which are important or are likely to be
important in future are not destroyed, e.g. Paras containing discussions of important principles
and questions of policy.
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Annexure |
(See Paragraph 35)

MINIMUM REQUIREMENTS FOR A RECORD RCOMINCLUDING FIRE FIGHTING
ARRANGEMENTS

1. INTRODUCTORY

All Ministries and Departments of the Government are expected to have their own Record Rooms. But
at present only a few Ministries/ Departments have proper Record Rooms. In some cases even those
Ministries/ Departments who have their own buildings have their Record Rooms in ordinary office
rooms. Occasional Survey of conditions of maintenance and preservation of records in Government
Departments have shown that adequate measures which will ensure proper upkeep and longevity of
records are wanting.

1.1. The present note, therefore, discusses and lays down the basic requirements which are essential for
the health of the semi-current and non-current records which the Ministries/ Departments have to
preserve till their retirement to the National Archives.

1.2. The salient features described below do not take into consideration the broad guidelines which have
to be kept in view while planning new buildings for offices with adequately well equipped Record Rooms
for which a reference to “IS: 2663-1964 Code of practice for the Basic Elements in the Design of Building
for Archives™ will be helpful.

2. Record Room

2.1. A separate Record Room/stack area is a vital necessity for all Government Ministries and
Departments. A Record Room should as far as possible, be located cither on the ground floor of a
building or in the court-vatds in the interior they should be fitted with netal grills and wire neshnets. To
avoid splasing of rain water in the room rain shades should be provided at all these openings. Forreasons
of safety of records and security it is advisable to permit limited entry into such rooms.

2.2. The floor of a Record Room should be such as to permit easy movement of records carrying trolieys
etc. '

2.3. Where accommodation and design so permits, the stack area, the record reference and reception
portions should be separate.

3. Drainage

3.1. While selecting the location of the Record Room, it may be ensured that no water pipes or drainge
pass near, above, or under the Record Room building. Further, in order to prevant any inflow of water in
the stacks due to blockage of drains or accidental damage to water pipes in the building, its floor level
should be raised a few centimeters above the general level of the other floors of the building.

3.2. To allow free movement of trolleys. ramps should be provided near the entrance.
4. Air Conditioning
4.1, Storage of records in an air-conditioned atmosphere is conducive toits longevity. Air-conditioning

is, therefore, essential for Record Rooms. In existing buildings which do not have central air-
conditioning, use of package type air-conditioner or window type air-conditioner is recommended.
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4.2. For effective air-conditioning, ventilation should be so planned as to permit minimum leakage of
the conditioned atmosphere. While calculating conditioning load, bulk of shelving equipment, archive
material, the number of persons sitting in the Record Room, the bulk of records moving inand out, and
the lighting wattage should be taken into account.

4.3. Humidity and temperature in conditioned Record Rooms should be measured regularly. The
ambient conditions for storage of records are (i) temp. 22°-25°C and (ii) relative humidity 45%.

4.4. In order to maintain proper humidity control in the conditioned area, it is necessary that
permeation of dampness through the walls or floors does not take place. The floor should be laid water
proof and the walls should be given water proof oil paint coating.

4.5. While considering air-conditioning of the Record Rooms, it may be taken into account that the air-
conditioning plant has to be planned for clock-wise air-conditioning all the year round. Such running of
plant will often lead to occasional service break downs, and a provision for stand by plant may have to be
made. Otherwise such breakdowns are likely to create conditions which lead to accelerated damage to
records.

5. Non-Conditioned Area

5.1. Keeping in view economy in resources, in many cases, it may not be possible to get Record Rooms
air-conditioned. In such a case step should be taken to provide circulation of air in the storage room by
providing air-circulators, fans and exhaust fans to conteract the effect of high humidity and prevent
formation of pockets of stagnantair in the storage room. Use of chemicals, like silica gel or slaked lime in
enamelled or glazed earthen pots, help to reduce humidity in the room. Mechanical dehumidifiers are
now available and during rains their use will help check the deleterious influence of excessively humid
climate.

5.2. Temperature in Record Rooms can be kept within reasonable range by choosing such rooms, which
are in the interior or have a veranda around them, During summer, if the Record Room is fitted with air-
circulators, electric fans and exhaust fans for proper circulation of air, high temperature can be brought
down by installation of room coolers in windows. Care should be taken to see that direct sunlight does
not fall on the records. This can be achieved by fitting either ground glass panes or heat resistant glass
panes on the windows and by providing curtains,

6. Shelving

6.1. Shelvingin a Record Room should be functional, durable easy to clean, simple in design and which
offers maximum protection to the records. It should provide maximum safety from fire, dust etc. and
offer maximum facility and convenience for servicing.

6.2. Shelves should be fixed away from the walls on upright fixers and equi-distance throughout the
storage area. Distance between successive shelf rows may vary from 0.71 M to 1| M with a central
gangway of 1.5-2 M orinaccordance with the requirements laid down in “IS : 2663-1964 Code of practice
for the Basic Elements in the Design of Buildings for Archives” distance between successive rows of
shelves may depend on the dimensions of records files and the manner of keeping the record series on
them. A persval of Indian Standards Code referred to above will be helpful.
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6.3. If steel shelving is provided in the Record Room it should be painted rust proof. The paint sl_10uld be
stable and non-injuricus to documents. Steel shelves may preferably be slotted for vertical fr'ce
circulation of air. Where wooden shelves are provided the woed should be protected against termite
infestation. Sharp edges and corners in the shelves and support, which can result in physical damage to
documents, should be rounded off.

7. Storage

7 1. Collections in Record Rooms differ in bulk, size and shape and commonly consist of bound
volumes, loose sheets, files, manuscripts, maps, charts, plans & drawings. Shelving arrangement needed
for specific materials need designing according to the nature, shape and bulk of the material. While
designing these shelves it may be ensured that neither these nor the materials kept on them to, either the
walls, ceiling or the fioor. The distance from wall, ceiling and floor should be atieast six inches (15 cm.).

7.2. The records should be loosely packed on the shelves to enable free circulation of air and prevent
formation of pockets of high humidity. Unbound records may either be tied between 2 pieces of 5 ply
boards or kept in carton boxes for safety.

7.3. Use may be made of step ladders or platform type ladders and trolleys fixed with swivel castors for
movement and proper servicing of records.

7.4. For safeguarding the records against damage due to insect infestation, the Record Room should be
sprayde with insecticidal solutions beneath the shelves, behind the cabinets and also in corners etc. All
cracks in the floor and walls should be filled up to deny any hiding place to pests. Use of spray guns or
pressure guns or any other similar equipment can be made. However, only these chemicals should be
sprayed whose effect on the durability and permanency of paper and other record components has been
properly studied.

In a non-conditioned area, use of preservatives like naphthalene in the form of balls tied in meshed
cloth or bricks kept on shelves helps to keep the records safe from insects, The insecticidal formulations
like flit, shell-tox and other related insecticides are effective.

Much damage to record is usually done by rodents. Whereas it is desirable to prevent their entry into
the Record Room by using proper wire mesh at the outlet drains, a few rate traps should be kept handy
for eliminating their menance in case of their entry in the Record Room. Neither eatables nor smoking
nor naked flame should be allowed in the storage area.

7.5. At the first sign of rise in humidity in the Record Room preventive action should be initiated. Also
help of institutions like he National Archives, New Delhi, should invariably be sought when any insect
infestation or fungus growth is noticed or detected.

Inspite of dust proof buildings and air-conditioning, dust does find its way to the stored materials.
Regular dusting operation in the storage area with the help of a vacuum cleaner is, therefore, desirable to
remove dust from the stored material. The Record Room itself should also be kept absolutely clean.
Staff engaged in dusting should be provided with dust respirators. A cloth bag with surgical lining which
can be changed occasionally, works as a satisfactory respirator.
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8. Lighting

8.1. Good lighting with either natural or artificial light is necessary for every Record Room. Modern
lighting practice is to provide diffused lights or varying inrensity for different rooms. Lighting can be
improved by using paints that reflect light.

9. Fire Fighting Arrangements

9.1. To protect against any accidental fire, all electric wiring should be through conduits and the main
control switches of lights etc. installed in the storage area should be located outside the Record Room.
As far as possible the Record Room should be made fire resistant. In big Record Rooms the storage
space should be divided into separate fire resistant compartments and additional automatic dampers
should be installed in the centrally air-conditioned ducts to ensure the immediate closure and thereby
preventing the spread of fire to other compartments. It is advisable to provide emergency exists besides
the main entry door to the Record Room to remove valuable archival material to safety when necessary.
Every Record Room should be fitted with a fire detection alrarm system to detect any fire in the storage
area. Use of naked light, heaters and smoking in the room should be prohibited. Asa preventive measure
against accidental fires, all light and power circuits should be switched off after office hours. Watchand
Ward staff provided for this area may use torches if necessary. Use of temporary lights, loose and
ordinary flexible wire for fans, aircirculators and other electrical appliances for the repository should be
avoided and instead workshop braded and armoured flexible wire should be used. Electrical appliances
and fittings in the repository should be periodically checked for loose conrtections and defects rectified.

9.2. For combating fires, adequate equipment of carbon dioxide Co, type should be provided at
sbitable places in the building for easy accessibility. Besides, water pipes and hoses should be installed at
convenient points to fight any major conflagration.

9.3. All the equipment for either detecting of fire or combating of fire should be checked at regular
intervals to ensure their being in active operative state at all times. Simiiarly, staff connected with the
storage of records should be trained in fire fighting. A fire drill may be arranged at least one in two
months to keep the trained staff alert.

9.4. Instructions regarding preventon of fire and fire fighting in case of fire for the common man should
be prominently displayed in the Record Room. Likewise telephone number of the District Fire Service
for contact in emergency should be prominently displayed at a central place in the Record Room. 1t will
help seeking quick aid of the export fire fighting agencies whenever exigencies so demand.

10. Care & Vigilance

10.1. To sump up, good house keeping, creation of hygienic conditions proper breathing environment,
combined with constant staff vigilance alone facilitate the maintaining of records in healthy state and for
prolonging their life.

Note: For list of firms dealing in various equipment and materials for conservation, please see ANNEXURE-IL
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Annexure 11
(See Annexure 1—Note below Para 10-1)

LIST OF FIRMS DEALING IN VACUUM CLEANERS, FIRE FIGHTING
EQUIPMENT AND PRESERVATIVES ETC.

Spray Machine

. M/s America Spraying and Pressing Works (P) Ltd.,
Malad, Bombay-46.

2.  M/s Khandelwal Amarnath,
21/31;Shakii Nagar, Delht 7.

3.  M/s. Jardin Henderson Ltd.,
4, Clive Row, P.O.B. No. 73, Calcutta-1.

Yacuum Cleaner
1.  M/s. General Electric Co. of India Ltd.,
Counnaught House, Connaught Place, New Delhi-110001.
2. Mj/s. Rallis India Ltd.,
10,/ 90-B, Connaught Circus, New Delhi-110001].
3. M/s Gardeners Corporation,
P.B. No. 299, &, Doctors Lane, New Dethi.

4.  M/;s Hindustan General Electrical Corp Ltd.
5, Royal Exchange Place, Calcutta.

5. M/s. Spencer & Co. Ltd.,
19-A Alipere Road, Delhi-110054.

Fire-Fighting Equipment
1. M/s Minimax Ltd.,
Mercantile Building, Lall Bazar, Calcutta.

2. Mjs. Zenith Fire Service,
166, Dadabhai Naroji Road, Bombay-1.

3. Mj/s Koverji Devshi & Co. Pvt. Ltd.,
Arun Chambers, Tradeo Road Bombay.
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4.  M/s. Vijay Machinery Store.
Plot No.35 Chandival Village, Bombay-400072.

D. Napthalene
1. M/s Barare Coke Co. Ltd.
4 Clive Row, Calcutta,

2. M/s Bengal Chemical & Pharmaceutical Works Ltd.,
6, Ganesh Chander Avenue, Calcutta,

3. M/s Shalimar Tar Products Ltd.,
Mercantile Building, E-Block, Connaught Place, New Delhi-110001.

4. M/s Bird & Co.
74 Janpath, New Delhi-110001.

5.  M/s Bengal Tar Prqducts,
6/22 Roop Nagar, Delhi-6.

E. Insecticidal Solutions, ‘Flit’ ‘Shelltox’

Any local firm dealing in chemicals and general merchandise.

F. Dehumidifier
1. M/s Technical Referigeration Industries,
Mangra Bhawan, No.2, Dr. Annie Besant Road, Bombay

2. Mj/s C. Docotor & Co., 11, Bruce Street, Bombay-1 or Bank of Baroda Building, Gandhi
Road Ahmedabad-1.

G. For measuring Temperature and Humidity: Thermograph
i. M/s. Bestobell India Pvt, Ltd.,
21, Camac Street, Calcutta-16.

2. Mjs Sehgal Sons,
A-14/3, Asaf Ali Road, New Delhi.



-t ¥

9

() wrtver smdar Wy & PR BUT ErgwieT
(zraw 2vgm)

1. Ho ®ETF T, :
T-1413, AEE e AT, T2 e

2. ®o W TIT IMZET WeRH
T fedieT
308, @SF ATAX, THEZ-9

STy AT R



AIR MANUAL _
H. For Measuring Relative Humidity: HAIR Hygrometer (Dial Type)

I.  M/s Sehgal Sons,
A-14;3 Asaf Ali Road, New Delhi.

2. Mys Starch & Allied Products
Electronics Division, 308 Kharck Bazar, Bombay-9.
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Annexure I
(Please see Note 1 below Para 17)
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RECORD RETENTION SCHEDULE IN RESPECT OF RECORDS COMMON TO ALL

DEPARTMENTS

(To be followed by all Staff Sections of the Directorate & other Administrative Sections at

Stations)

Part T—Record relating to establishment and House-keeping work

A-ESTABLISHMENT

Description of record

Main head Sub-head Retention pericd Remarks
| 2 3 4
11, Creation and It. Continuance;abolition; I year Subject to particulars of sanctions
classification of revival of posts being noted in Establishmenty
posts Sanction Register
12, Conversion of 10 years Subject 10 particular of sanctions

temporary posts inta
permanent ones

13, Creation of posts 10 years
14, Revision of scales of Permanent in the case
pay of departments issuing

the orders and
departments concerned;
other departments

need keep only the
standing orders, weed-
ing out the superseded
ones as and when they
becorne obsolete,

15.  Upgrading of posts 10 years

being noted in Estabiishment!
Sanction Register

Subjct to particulars of sanctions
being noted in Establishment;
Sanction Register

Subject to particulars of sanctions
being noted in Establishment;
Sanction Register

Subiect 10 particulars of sanctions
being noted in Establishment;
Sanction Register
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13,

Recruitment (general
aspects) imcluding
provisions of the
Constitution

Appointment of
dependents of deceased
employees

Appoimtment of
honorary workers

Appointment of non-
Indians

Estimate (annual) of
vacancies
Employment priorities
and maintenance of

CToster.

UPSC (Exemption ltom
Consublation)
Reguiations

93

Permanent in the case
of department issuing
the orders and
instructions, other
departments need keep
only the standing
arders, weeding out
the superseded ones.
as.and when they
become obsoietc.

10 years Subject 1o the applicatian of the
candidate and an authenticated copy
of the order of appointment being

kept on the personal Nile

Subject to the hio-data, application
of the candidate and an
authenticated copy ol the order of
appointment being kept on the
personal file

10 years

10 years Subject to the appiication of the
candidate and an authenticated copy
of the arder of appointment being

kept on the personal Nle

| year

{a) 10 vears in
respect of Scheduled
Castes, Tribes

(b} 5 years in the ease
of others.

Permanent in the case

of depariments issuing

the orders and the
departments concerned;
other departments need
keep only the standing
orders, weeding out the
superseded ones as and
when they become obsolete.
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20.

2l

22.

23.

24,

25,

Framing of recruitment
ruies

Notification to and

release of vacancies

by

(i) Local employment
exchange

(i) D.G.E. & T.

Nomination of

candidates by local

employment exchange

and their selection

Recruitment through
employment exchange
(general aspects}

Recruitment through

Departement of Personal

and Administrative
Reforms

Recruitment by
ministries
Recruitment from open
market, including
advertisements and
inviting of
applications
Recruitment through
UPSC including
requisitions for
recruitment and
recommendations of
UPSC.

{f) Class I

(i} Class 11

{ffiy Class 11

{non gazetied)

Recruitment otherwise
than through UPSC

Permanent in the case of
departments issuing the
orders and the
departments concerned;
other departments need
keep only the standing
orders, weeding out the
superseded ones as and
when they become obsolete

10 years

10 ycars

Subject to the application of the
successful candidate and an
authenticated copy of the order of
appointment being kept on the
personal file

Subject ta the application of the
successful candidate and an
authenticated copy of the order of
appointment being kept on the
personal file
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27,

29.

it

3.

‘35,

Reservation in

SErVICEs :

{2} Schedule Castes’
Scheduled Tribes

{b) Others

Return regarding
appointment and

promotion made without
consultation with ‘UPSC

Selection Committees
for recruitment of
personnel:

(&) Constitution

{b) Proceedings

Relaxation of age;
educational
qualifications

Condonation of break
in service

Engagement of casual
labour

10 years

5 years

1 year

3 years; or | year after
reconstitution, which-
ever is later

Feriod of limitation or
3 years, whichever is
later

3 years

5 years

3 years; or | year
after completion of
audit, whichever is
later,

95

The Department of Personnel &
Administrative Reforms and
Commissioner for Scheduled
Castes and Scheduled Tribes as
authorities respensible for overall
pelicy and co-erdination in the
matter, may keep such record fer
appropriate ionger periods to be
prescribed by them in their
respective record retention
schedule

Subject to: (a) files not being
closed till after the presentation
of the Commission’s report to
Parliament; and (&) correspond-
ence regarding difference of
opinjon between the UPSC
and the administrative
department being dealt with
on the appropriate recruitment
file

Subject to a suitable entry
being made in the appropriate
service record (i.e. service book
ot service card} and an
authenticated copy of copy of
the order being placed on

Vol. I of service book/ personal
file

Subject to a suitable entry
being made in the appropriate
service record and an authenticated
copy of the order being kept in
VoLl of service book; personal
file
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[4. Scheduled Castes and
Scheduled Tribes

15. Retrenchment

13,

16.

Representation in
posts and servicas-—
policy and implement-
ation of safeguards

Reservation of
vacancies (including
grouping of posts, and
exclusion of posts
from reservation
orders)

De-reservation of
vacencies
Complaints from
associations regard-
ing non-observance of
of reservation in
service

Annual statement
regarding representa-
tion of Scheduled
Castes/ Scheduled
Tribes

General Principles

Class 1

Class 11

Class Il (non-gazetted)
Class II1

Class 1V

96

Permanent in the case

of departments issuing

the orders, instructions,

ete; other departments

need maintain only the

standing orders and

instructions, weeding

out the superseded ones

as and when they become

obsolete
The Depariment of Peronne and
Administrative Reforms and the

19 years Commissioner for Scheduled Castes
and Scheduled Tribes, as authorities
responsible for overall policy and
coordination in the matter, may
keep such record for appropriate
longer periods to be prescribed by
them in their respective record
retention schedules

5 years

i year

Permanent in the case

of departments issuing

the orders, instructions

etc; other departments

need keep only the

standing orders and instructions,
weeding out the superseded ones as
and when they become obsolete

3 years A copy of the order will be placed

on the personal file
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16, Verification/ re-
verification of
character and
anteccdents

17.  Medical examination

19, Personal files
(gazetted)

1.

Rules (general
aspects)

Class !

Class 11

Class 1l {Non-gazetted)
Class 11

Class TV

Rules {general
aspects)

Class |

Class [l

Class 1I (non-gazetted)
Class 11}

Class 1V

Secretaries/ Special
Secretaries/ Additional
Secretaries

Joint Secretaries

Permanent in the case of

departments issuing the
rules. orders and
instructions; other
departments nead keep
only the standing rules
ete,, weeding out the
superseded ones as and
when they become
obsolete.

1 year

Permanent in the case
of departments issuing
the rules, orders and
Instructions; other
departments need keep
only the standing rules
etc., weeding out the
superseded ones as and

when they become obsolete

| year

{a) Those eligibie for
retirement/ terminal
benefits: 3 years
after issue of final
pension/ gratuity
payment order

(b) Others: 3 years
after they have
ceased to be in
service

97

Subject to a suitable entry being
made in the appropriate service
record and the verification report
itself being kept in Vol.1l of
the service book/ personal file.

Subject to & suitable entry being
made in the appropriate service
record and report its¢lf being

placed in Vol.Il of service book/
personal file.

On the expiry of the specified
retention period, persenal files of
officials who have made significant
contribution in any field of activity
(e.g. administrative, scientific,
economic, social) and have won
national/ international recognition,
should be retired to the National
Archives



ATFTATAT foaw IF

98

13. o [Suatag

14, w7 oiag

15. AT AT

16. smafafa (vaw %)

e
me
Fres
e fE m
mﬁ wm mm* mm
Eipe  splETEETE

g

— ,ﬁ WW = =) |

A R IR HTR
SR EIRTHIR NS

- Bl mmmmm

e % ~S K R ]S8R

20. datE
fates
(srererata)



AIR MANUAL

20. Personal files (non-
gazretted

14,
15.

17
I8

‘Stenographers

Directors/ Deputy
Secretanes

Under Secretaries
Section Officers

Stenographers
(selection grade)

Stenographer {grade 1)

Correspondence regard-
ing rquisition,
transfer, return ete,

Research Asmistants/
Technical Assistants;
Statistical Assistants

Assistants

{grade 1D
[nvestigators
unc

Stenographers
(grade II[)
LDC

Staf( car drivers

Jamadars; daftries
Peons

Farashes

Sweepers

—rrerd

Correspondence regard-
ing requisition,
transfer etc.

i year

(a) Those eligible for retire-
ment/ terminal henefits:
3 years after issve of
final pension/ gratuity
payment order

{b} Others: 3 years after
they have ceased to be in
seTvice

1 year

98

On the expiry of the specified
retention period, personal files of
officials who have made significant
contribution in any field of

In any field of activity {e.g.}
administrative, sctentific, economic,
socialy and have won natienal/ inter-
national recognition, should be
retired 10 the National Archives.
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2.

Service records

12,
13.

History of services

Class 1
Class I

Change in name of a
government servant

Alteration in the
date of birth

Change in qualifi-
cation of goverament
servent

Civil list, grada-

tion/seniority list:

{a) in the case of
department prepar-
ing and bringing

out the compilation:

{b} in the case of
other departments,
(i.e. those supply-
ing information for
such compilation)

Verification of age
and educational
quatifications

Admission of previous
service not supported
by authenticated
service record, e.g.
through coilateral
evidence

99

{a) For departments preparing
and bringing out the
compilation: 3 years

(b) For other departments
(i.e. those supplying
material for inclusion
[ year after issue of
compilation

3 years Subject to a suitable entry being
made in the appropriate service
record and an authenticated copy of
the arder being kept in Vol. Il of
service book/ personal life.

3 years Subject to a suitable entry being
made in the appropriate service
record and an authenticated copy of
the order being placed in Vol. 11
of service book/ personat file.

3 years Subject 10 a suitable entry being
made in the appropriate service
record and an authenticated copy of
the order being placed in Vol. I
of service book/ personal file

3 vears

[ year after issue of relevant
compilation

1 year Subject 1o authenticated copies of
the relevant certificates being kept
in Vol 11 of service book/ personal
file

3 years; or | year after Subject to suitable entries being

completion of audit, whichever  made in the appropriate service

is later record and an authenticated copy of
the order being placed in Vol. Il
of service book/ personal file
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22. Postings and transfers

23, Seuniority

22.

23,

11

Namination retating
to family pension and
DCR gratuity

G.P. Fund nomination

General aspects

Class I

Class 11

Class Il {non-
gazetted)

Class I1
Class 1V

General principles

C.5.8. Rules

1 year

1 year

Permanent in the case of
departments issuing the
orders. instructions etc. other
departments need keep only
the standing orders and
instructions, weeding out the
the superseded ones as and
when they become obsolete.

{a} If involving change of
office/station: 3 vears

{b) In other cases:! year

Permanent in the case of
departments issuing the
orders, instruetions etc.:
other departments need keep
only the standing orders and
instructions, weeding out the
superseded ones as and when
they become ohsolete

100

Subjec to the nomination in original
or an authenticated copy thereof
{where original is kept with the
the audit), as the case may be,
being placed in Vol.II of the
service book/ personal file.

Subject to

{(a} the original nomination being
placed in Vol II of the service
book of class IV government
servants, and

{b} the nomination in original or an
authenticated copy thereof being
placed in Vol Il of the service
book/ personal file in the case of
other government servants.

Subject to a suitable entry being
made in the appropriate service

record and register of postings,

and an authenticated copy of the
order being placed in the personat
file.

Subject 1o a suitable entry being

made in the register of postings.
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24, Leave {other than
study leave and
casual leave)

11.

C.5.5.8. Rules
C.8.C.5, Rules

Indian Statistical
Service Rules

Indian Economic
Service Rules

War Service Rules
(lien & senioTity)

Established organised
Services

Political sufferers

Representations

Rules {general
aspects)

Class 1

Class 11

Class 1l {hon-
Class 111
Class IV

Leave raster

161

{a) Rules: Permanent in the
case of departments issu-
ing the rules, orders etc.:

other departments need
keep only the standing
orders and instructions
ete., weeding out the

superseded ones as and
when they become obsolete.
(b} Fixation of seniority in
individual cases:
1& years.

S years If the representation results in
the original seniority being
revised, an authenticated copy of
the relevant order, decision will be
kept in Vol. 1} of service book/
personal lile

Permanent in the case of
departments issuing the rules,
orders and instructions; other
departments need keep only
the standing rules,

weeding out the superseded
ones as and when they become
obsolete

3 years Subject to suitable entries being
made in the appropriate service
record and leave account.

To be destroyed at the end of
the year
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25. Casual leave (includ-

ing special leave)

26. Pay/speciat pay

27,

Allowances

Rules

Class 1
Ciass 11

Class 11 (non-
gazetted)

Class NI

Class IV

Rules {(general
aspects)

War service
(rules)

Political sufferers *

{rules}

Class |
Class I1

Class 11 {non-
gazetted)

Class I1I
Class 1V

Rules {general
aspects)

Children's education
allowance {CEA) rules

{general aspects)

Permancnt in the case of
departments issuing the rules,
orders and instructions;

other departments need keep
anly the standing rules, weed-
ing out the superseded ones
as and when they become
obsolete

{a) Casual leave: To be
destroyed at the end of
the year

(b) Special casual leave;
I year

Permanent in the case of
departments issuing the rules,
orders and instructions; other
departments need keep only
the standing rules and orders,
weeding out the superseded
ones as and when they become
obsolete

3 years; or | year after
completion of audit, which-
ever is later

Permanent in the case of
departments administering the

rules, orders and instructions;
other departments nced keep
only the standing rules etc.,
weeding out the superseded
ones as and when they become
obsolete
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Subject to suitable entries being
made in the appropriate service
recotd and pay bill registerand an
authenticated copy of the order,
where issued, being placed in the

personal file
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1. Claims regarding CEA
14 DAHRA. & CCA.
13. Deputation (duty)

allowance
16 Overtime allowance 3 years; or 1 vear &fter
I7. TraveHing allowance completion of audit, which-
18. Washing allowance tver is later

19,  Educational concess-
ions for children of
political sufferers

20 Air travel by non- I year
entitled personne|
28. Confidential/assess- IT.  Rulss (general Permanent in the case of
ment report aspects) departments issuing the rules

etc., other departments need
keep only the standing rules,
weeding out the superseded
ones as and when they become
obsolete

12. Recording of confi-
dential reports in
respect of class T
officers

13. Recording of confi-
dential reports in
respect of class 1]
officers

14, Recording of confi-
dential reports in respect 1 year
{ of class Il non-
gazetted) stafl

15. Recording of confi-
dential reports in respect
of class HI staif

16. Recording of confi-
dential reports in respect
of class 1V staff

17.  Communication of
adverse entries 3 years

18, Representation for 5 years
expunction of adverse
entries
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29. Increament

30. Quasi-pcrmanency

11.

12.

13

14,

Rules (general
aspects)

Efftciency bar

Withholding ol
increments

Representations and

‘petitions

Rules (general
aspects)

Central Civil Services
{Temporary Service)
Rules 1965 (general
aspects)

Permanent in the case of
departments issuing the rules
ete.; other departments need
keep only the superseded ones
as and when they become
obsolete

| year

10 years; or 3 ygars after

the final disposal of appeal |
or final judgement under the
normal course of law,
whichever is later.

3 years

Permanent in the case of
depariments issuing the rules,
orders and instructions; other

departments nesd keep only
the standing rules, etc.,
weeding out the superseded
ones as and when they become
obsalete

104

Subject to:

(a) files not being closed till
after the final review,

{b) a suitable entry being made in
the appropriate service record
and pay bill register; and

(c) a copy of the order being
placed in Yol. 1] of the service
book/ personal file

Subject to an authenticated copy of

the order being placed on the
personal file and a suitable entry
being made in the appropriate
service record.

If the representation result in the
original order being revised, an
authen ticated copy of the relevant
order/ decision wili be kept in the
personal file and suitable entries
made in the appropriate service
record.
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31. Probation/confirm-
ation

Issue of quasi-
permanency declaration
to class [ officers

Issue of quasi-
permanency declara-
tions to class Il
officers

[ssve of quasi-
permanency declara-
tions to class 11
{non-gazetted) staffl

Issue of quasi-
permanency declar-
ations to class N1
staff

Issue of quasi-
permanency declac-
ations to class IV
staff

Representations

Progress reports

General principles
{Probation)

Rules (Confirmation}

Confirmation; extension
of probation of class

I officers
Confirmation/extension
of probation of class

1l officers

Confirmation of class
1I (non-gazetted)staff

Confirmation of class
HI staff

105

3 years Subject to a suitable entry being
made in the appropriate service
record and an authenticated copy
being placed in the personal file

Subject to a suitable entry being
made in the appropriate service

3 vears record and an authenticated copy of

the order being placed in Vol. H
of service book/ personal file

5 years if the representation results in
the original orders being revised,
an authenticated copy of the
relevant order/decision will be
kept in the personal file and suit-
able entries made in the appro-
priate service record

I year or till the report for
the following vear has been
sent out, whichever is later

Permanent in the case of
departments issuing the orders,

instructions; other depart-
ments need keep only the
standing orders and instruct-
ions etc., weeding out the
superseded ones as and when
they become obsolete

Subject to suitable entries being
made in the appropriate service
10 years

file

record and an authenticated copy of
the order being kept in the personal
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32, Promotion/ reversion

33. Training/scholarships/ LI.

fellowships in
India abroad

17, Confirmation of class
Y staff

I8. Confirmation in ex-
cadre posts

19. Representations and
petitions

{1, General principles

5 years

Permanent in the case of

106

if the representation results in the
original orders being revised, an
authenticated copy of the relevant
arder/decision will be kept in the
personal file and suitable eatries
made in the appropriate service
record.

12.  Departmental promotion

department issuing the orders,
instructions etc.; other
departments need keep only the
standing orders, weeding out
the superseded ones as and
when they become obsolete

(a} Constitution: 3 years;

Subject to a suitable entry being
made in the appropriate service
recard and an authenticated copy of
the order being placed in the '
personal file.

1f the representation results 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 the approprdite service

record

1 yzar after the period

committee or | year after the D.P.C.
has been reconstituted,
whichever is later

(b) Proceedings: 1(} vears
13. Class |
14, Class 11
15, Class lI (non- 1@ years
gazetted}
16. Class Il
17. Class IV
18. Representations and § years
petitions
Diploma course in {a) cases involving both
public administration direct expenditure of validity of both
in the Indian from public funds

Institute of Public
Administration

Executive training of
officers in the states

and execution of
bond/agreement

by the trainees;

agreement or comple-
tion of awdit, which-
ever is later

Departments organising
training programmes
and responsible for
overall policy and
co-ordination in

the matter
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I3.

20.

21.

Refresher course (b}
at the National

Academy of Adminis-
tration at

Mussoorie

Training in

Accountancy

Training of assistants  (c)
(direct recryits)

at the Institute

of Secretariat

Training and

Management

Training in Hind

English stenography
Training in Hind/ (d)
English typswriting

Training of LDCs
{direct recruits)
at the Institute of
Secretariat
Training and
Management
Training of
officers at the
Administrative Staff
College at
Hyderabad
Training for
stenographers
(direct recruits)
at the Institute

of Secretariat
Training and
Management
Training in
O&M/ work study
Training abroad

cases involving
expenditure from
public funds

but not
execution of
bond/agresment;

Cases not involving
direct expenditure
(e.g. training

in the typewriting
conducted by
Institute of
Secretariat Training

and Management);

reports submitted
by trainees etc.
after completion
of training/ study

3 years; or | year
after completion
of audit,
whichever is later

1 year

5 vears
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{2.g. Department of
personnel and
Administrative Reforms
and Department of
Economic Affairs)
may keep such
record for
appropriate periods
to be prescribed

by them in their
record Tetention
schedules.
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34. Departmental
examination

35, Deputations and
delcgations

13

Framing of rules

Holding of examination

Results—declaration of

Representations and
petitions

Raules regadaring
deputation, including
deputation on foreign
service in India and
abroad.

Permanent for departments
issuing the rules and depart-
ments concerned. other depart-
ments need keep only the
standing rules, weeding out

the superseded ones as and
when they become obsolete

3 years
§ years for departments

conducting such tests; | year
for other departments.

5 years

Permanent in the case of
departments issuing the rules,
orders and instructions; other
departments need keep only
standing rules, etc., weeding
out the superseded ones as

and when they become obsolete

108

Subiject 1o a suitable entry being
made in the appropriate service
record and an authenticated copy/
extract being kept in Vol.Il of

service book/ personal file

If the representation results in the
original orders being revised, an
authenticated copy of the relevant
order/ decision will be kept in Vol.
11 of the service book/ personal file
and suitable entries made in the
appropriate service record
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12.

Delegation in India/
abroad

Deputation of ALS,
officers
Deputation of C.8.5,
officers

Deputation of C.5.5.5
officers

Deputation of C.5.C.8.

officers

Organised services

3 years; or 1 year after
corapletion of audit and
settlement of all audit

‘objections, whichever is later

3 years plus the period of
deputation

109

Subject to particulars being

noted in the register prescribed
for the purpose. Before weeding
out fiks, reports should be removed
and kept in the departmental record
room for five years. On the expiry
of this period, the reports shouid

be reviewed and, if necessary,
weeded out in consultation

with the National Archives.

Subject to a suitable entry

" being made in the appropriate

service record and an authenti-

cated copy of the order being
placed on the

personal file
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36. Delegation of powers

7

Honorarium/ awards

Rules (general
aspects)

F.R. & S.R.

Delegation of
Financial Powers
Rules, 1958

Civil Service

Regulations

Grant of ex-gfficio
status

Rules {general
aspects)

Class |
Class I

Class 11 (non-
gazetted)

Ciass Il
Class 1V

Permanent it the case

of departments issuing the
rules, orders and instructions;
other departments need keep
only the standing rules etc.,
weeding out the superseded
ones as and when they become
obsolete

Permanent in the case of
departments issuing the orders
and the departments concerned;
other departments need keep
only the standing orders,
weeding out the superseded
ones as and when they become
obsotete

Permanent in the case depart-
ments issuing the rules,

order and instructions;

other departments need keep
onty the standing rules,

elc., weeding out the
superseded ones as and when
they become obsolete

3 years; or | year after
completion of audit,
whichever is later

110
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38,

38,

Pension/ retirement

Resignation

135,
16,

Rules and orders
{general aspects)

Class L

Class 11

Class 11 (non-
gazetied)

Class III

Class 1V

Rules and orders
(general aspects)

Class 1

Class II

Class II (non-
gazetted)

Class 11l
Class IV

Permanent in the case of
departments issuing the rules,
orders and instructions; other
departments need keep only the
standing rules and orders,
weeding out the superseded
ones as and when they become
obsolete

{a) Pre-vernfication 3 years.
of pension cases

{b} Invahd pension Till the youn-
gest sonf

(c) Family pension daughter attains
majority or

{d) Other pension 5 years
whichever is

later.
{e) Gratuity 5 years
{f) Commutation 15 years

of pension.

Permanent in the case of
departments issuing the rules,
orders etc.; other departments
need keep only the standing
rules and orders, weeding out
the superseded ones as and
when they become obsolete

It

1 year

A copy of the communication accept-
ing the resignation may be placed
on the personal file.
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4. Extension of service

41. Re-employment

43. Normination of

employees

12,
(3,
14,

15.
[6,

f2.
13.
id,

15.
16.

Rules and orders
(general aspects)

Class 1
Class Il

Class H (non-
gazetted)

Class III
Class [V

Rules and orders
(general aspects)

Class 1
Class 11

Class I! {non-
gazetted)

Class 1
Class IV

General aspects

Census operations

Permanent in the case of
departments issuing the rules,
order etc; other departments
need keep only the standing
rules, orders and instructions
etc. weeding out the
superseded ones as and when
they become obsolete

I year after retirement

Permanent in the case of
departments issuing the rules,
orders etc.; other departments
need keep only the standing
orders and instructions ete.,
weeding out the superseded
ones as and when they become
obsolete

| year after the government

servant ceases 1o be in
government service

Permanent in the case of
departments issuing the
orders, instructions, etc.,
other departments need keep
only the standing orders and
instructions, weeding out the
the superseded ones as and
When they become obsolete

1 year

1712

Subject to a copy of the order
being placed on the personal file

A copy of the order may be placed
on the personal file
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44. Forwarding of
applications

45, Study leave

13.

14,

1L

Committecs, working
groups, etc.

Election work
Invigilation

General aspects

For allotment of motor
cars, motor-cycles,
scooters ete.

For examination

For posts

Rules (general aspects)

Class [
Class II

Class II (non-
gazetted)

Class III
Class IV

113

Appropriate retention period

to be prescribed by depart-

ments concermed

1 year

{(a) Departments organising
examinations and appointing
invigilators: 3 years; or
or 1 year after completion
of audit, whichever is
later.

(b) Other departments:
| year.

Permanent for departments
issuing the orders

instructions etc; other
departments need keep only

the standing orders, weeding
out the superseded ones as

and when they hecome obsolcte.

1 year

1 year
| year

Permanent in the case of
departments issuing the rules,
etc; other departments need
keep only the standing rules,
weeding out the superseded
ones as and when they become
ohsolete

1 year after the expiry of
the bond/agreement executed
by the government servant

Subject to suitable entrics being
made in the appropriate service

record and leave account and an
authenticated copy being kept in
the personal file
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46.

47.

No ohjection certifi-
cate {for registration
with Employment Ex-
change Organisation)

Review for determining
suitability of
employees for con-
tinuance in service

I

2.

Il

3.
14
[5.
té,

General aspects.

Issue

General aspects

Class I

Class 11
Class 11 (non-gazetted)
Class 11§
Class 1V

14

Permanent in the case of
departments issuing the orders
instructions, etc; other
departments need keep only the
standing orders, weeding out
the superseded ones, as and
when they become obsolete

| vear Subject to an authenticated capy
being kept in the personal fiic

Permanent in the case of
departments issuing the
orders, insiructions etc.;
other departments need keep
only the standing orders.
weeding out the superseded
ones, as and when they become
obsaolete
(a) If it results in 3 years
pre-mature retirement Subject ta a copy of the relevant
orders/ decision being kept in the

rsonal file
(b} If it results in continued pe !

retention | year

in service
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Records Other Than Files

115

51 Description of record Retentien period Remark
No.
1 2 3 4
I Establishment/Sanction Register Permanent Where, for any reason, the
register is re-wrilten, the
old volume will be kept
2. Roster for Scheduled 1G years for 3 years
Castes and Schedule :
Tribes
A Register of oath/ } years Subject to suitable entries having
affirmation of allig- been made in the appropriate service
iance ta the record of the officials concerned
Constitution
4. Service book of:
{a} officials entitled 3 years after issue of final
to retirement; pension/ gratuity payment order
terminal benefits
{b) other employees 3 years after they have ceased
to be in service
5. Answer books of I year from the date of
departmental exarmi- declaration of results
nations/tests
6. Leave account of:
(a) officials entitled 3 vears after issue of final
to retirement; terminal pension/ gratuity payment of
benefits order
{b} other employees 3 years after they have ceased
to be in service
7. Casual leave account To be destroyed at the end of
the year
g, Special casual leave | year
register
q. Register of delegation 10 years

to International
Organisations
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Part Il—Records (other than those relating to establishment and house-keeping work) common to
all departments

Sl Description of record Retention Period Remarks
No.

L. 2. 3 4.

1. Creation/abaolition of Permanent
offices

2. Reorganisation and re-distribution

of functions:

{a) inter-departmental Permanent in the case of depart-
ments issting orders and the
departments concerned; other depart-
ments need keep only the standing
orders, weeding out the superseded
ones as and when they become obsolete,

{b) intra-departmental 3 years; or till they are superseded
whichever is fater

Biils, acts and ordinances Permanent

4. Rules, regulations, codes, manuals,

executive procedural instructions

{including amendments and

interpretations):

{a) statutory Permanent in the case of depart-
ments issuing the rules, regulations
etc.; other departments need keep
only the standing rules etc;
weeding out the superseded ones
as and when they become obsolete

{b) non-statutory S‘years or till they are superseded  Subject to standing note on the
{whichever is later) in the case of  subject being maintained
departments issuing the rules,
regulations etc.; other depart-
ments need keep only the standing
rules etc. weeding out the super-
seded ones as and when they become
obsolete

5. Notices under Section 80 of I year If such a notice is followed up by a
Civil Procedure Code. civil suit, it would become
arbitration/ litigation case and
would therefore, need to be retained
for 3 vears
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6.

Money order receipts and acknow- 3 years; or | year after completion
ledgements of audit, and settlement of audit
' objections, whichever is later

7. Circulars regarding holidays and To be weeded out at the end of the
closure of office year
8. Attendance register 1 year

117
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ANNEXURE IV

Record Retention Schedule for various sections of the DTE. (other than staff section)
including P & D unit & CCW

PROGRAMME I SECTION

B

118

D.G.A. L.R.
(Please see Note 2 below Para 17)
Si. Subject Period Period Remarks
No. recommended recommended
by the A.Ll.R. by N.A.L
New Delhi
1 2 4 5
I. Festivals/ Anniversaries/ Jubilees B/C-5 B. Keep/C-5 Files containing Policy matter
centenaries Publicity & National may be marked B. Keep
Regional Programme of Music/
Religicus Ceremonies etc.
2. OB (Off Broadcast) & coverage of B. Keep/C-3 Files containing reports may
International Conference ete. be marked B. Keep
3. Observation of National/International C-3 When it becomes a policy matter
Days-Directives from Ministry of Infor- it may be marked B. Keep
mation & Broadcasting '
4. Langueges Programme B/C-5 B. Keep/C-5 Files containing policy cases
may be marked B. Keep
3. Book Reviews C-5
6. Legal announcements Directives from C-3
D.C. AIR to different stations relating to-
7. Visit of Minister of Information & Broad- C-3
casting/ Member Secretary of Information
& Broadcasting/ Secretary to AIR Station-
Report.
8. Talk schedule & Fee charges for Taiker/ B. Keep/C-5 Files containing policy cases
Kavi-Samellen/ Mushaira etc, may be marked B. Keep
9. VIP visit to & from India C-3 Files containing reports may be
marked B. Keep
10. Weather Bulletin of expedition etc. C-5
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i1

12,

13.

18,

19

20.

Agreement with News Agencies/Spot light
in respect of News & Current Affairs/
Sansad Sameeksha/Parliament Review
elc.

Complaints/ Suggestions/ Request from
MP's/ Ministers/ Listeners etc. in respect
of AIR Programme

Committees/ Meetings eic.

Consultative Committee Constitution;
Reconstitution/ Agenda/ Minutes/ Policy
decisions Follow up action on
recommendation

Election Publicity/Political Broadcasting
of leaders of varicus Indian Political
Parties

National Programme/ Talk Discussions/
Memorial Lectures on Sardar Patel/
Dr. Rajendra Prasad etc.

i} Talk scripts

ii} Other Gencral Matters

i) Dialects Policy on Regional Languages

Anti-Govt., Propaganda on the treatment
of Minorities in india—Important
Programme Broadcasting by AIR
regarding rights of Minorities and
Communal Harmony

Miscellaneous Matters

News matters/ Cencerning particular
Zones/ Announcement of Posts of various
organisations/ Others

Precedent Register/ Section Note Book/
Reference Book

Programme Review Meetings

B. Keep

C-3

B. Keep

B. Keep/C-5

B. Keep
C-5

B. Keep
B. Keep

B. Keep

B. Keep

119

Precedent cases B, Keep.

Files containing policy cases
may be marked B. Keep
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PROGRAMME—II

D.G., A.LLR.

120

Sl. Subject

Period

_ Period

No. recommended recommended
by the A.LR. by N.A L
New Delhi

Remarks

| 2

3

1. Committees/ Conferences; Meetings etc.
Zonal Audition Committee/Screening
Committee
i} Constitution/ Agenda/ Minutes/ Policy

decisions, Follow up action on
recommendations
i1} Screening report of film/ Non film sonrgs

2. Policy matters relating to
a) Classical Music/ Light Music/ Film
Music/ Devotional Music/ Folk & Tribat
Music/ Western Music/ National
Programme of Music & National
Anthem/ Booking of Indian/Foreign/
Casual Artists ete.

3. Agreement with film producers/South
indian Film Chamber of Commerce;
Eastern Indian Motion Picture Association/
Messors Phonographic Performance
Private and Gramophone Company for
the broadcast of Commercial Film/Non-
film records & payment of royalty to them
i) Policy/ Agreement

4, Radio Artists

a} Audition/ grading & grant of exemption
to Indian/Foreign; Casual Artists etc.

b) Concerts Booking of Hatlls/ Grant of
Air passage to Casual Artists for
participation in concerts etc. Coverage
of the programme

€) Music composer audition/ Grading etc.

d) Instructions reg. payment of fee &
TA/DA to Casual music artists.

B. Keep

C-5

B. Keep/C-5

B. Keep/(C-5

B. Keep/ (-5

C-5

C-5
C-10

Files containing policy cases
may be marked B. Keep

Files containing policy cases
may be marked B. Keep

Palicy files may be marked
B. Keep
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5.

Music Audition Board
a) Constitution/ Reconstitution

b} Foliow up action on recommendation
of Music Audition Board
¢) Payment of Consultation fees etc.

Setting up of choral music group/ Light

Music Unit & Vadya Varida etc. Production

of items & their Public concerts.

Music competition-matters relating to
appointment of Judges, award of prizes etc.

Recording old master recording their
Commercial release and preservation in
Archives

Anniversairies of Musicigns

Annual Radio Sangeet Sammelan-
booking of Artists & matters relating to

. Purchase of musical insiruments &

Gramophone records etc.

Complaints/Suggestions from listners/
MP's{ VIP's; PM Office etc.

Foreign Collaboration

Booking of foreign Artists.

a) Payment of royalty

b} Guidelines in connection with payment
of royalty

B. Keep/(C-5

C-10

C-5

C-5

C-3

B. Keep

C-5
B. Keep/C-5

C-5

C-3

B. Keep

B. Keep

121

Files containing policy
cases may be marked
B. Keep

Files containing policy cases
may be marked B. Keep

Precedent cases B, Keep
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PROGRAMME—III
D.G. A.LR.
5L Subject Period Period Remarks
No. recommended recommended
by the A.LR. by N.AL
New Delhi
1 2 4 5
1. Development & Programme Planning B. Keep/C-5 Files containing policy cases
for new stations may be marked B. Keep
2. Fixed point chart & matters concerning C-5
transmission timings at stations
3. Plan Schemes
a) Formulation of Software B. Keep.
Plan Schemes
b) Budget & Progress Report of schemes C-3
under Non-Lapsable Fund
¢) Software Plan Schemes under sixth C-1¢
five years plan
d)} Progress report in respect of payment C-5
for professional and special services
4. Zoning of stations C-5/B. Kecp. Files containing policy decision
' may be marked B. Keep.
5. a) Composition of programme of AIR- B. Keep
16 Stations
b) Statement for AIR~10 C-1
6. Akashvani Annual Awards
a) Panel of Judges/Results etc. B. Keep.
7.  Committees/ Conferences-Sports
Advisory Committee/Screening
Committee
i) Constitution/ Agenda/ Minutes/ Follow B. Keep.
up action
8. Zonal Co-ordination B. Keep/C-5 In case of routine cases this may

be marked C-5
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PROGRAMME—I1V
D.G. ALR.
Sl. Subject Period Remarks
No, recommended recommended
by the A.L.R. by N.AL
I 2 4 5
1. Commercial Broadcast Service
Commercial Advertising Agencies
i) Grant of Registered/ Recognised & B. Keep/C-5 Files containing policy cases
Accredition Status to company Agencies may be marked B. Keep
i) Statistics on Commercial Broadcast C-5
service
2. Sponsered Programme & Sports c3
Advertisement Complaints etc.
Y. Sales Promotion-Guidelines from DG. C-3
AIR to different stations in respect of
Commercial Broadcasts
4. Gramophone Company-Agreement with- B. Keep
for purchase of Gramophone record ete.
5. Vividh Bharti B. Keep/C-5 File containing policy cases
may be marked B. Keep
6. International Relations:
i) Subscription to Asia Pacific C-3
Broadcasting Union
iiy UNESCO-Commonwealth C-3
Programme
iii) Visit & Cultural Exchanges Programme B. Keer
Agreements/ Protocols etc.
iv) Non-Aligned Countries Programme C--
v¥) International Conference in which B. - :ep
AlR represented
7. External Service Division relating B. Keep/C-5 Files containing policy cases
to Programme. may be marked B. Keep
8. Sound effects-Standardisation of C-5
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AIR MANUAL
PROGRAMME—V
D.G. A.LR.

5. Subject Period Period Remarks
No. Recommended recommended

by the ALR. by N.AL

New Delhi
b 2 3 4 5

10.

. Committee/ Conference/Meeting ete.

Programme Advisory Committee/ Expert

Committee/ Consultative Committee/

Corrdination Committee/ Chanda

Committee/ Verghese Committee/ Station

Director’s Conference/ Zonal Dirvector’s

Conference/ International Conference in

which AIR represented '

Constitution/ Reconstitution Agenda/ B. Keep
Meetings/ Minutes/ Policy decisions/

Follow up action on recommendation.

Publicity of A.L.R. Programme in India/ B. Keep
Abroad

Press Comments-Compilation & Action C-3
Circulars-Tmportant Circulars, Routine B. Keep/C-1
circulars

National Programmes

National Symposium of Poets/ National B. Keep/C-10
Integration

Counter Propaganda/Border C-5
Programme Journals in different Regional B. Keep/C-5
Languages—Collection of material-for

Publication

Intelligence Report from different AIR B. Keep
Station to D.G. A LR.

Complaints/ Suggestions against AIR C-3

Station from listeners/; MP's/ VIP's/ PM
Office & others

Copyright
a) Copyright cases B. Keep B. Keep -
b} Permission to Publish broadcast C-5 C-5

talk in book form

In originating Body

Files containing policy cases
may be marked B. Keep

Files containing policy cases
may be marked B. Keep

Precedent cases B. Keep.
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¢) Supply of scripts on requisition at C-5
home and abroad

d) Pubtications of AIR Broadcasts C-2
including music in booklet form by the
Publications Division .

€) Programme highlights in periodicals
and journals

11. Supply of information to Directories, -3
Year Book etc

12. Fortnightly/ Monthly Summary for the
Cabinet

C-3

B. Keep

After the Publication
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AIR MANUAL
PROGRAMME—VI
D.G. A.LR.
Sl. Subject Period Remarks
No. recommended recommended
by the A.LR. by N.AL
| 2 4 5
1.  Programme
Rural Programme; Woman's Programmes/ B. Keep/C-10 Files containing policy cases
Industrial Worker’s Programme/Youth may be marked B. Keep.
Programme/ Yuv Vani Programme
National Programme of Feature, Drama,
Play (general)/ National Programme of
plays & Troops Programme etc.
1) Schedule C-3
2. Pubiicity/ Compaings/ Special Audiance B. Keep/C-5 Files containing policy cases
Programme {or School/ Universities/ 20 may be marked B. Keep.
Point Programme etc.
3.  Educational Broadcasts
Schooi Broadcasts! Printing of Charts & B. Keep/C-5 Files containing policy cases
Pamphlets for School/ Family Weifare may be marked B. Keep -
Broadcast; Farms & Home Broadcasts:
Science Broadcasts etc.
4. Radio Rural Forum B. Keep;C-5 Files containing policy cases
may be marked B. Keep
5. Market Rates for various essential C-3
Commuodities for Broadcast by AIR
6. Industrial Workers
i) Consultative Panel (Statewise) C-3
ii) Minutes of the meeting of Industrial B. Keep
Workers (Official & non-Official
selected by D.G. AIR
iii} Instructions/ Guidelines to Different C-10

Station by DG AIR relating to
Endustrial Workers
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AUDIENCE RESEARCH UNIT, D.G. A.LR.
Sl. Subject Period Period Remarks
No. recommended recommended
by the A.LR. by N.AL
New Delhi
1 2 4 5
1. Research Survey
Listener Rescarch Survey/Listener
Research etc.
a) Survey report for all stations/ Zonal B. Keep
ALR,
b) Scrutiny/Result & action on Audiance C-5
Research Reports.
2. a) Proposal for Survey from C-3
various AIR Stations.
b} Planning coordination & Technical C-5
Guidance.
c) Important Suggestions/ Instructions/ C-5
Guidelines by D.G. A LR, to different
stations reg. field Survey.
3. A.LR. 26 Returns
Monthly staterent/ Registers etc. C-3 After entry is being made in the
relevant registers
4. Fixation of collection charges to be paid C-5 After final decision taken in the
by A.LR. to P & T Deptt. in accounts of matter
collection of Broadcasting License Fees-
Proposal for increase of collection
percentage
5. Statement of listeners letters received from C-5
Indian/ Foreign/External Service
Division etc. in respect of various
Programmes of A.LR,
6. a) Statistics reg. rural & Urban Listeners B. Keep
etc.
b) Statistical Data on Radio & TV- B. Keep
information to be supplied to UNESCO
¢) Important fact at a glance B. Keep
d) Proposal for abolition of license fee on C-5

all Radio sets-comments by DG. A.LR.
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ENGINEERING I SECTION
Sl Subject Period Remarks
No. recommended recommended
by N.AL
1 2 4 5
1.  Agreements with various Departments
A) 1) Lease agreement for hiring B. Keep
accomodation for Official Purposes
ii) Additions/ Alterations & C-3 Or ! year after completion of
Maintenance of AIR Station audit whichever is later
1ii) Arbitration/ Litigation casecs C-3 After final decision/ Judgement
relating to the lease agreement under normal course of Law
B) i) Agreements with P&T and Electricity B. Keep
Board etc.
ii} Non-Exchange lines-Provision of C-t0
iii) Telephone line at AIR Station C-3 Or | year after completion of
installation/ Replacement/ Repairs awdit whichever is later
& maintenance Extention/ Teiex
facilities ete.
2. Community Radio Receivers
Supply of various states under the Subsidy B. Keep/C-5 Files containing policy scheme
schemes etc. may be marked B. Keep
3. Supply of Radio Sets to Officers for B. Keep/C-5 Files containing policy scheme
monitoring Purposes may be marked B. Keep
4, Conference of All Heads of A.LR, Stations B. Keep/ C-10 Files containing policy scheme
’ may be marked B. Keep
5. Electrical Accidents at A.LLR. Stations— C-5 After the case is over
Minor/ Major & Compensation to the
Victim
6. Proposal for amendment of Rules of C-3

Central Electricity Board (Ministry of
Energy)—Comments by the Engineer-in-
charge on the
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AIR MANUAL
ENGINEERING—II SECTION, D.G. A.LR.
Sl Subject Period Period Remarks
No. recommended recommended
by the A.LR. by N.A.L
New Delhi
! .2 3 4 5
1. lmporst of equipment spares against C-5
foreign Exchange etc. including valves etc.
2. Import substitutions Development of
equipment by BHL & other agencies. C-5
3. Purchase of stores; Office Machine/
Valves/ Office Equipment including
Electrical and Mechanical applience and
other misecellaneous store far AIR.
i) Ruies B. Kecp In originating agency others C-5
ii} Purchase C-3 Or 1 year after completion of
audit whichever is later. A suit-
able entry is being made in the
stock registers
4. Working Report of various A LR. Station C-3
5. Insurance of equipment AIR Stations B. Keep
6, Loan of equipment/ Inter-station transfer C-5
of stores for other organisations
7. Technical Bulletin C-5 Five printed copics may be kept
in Library
§. Evaluation Report on the Working of C-5
equipment at AIR Station
9, Survey of Education Radio System in B. Keep
Developing Countries—information
10. Supply of detailed data & Characteristics B. Keep

of different types of transmitting tubes
from different companies/ Firms etc.

"
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ENGINEERING-III, SECTION D.G. A.L.R.
Sl. Subject Period Period Remarks
No. recommended recommended
by the A.LR. by N.A.L
New Delhi
| 2 3 4 5
t. Freguancy allocation/Plan B. Keep
i) Interference to operating Frequencies C-3
il) General Correspondence reg. frequencies C-5
2. Wavelength/ Frequency Management C-10
Schedules '
3. a) Monitoring {AIR) for Internal/ C-10
External foreign Organiation
b} Correspondence with foreign organisa- C-10
tion reg. Monitoring of AIR/External
Services etc.
¢) Reception Report C-5
4. Crystals-Supgestions for procurements C-5
5. Supply of Community receivers to various B. Keep/C-3 Files containing policy cases
States may be marked B. Keep
6. Community listering Schemes in various B. Keep/C-5 Files containing policy cases
States may be marked B, Keep
7. Committees/ Conferences
Representation of AIR in Electro- C-10
Technical Division Council, Standing
Working Committee-Electro-Technical
Radio equipments, Sectional Committee
etc.
8. Indian Standard Institutions C-10

_ Representation of AIR in Electro-

mechnical Division Council, Standing
Working Committee-Electro-Technical

Radic equipments, Sectional Committee etc.
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DEVELOPMENT (ESTIMATE) SECTION

Sl. Subject Period Period Remarks
No. recommended recommended
by the A.LR. by N.AL
New Delhi ‘
1 2 4 3
1. Capital Accounts:-
All Policy Matters relating to Plans/ B. Keep B. Keep
Projects/ Schemes maintenance and :
Replacement of equipment at
AIR Station
2. Projects/Plans/Schemes:-
Proposals for estimate relating to B. Keep
under Vith five years Plans and other
3. Zonal Meetings of Engineer in respects of
Plan Proposals etc.:-
a} Minutes of the Meetings reg. Budget B. Keep
Capital ]
b) Follow up action C-5
c) Progress Report G3
4. Preliminary project Note Under non- C-5
Lapsable Fund relating to Design & Plan
map etc.
5. Uninterrupted working of AIR Station C-5
in the Nosth Eastern Region-Emergency
arrangements under Non-Lapsable Fund
6. Strengthening of External Service of AIR C-5
Estimate Proposals
7. Creation of Technical Library at Regional C-5
Centres of AIR under Non-Lapsable Fund
8. Acquisition of site for transfer B. Keep
of Radio Station/ Studio etc in various
states under Non-Lapsable Fund
9. Proposal for Tariff rate/ Draft Agreement- B. Keep
approval of Tariff rates for new installation.
10. Approval of Notice Inviting Tender C-5
11. Power Supply c-5



132

STFTITATY frr qeres
R (rmare sie aweg)
(¥ (T= dx )
7. fawy AR A4t q#qsrrém feoaofy
q. INFT o 7F Ferefosy e
fewett g T -y
farties & g
T3ty
1 2 3 4 5
L () @ /ofcaram et
B8 3 el guadiy - & #y
A F FarT-wra/
sferamTat /et o
yferares
(@) = W@ s APt ~ #-5
Aot @ foIrRA g fodrd
2. ©qAT/waAr anfe =
e FAr
(®) ¥ HOT anfz - ' . @i
(@) #¢ ammst - #r-3 T FT R 97 fam
49 @ B a
3. w=Et v e w ' - -3 @ 9T B 9 A |
RS 7€ I AU Ao farAE
_ F I FIA B UF a6 T,
it e F gn
4. fatew =t @ ghafrex - &, #rq
TR # IR § gRud,
UF.T. Faeq _
5. frator wraf 8 wfy _ - @-5 T # 9 A B ae
E 14
6. Fowra gfrumst @ fag, - -5
FAA | /A R ARr |mrRr
AHA— TEHATH GATETC
7 muﬁ;;;qf’qmﬁ% - - #-3
giafraa A F YR Gaef
TR # IgETEs
ufymrs @ - @3
9. Twl ¥ wiywi/qEw wtwi/ - 4-3



AR MANUAL 132
DEVELOPMENT MEGAWATT & COORDINATION)
Sl Subject Period Remarks
No. recommended recommended
by the A.I.R. by N.A.L
| 2 4 5
1. {a) Plans/Projects/Schemes B. Keep
under 6th & 7th five years plan-
formulation of.....
(b) Report on the performance of the Plan C-5
& other Engineering matters
2. Acquisition of Sities/Buflding etc.
{a) Lease apreement etc, B. Keep
{b) Court cases C-3 After final judgement under
normal ¢courses of Law
3. Hiring/Renting of Buildings C.3 Or | year after completion of
audit or 1 year after termination
of lease/contracts whichever
is later
4. SACFA Clearence reg. installation B. Keep
Transmitters at various AIR Stations
3. Progress of works C-5 After completion of the project
6.  Demands from Public & other gencral C-5
matters for Development facifities—
Technical Correspodence
7. Inauguration of complete project after C-3
ensuring the staff & other facilities
8.  Asian Games C-3
9. Conference of State Ministers/ Chief C-3

Ministers/ Engineering Heads etc. ltems
for discussions
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AIR MANUAL _
DEVELOPMENT (TRANSIT DESIGN) SECTION
SI. Subject Period Period Remarks
No. recommended recommended
by the A.LLR. by N.A.L
New Delhi
1 2 3 4 5
I. Project
a) Low & high Power Transmitter B. Keep
Projects '
b} Project Note B. Keep
¢) Project Estimate B. Keep
d) Miscellaneous Projects under-Non- C-10 Important extracts are being
Lapsable Fund kept in the file
f} Progress Report/ Completition Repeort C-3 Five printed copies may be kept
in the Library for ready reference
2. Selection of sites & siting Clearence etc. B. Keep
Drawing & Plans etc.
3. Aerial & feeder lines etc.
a) Drawing & Plan maps etc, B. Keep
b} Other misc. correspondence C-5
4. Field strength Survey and Soil conducting B. Keep
data and measurement; Reception
Problem
5. Power Supply equipment including C-5
Diesel Generators
6. Ventiliation/ Air conditioning Agreement/ B. Keep
Contract
7. Studio/ Transmitter/ Tele-Communication B. Keep
lines/ Links etc.
a} Survey and its report
8. Frequeancy Assignments B. Keep
9. Planning for development and various B. Keep
schemes-Prospective under five years
Plans
10. Transmitting equipment—Scrutiny of C-10

various equipments/ Transmitting centres
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13.

ii} Miscellaneous equipments materials-
Suggestion for change of equipment eic.

iit) Specification of equipment

iv} Stock storage & Mechinary &
equipment in Regional Offices-Disposal
of equipments etc.

. Security of Transmitting centres

I2.

Technical Advisory Commitfee
i} Implementation of recommendation

Miscellaneous correspondence on running
stations & others

Technical guidelines/ Instruction etc.

B. Keep

B. Keep
C-5

B. Keep

B. Keep
C-3

B. Keep

134

After necessary entries are being
made in the stock assets
Registers.
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AIR MANUAL

DEVELOPMENT (S.D.) SECTION

Subject Period Period Remarks
recommended recommended
by the A LR. by N.AL
New Delhi
2 3 4 5
a} Studio Design Project B. Keep
b} Project Note B. Keep
c) Sites Selection C-5
d) Completion of Project; Final inspection C-3 Five printed copies may be
of the studio & Reports kept in the Library
¢) Departmental estimate C-3
f) Drawing for Departmental Work C-3
g} Final drawing for acuastic equipment B. Keep
quarries etc.
Planning of additienal Studio/ Office
accommodation/ Staff accommodation etc.
a) Project design/ Project Note & Scruity etc. B. Keep
Proposals for permanent/ Temporary C-5
Productions/ Recording facilities etc, at
different A.L.R. Stations
Type Il studios at A.LR. Station— B. Keep
Drawing/Plan maps etc,
Preliminary estimates for modifications C-5
Technical detailed of studio set up at C-5
various AIR Station
Uninterrupted working of All India Radio
Statien in the North-Eastern Regions-
Emergency arrangements etc.
Project Note & Schemes B. Keep
Others C-5
Radio Pool-Commonwealth C-3
Heads of Govts. Meeting
Radio Coverage of the Non-Aligned C-10

Conference
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AIR MANUAL
DEVELOPMENT (PURCHASED) SECTION
51, Subject Period Period Remarks
No. recommended recommended
by the A.LLR. by N.AL
1. Capital Budget B. Keep
2. Purchase of all types of equipments/ B. Keep/C-10 Files containing policy cases
Transmitters & Spares etc. may be marked B. Keep
a) Purchase C-3 Or 1 year after completion of
audit whichever is later.
Subject to suitable entry
being made in the stock
register/ asset register
b) All purchase files where purchase C-1
has not materialised.
3, Direct purchase by Regional Engineer— C-10
Approval by D.G.
4. Rate Running Contracts C-5
5. a) Supply of Stores to Various Projects -5 After necessary entries
are being made in
the stock register
Keep in originating body,
other C-5
b) Annuat Statement C-3
¢} Technical Guidelines/ Instruction ete. B. Keep in originating body, other
C-5
6. Indent Placed by Regional Engineers- C-10
Approval by D.G.
Others C-5
7. Mast & Mast Material Tower Terders C-10
for erection of mast etc.
8. Shortage & damage of equipment & claims C-5 After final Settlement of the

theirof

cases precedent,/ cases. B. Keep.
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AIR MANUAL

INSPECTION UNIT

137

SI. Subject Period Period Remarks
No. recommended recommended
by the A.L.R. by NLAL
New Delhi
| 2 3 4 5
1. a) AIR Manual A. Keep
b) Amendment to the Manual B. Keep
c¢) Suggestions from various AIR Stations/ C-3 Precedent cases B. Keep.
Chief Engineers etc., reg. amendment etc.
d) Standing instruction ete. B. Keep
2. Annual Inspection-Reports from AIR C-5
Station
Action taken on & Comments etc.
3. Physical Verification of store for AIR C-5
Stations/ Office-Comments/ Suggestions
ete.
4. Inspection Reports of Inspection Unit C-10



138 HTF AN (T Tead

¥ femhén g
% fawm FHTAR Jar T9.T. 9%, g0 ferequft
. T o 7% famfeyr &
faeit gra qHg-aaty
famfoar € 2
T - 3@ty
1. Pafwe I
L. [T A T I
(F) STFFY @ quT B U - #-5
TEAH ARfEET
AFNH ANRLT
(@) I A & e 7@ - #-10
aferar
() femfén sk @¥F SuHd - -5
@ forg qat &1 yreg fepar s -
(9) 0 REt ok odE Il — &-3

T qiF HIOA-ThATE |-
Zyi sy froafomt snfe

(@) fpidn o @-4% ITFT - Q-5
F FOEE ST @-E@A

2. ¥q are ¥ foeré

(@) 20 Aedw AN ik awe - -3 a1 =T IRy ae
e anfE P OFIY 91 A N9
¥
(@) snfear Fq-re HE T - &-5
qATE-24Y AMfE o7
fafafdiediepar sl
(1) T ok Poer 3 afwoE sk - &« g
X P TR § TR
Wt sikimImd g — &-3
& fog e qat ax e toad
() 2o femidn wfrard - -5
(@) ar & /g 29 & A A - -3
(@) 2 fafdn fafRfedreron - -3
& fawmE
(@) Sf@ER fee e @ fag - -3
30 Repre-aarEr _
(%) frmfdn Soeae afe @ - ®-3

s 7 A



AIR MANUAL 138
TAPE RECORDING UNIT
Sl Subject Period Period Remarks
No. recommended recommended
by the A LR. by N.A.L
New Delhi
1 2 3 4 5
I. Various equipments
Equipment from BEL/Meliron
a) Technical Guideline for the improve- C-5
ment of equipments
b) Acceptance procedure for BEL/ Meltron
C-10
c} Procurement of spares for Recording C-5
and Playback equipments
d} Annual measurements of Tape recorders C-3
& Playback equipments Technical
guidelines & Comments etc.
¢) Modification & Maintenance of recording C-5
& Play Back equipments
2, Tapes & tape-Recorders
a) Tape Testing Laboratory & Budget C-3 Or 1 year after compietion of
grant etc, audit whichever is later
b} Audio Tapes-Procurement & Corres- C-5
spondence thereof-specification of tapes
etc.
¢} Correspondence regarding Archives B. Keep
and storage of Tapes & Discs
d) Test report on indigenous component C-3
for Tape Recorders & Tape Deck
e} Tape Recording facilities C-5
f) Correspondence regarding locked up C-3
Tapes-Data
8} Development of Tape Recording- C-3
specification
h) Tape recorders for family planning C-3
Unit-Correspondence regarding
1) Improvement in equality of recording C.3

instruments etc.
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3

4.

Akashwani Annual Awards for Technical
Excellence

Catalogue & Technical literature National/
International

Conference of Engincering Heads Minutes

Procurement of High Speed duplicating
Machines & Masters-specification of

Correspondence with Research Engineeres
& different AIR Station reg. Technical
Matters.

Correspondence with Staff Training
Institute (Technical) reg. modifications to
AlIR Manual {Tech)—Comments etc.

Coordination of Technical arrangements
for Radio Pool of Broadcasting Organisa-
tion of the Non-Aligned Conference

Sixth five year plan-Proposal

. Asian Games in 1982 in India

correspondence reg.

a) Precurement of Turn Table/ Disc
Recording Turn Table-Technical
Instructions & Specification of

b) Development of Turn Table Pick ups

a} Developments and Procurement of
Indigenous Ultra Portable Tape
Recorders

bj Folders

¢} Feed Back Play Back, Deck-Data from
AlR Stations & Anatysis of

Correspondence reg. Asia Pacific Broad-
casting, Union, European Broadcasting
Union, Consultative Council of Inter-
national Radio.

Training of Technicat Staff for Operational
duties

Correspondence with Superintendent
Engineer Central/ Stores

139
B. Keep

C-3 Five printed copies may be kept
in the Library.

B. Keep
C-5

C-5

c3

C-5

C-10
B. Keep

C-3

C-5
C-3

C-3
C-5

C-5

C-5

C-3
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17, a) indian Standards Institutions—
Specifications-correspondence reg. other
than LTDC-23.

b) Electro-Telecommunication Develop-
ment Council-23 correspondenece reg.

iB. UNDP Assistance reg. Tapes & Tape.
recording equipments ete.

C-5

C-5

140
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AIR MANUAL
STAFF TRAINING INSTITUTE (PROGRAMME)
S1.  Suhject Period Period Remarks
No. recommended recommended
by the A.LR. by N.ALL
New Delhi.
1 2 3 4 5
1. {a)Cultural Exchange Programme with C-5
foreign countries-implementation of reports
of-agreements
(b) Education & Training Resources in the C-5
Developing Countries of the
Commonwealth.
{c) Agreement on collaboration between C-3
foreign Radio/ TV & AIR-Proposal for
{d) Correspondence with foreign Broad-
casting organisations C-3
2. Training Courses & Managements
Programmes in India/ Abroad
a) Nomination of AIR Officers C-5
b) Payment of fees to Teachers & other C-3 Or | year after compktion of
institutions audit whichever is later
c} Preparation of Model Programme C-5
. Committees/ Conference/ Seminars B. Keep
Composition/ Agenda/ Minutes/ Follow
up action
Structure of Staff Artist of AIR C-10
4.  Schedule of Training Courses Seminars/ C-5
Workshops etc.
5. Secretary's Meeting reg. Training C-10
of Administration staff ’
6. Important facts at a Glance C-!
7. Annual Report C-3 Five Printed copies may be kept

in the Library
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CCW (ELECTRICAL CIVIL) D.G. A.L.R.

142

installation of Transmitters/ Studios{ RC’s
Poles at various Places

51 Subject Period Period Remarks
No. recommended recommended
by the ALLR. by N.AL
New Delhi
2 3 4 5
. Arbitration & Court Cases C-3 Subject to:-

a) the file not being closed unitil
the award/ Judgement become
final in all respect by limita-
tion or final decision in appeal/

. revision and

b) Cases involving important
issues or contatning material
of high precedent/Reference
value being retained for an
appropriate longer period
either initially or at the time of
review

. Construcltion Work:-
i} Lease of Buildings/Lands acquisition B. Keep
and Purchase of sites for the erection of
RC's Poles etc.
. Unauthorised occupation of Govt. lands. C-10
. Approval of Radio and Cables Board to B. Keep/C-10 Files containing policy cases may
sitting of Transmitters & Receiving Centres be marked B. Keep
Maintenance and Renovation of Building/ C-3 Or | year after completion of
AIR Studios etc. audit whichever is later
Preliminary estimates for the Projects- B. Keep
Approved
Not approved C-3
Additions and Alterations C-3 Or | year after completion of
: audit whichever is later
. Technical Correspondence regarding the Cc-10
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9. Tender for erection of Mast ete.

10. Progress Report of New Projects

{1. Completion Report of New Projects
12. Rate Running Contracts

13. Reserve Stock limit for Project Circles

14. Committees/ Board/ Conference etc.
Composition/ Agenda/ Minutes
Others

B. Keep
C-5
C-10
C-5
C-10

B. Keep

143
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AIR MANUAL 144
ANNEXURE 5
(See paragraph 18)
EXTERNAL SERVICES DIVISION: ALL INDIA RADIO: NEW DELH{
51, Subject Period Period Remarks
recommended recommended
by the E.S.D. ALR., by N.AL
New Delhi
(A) COORDINATION-SECTION
1 2 - 3 4 5
1. Programme in Indian & Foreign
Languages:
{i) Policy/ Rules B Keep
(i1) Others C-5
2. ANNIVERSARIES— Celebration of C-5
3. National Days-Celebration of C.5
4. Correspondence with M'inis:ryj C-5
Universities reg. foreign students
studying in various colleges for
obtaining talks etc.
5. Instructions from Ministry of 1&B/ B. Keep In originating body other keep
DG/ Regarding External Services etc. only the standing order till it
become obselete
6. Visits of PM/ President/ Vice-President C-5
to foreign countries—talks etc.
7. Revision of fee charges of talkers and -5 Files containing policy decision
and Royalty to Drama Artists etc. may be marked B. Keep
8. Annual Report C-3 Five printed copies may be kept
in the Library for ready
reference
9. Committees/ Conference/ Meetings
E.S.D. Policy matters B. Keep
Others C-5
10. Advance Training in foreign Langu- C3 After completion of Training
ages to the members of AIR and necessary entries are
being made in the sesvice
book
11. E.5.D. Delegation Abroad-Report etc. C-5
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12. Deputation of Special Artists/

(B) AUDIANCE RESEARCH UNIT (E.S.D)
1.

2. National Programmes of......
Music—field survey report of

3. Suggestions/Instructions to the
Station Director regarding various
programmes.

4. Policy matters relating to the
Audiance Research Units

5. Letters from foreigners/ Indian
Listeners & Analysis of the letters

6. Printing of Brochers/stickers/
pamphlets etc.

7. Annual Report regarding Listeners
letters etc.

B.  Register for listeners letter

(C) PROGRAMME EXCHANGE UNIT (E.S.D.)

1. Foreign Broadcasting Programmes
Supply of materials for

2. External Publicity

3. Committees/ Conference/ Meetings
—Policy
—Constitution & Meeting & other matters

4.  Selection of Instrumentat Music/
short broadcasts/ bits broadcasts

5. Engquiries and Request from foreign
Missions in India

6. Exchange of Programmes with foreign
countires

7. Suggestions for originating programme

Singers etc.

(i) Field Survey Report of all the
the Units of AIR Station regard-
ing Langunages Programmes output
of the world

(i1} Questionnaire of field Survey
report of

in the external programmes supply
unit

C-5

B. Keep

C-1

B. Keep

B. Keep

C-1

C-5

145

Five printed copies may be
kept in the Library

Five printed copies may be
kept in the Library
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8

Instructions/ Orders from D.G.:AIR

(D) LANGUAGES-UNIT/SERVICES:

Language Programmes/ Tatks News and
other datas of foreign/ Indian
Languages

Palicy matters

others

-

Letters from Indian/
Foreign listners '

Correspondence with Universities &
other institutions regarding foreign
language talks

Payment to Artists/ Talkers/ speakers
etc.

Register of foreigner/ Indian; VIF's
letters

Foreign Languages Translators/
Announcers/Supervisors/ Monitors
appointed on Casual basis

Correspondence with foreign embassies
regarding suggestions or questionaire
Policy

Others

B keep

B. Keep
C.5

146

In originating body other
keep only the standing order
till it becomes obsolete.

or 1 year after completion
of audit whichever is
later
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ANNEXURE 6
(See Paragraph 18)

NEWS SERVICES DIVISION
ALL INDIA RADIO: NEW DELHI

47

Sl
No.

Subject Period Period
recommended recommended
by the N.5.D. by N.A.L
A.LR. New Delhi

Remarks

2 3 4

(A) ADMINISTRATION I & II SECTION

¥ o e

Setting up of AIR’s Own News C-10
Bureau E.F.C. for the proposed Bureau.

World News Service
Proposal regarding reorganisation of C-10
Current Affairs programme of AIR

Deveiopment of News Reorganisation C-5
of News Service Division

Streamliining of News Services of AIR C-5
& TY—Proposal reg.

Agreement with various News Agencies C-3
matter reiating to subscriptions etc.

Publicity strategy in J&K C-5

Sports Cell: Proposal regarding C-5

Comments on Coverage of News -3

Training Programmes: _

a) Training of C.T.S. Officers in C-3
India National Press Agency

b) Training of C.T.S. Officers C-3

in abroad under Colombo Plan for
International Courses

Seminar on Radio News Performances C-5
organised by Asia Pacific Institute

for Broadcasting Development—

recommendation ete,

Files containing organisat-
ational changes may be marked
B.Kegp

Or | year the renewal of agreement

»

If policy matter is involved
that may be marked B.Keep
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1.

Appointment of Casual Translator/
readers etc.

Rules

Other miscellaneous matters

General News Room
Coliection of News Materials from

“various News Agencies/ AIR

correspondence such as News Real/ -
Reporting Units etc. Master copy of
Broadcast News {Major)

Minor News

B. NEWS REFERENCE UNIT (N.S.D.) AIR

1.

Committees/ Conferences
Constitution/ Reconstitution
Agenda

Minutes/ Policy decisions
Follow up action

Folicy matters relating to News
Reference Units.

News Bulletin Programmes
i} Major News Bulletin
ii} Minor News Bulletin
ii1} Correspondence regarding News
Bulletin Programmes

Letters from listeners

Analysis & study relating to News
Reference Unit

Letters from MP’s{ Ministers/ VIPs/
PM office/ President office etc.

C. MONITORING SECTION (N.S.D.)

1.

Research and Reference purpose
for Ministry of External Affairs
& Home Affairs/Intefligence etc.

Letters from VIP's/ PM Office/
President office etc.

148

B.Keep
C-5

B. Keep
C-5

C-5
C.5
B. Keep
B. Keep

B. Keep

C-10/ B-kéep
C-I
C-3

C-I
C-5

C-3f Precedent
cases B. Keep
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3. Monitoring of items of News value
for foreign broadcasts

4. Keeping a watch on propaganda
made by the foreign broadcasting
organisation-Counter reply thereof

D. TALK UNIT (N.S.D.) (TALK PROGRAMMES)

I. a) Organised Tabsara (in Urdu}
state News Talks/ Kashmiree
commentory etc.

b) Spot light (Engtish)/ Current
Affairs/ Arunachal Commentary
etc.

¢} Original copies of talks etc.
written by Departmental concerned

2. Spot light Registers Regarding the:
(a) Arunchal
{b) Tabsara {in Urdu}

149

C-5

B. Keep
C-5

B. Keep
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ANNEXURE-7

(See paragraph 18)
MONITORING SERVICE, ALL INDIA RADIO, AYA NAGAR, NEW DELHI

Sl

No.

Subject Period

recommended

by the DNS

AIR, New Delhi

Period Remarks
recommended
by N.AL

1

2 3

A. MONITORING SERVICE-SECTION

1.

Major Broadcasting Stations of
World, receiving News from them
reg. International Affairs and
events

Monitoring and transcribing the
content of Broadcasts from Foreign
Stations

Transmitting of news items of
important value of the General
News Room of News Service
Division through teleprinter/ tele-
phone etc.

Supply of material to NSD for
any special Reports desired by
them

The monitoring service monitors
about 200 transmissions from 21
Radie stations of the world in [5
languages

Todays Radio Report {Daily
Bulletin from foreign stations)

Analysis of foreign Broadcasts
News

Accession Register

Correspondence with DG:AIR &
other Govt. offices

B. ENGINEERING STORE-SECTION

Purchase of Engincering items
Rules

Other correspondence regarding
purchase of equipment.

Surplus/ Transfer of stores

C-5

C-5

Cc-3 Five printed copies may be
kept in the Library

C-3 Five printed copies may
be kept in the Library

B. Keep
C-3

B. Keep

C-3

C-3 A suitable entry may be
made in the stockfassets
Register
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KN

Physical varification of
Engineering stores etc.

4. Frequency & Aerial Schedules-
correspondence regarding

5. Maintenance & Replacement of
various equipments

6. Conference of AIR Engineers/
Head of the different stations
etc., Minutes/ Policy matters
Others miscellancous matters

7. Special arrangement by R.E.
frequency Monitory of station
{Tonospheric Measurement etc.)

Note.

151
c3

C-10 Or till it become obsolete
C-3

B. Keep

C-5
C-10

For records pertaining to Library Administration and Accounts Section, recommendation given in Record Retention

Schedule common to All Department issued by the Department of Personnel & Administrative Reforms may be

followed.



Zfatar @ B g ST
srgfe st uias safaadt @

q ® AT
PR Jeerd W1 @ wmE R
3 gfaearas
SrFTErETI gt fataw F
F AorE w TRIA—FEa
qfa W/

- gy fafry wmS

A g, g Ay ysd B @@
st AR (srEAredRifEr
AHHE)

ArFreETI T qwaE
®-3
#-10 a1 A TF A7 TN T8I
& & I
&-3
&€, A
&-5
#-10

AR, TovEA AR ey ST @ Feard @ ey afia st wewrEfTE a R g A FapTs whr Ty aea e # s e

g S o framT & R s &



152
FaY-8
(o 19 ¥E)

A& Tt (Iedt W) swareraroft,
AHA T9A, 4 faoeit

sErsTaTdt fraw TeaE

#9. fawg ey ot (F99 Aoy g feroqafy
#7) gra fawmfcen  fowfoer aug-
qug HATy Aty
1 2 3 4 5
¥ TE-TEE AW
1. efear/ararae o=t et/
el ft a% [Saerd feaw
W /of U [t dfafwed
A -
(1) Fram/amza = €. A
(2) ¥ ®&F AR - q-3
2. wfemr i P9 W WA - &, #w
sty @ A9
3. HEH GUdr/utaT geeng y=d/
Sl SR/
foe fatafer anfe
(1) - &, A qa &9 A
(2) @ F ford-ady - -3

4, Fmbdn suea = FH-v=nem- - -5
»wl 4 Wites foard (@8 gee)

5. PN Jopeear @ fag - @-10
ArFTLrardt TEFHL

6. FAN LAy - &, g
T fera frfrerer sl gt - -5
feard

8. TAM g 2 AR & Mo WO F — ]-5
MY TR

9. | qalqTy AqAT B AR F - #t. #ig
AR

10. fFea/aaiad @ AR ® RN - . Fq

TATAT - #-3
1. RIfaed @& W awrd - #-3

v faafer e o
s Ifam gfafe &

T



AIR MANUAL

.t

{A) MAINTENANCE SECTION:
1.

Maintenance of studios/ Air

condition plants; lines/ Recorders;

Play Back;Equipments;control Room/
Speech equipments and Transmitlers
etc.

1) Rules; Instructions regarding

ii) Others routine Correspondence

Measurement of studies and control
room-plan; Maps ete,

Major break down; Power supply
arrangements/ generators; Receiving
centres/ F .M, Links/ Transmitters
etc.

i) Instruction regarding

ii) Break down reports-suggestion
from Zonal offices/ Action taken on
by the Station concern.

Recording equipment-functioning
monthly Reports from stations
(all aspects)

Akashvani Awards for Technical
excellence.

Follow up action on Rencoun

. Technical/ Electrical Inspection

and its Reports

Correspondence with the DG:AIR on
inventory counters

Manual of safety precautions
instructions regarding

Crystals/ Modifications-Enstruct-
ions regarding

Correspondence regarding

. Supply of stores/surplus stores

etc.

ANNEXURE-8

{See Paragraph 19)

NEW DELHI

B. Keep
C-3

B. Keep

B. Keep
C-3

C-3

B. Keep
C-5

C-5
B. Keep

B. Keep

C-3
C-3

152

CHIEF ENGINEER (NORTHERN ZONE) ALL INDIA RADIO JAM NAGAR HOUSE:

In originating body

Five copies may be kept
in Library

In originating body

A suitable entry may be
made in the stock ! assets
Register
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12. Zonal Engineer's Conference
i) Constitution/ Reconstitution/
" Agenda
ii) Minutes/ Policy decision and
implementation thereof

13. Utilisation of BEL Valves and
Transmitiers

14. Experiments & improvements of
station & equipments; Modification
etc.

15. Inspection of stores/ Transmitting
Tubes/ Average life of Transmit-
ting Tubes and D.U.D. Valves eic.
instructions regarding

16. Disposal of D.U.D. Valves
17. Annual Report

19. Purchase of Frequency deviation
equipment-Foreign Exchange
required for the

20. Instruction regarding Maintenance
of Registers

(B) COORDINATION-SECTION

1. Plan/Projects-Drawing/ Plan/ Maps

for proposed AIR Stations

a) Acquisition of sites for
studios/ Transmitters/ Recording
centres/lease agreements etc.

b) Drawing/Plan/Maps (Approved)

¢) Technical Correspondence on
Transmitters/ studios/ Receiving
centres elc.

d) Installation of Transmitters
andprogress Reports-Declara-
tion of D.O.

2. Contract of Jobs/erection of Mast
at AIR Station

3.  Arbitration/ Court cases

4, Correspondence on various matters

5. Job Register

153

C-5

B. Keep

C-10
C-5

C-3

C-10
B. Keep
C-3

B. Keep

B. Keep
C.5

C-5

C-5 Or till the contract
period is over whichever
is later.

C-3 After final judgment
under normal course of law.

C-3
B. Keep
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(C) WORKSHOP SECTION

Complaints Received from various
station regarding repairs and
replacements of equipments ete.

Job Registers
Correspondence with DG AIR

Rules. circulars, office orders:
InsFuction.

(D) GODOWN, MALL ROAD

& s W N

Measurement Book;Physical Verification
Register/ Store issue book.

Store Received Book
Project Ledger Register
Challan File

Supply orders

Requisition slips

154
C-3

B. Keep
C-3

C-5 or till it becomes
) obsolete.

B-keep
C-10

C-5
C-5
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ANNEXURE 9

(See Paragraph 18)

COMMERCIAL BROADCASTING ALL INDIA RADIO: NEW DELHI

155

Sl Subject Period Period Remarks |
No. recommended recommended
by the DCB AIR. by N.AL
AlR, New Delhi
1 2 3 4 5
(A) PROGRAMME SECTION: .
I.  Booking of Commercial Broadcasts
in Deihi/ Bombay
{1) Policy B. Keep
(ii) Correspondence reg-beoking of C-3
Commercial Broadcasts.
(iii) Alteration/ Additions in tapes C-3
2. Fixation of Time for Publicity C-3
3. Correspondence with Commercial C-3
Agencies
4. Agreement with Commercial C-10
Broadcasting Agencies
5. Tapes C3

(B) PRIMARY AND SECONDARY EXCHANGE CHANNEL UNITS I & II

I.  Correspondence with Advertising
Agencies

2. Correspondence with Central Sale
Unit, Bombay

3. Correspondence regarding sponsored
programme

C-3

c-3

C-5
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4.

Instructions; Orders/ Rules ete.

Letters from Listeners
Correspondence with Vividh Bharti

Registration of Firms/ Spot
Booking Register; Contract
Register/ Agreement Register

Booking of spots

Extract of Transmission Reports

B. Keep

C-1
C-3
B. Keep

C-5
C-3

156

in originating body other
need keep till it becomes
obsolete
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ANNEXURE-10

(See Paragraph 18)

EXECUTIVE ENGINEER (CIVIL): ALL INDIA RADIO PUSHPA BHAVAN: NEW

DELHI
S1. Subject Period Period Remarks
No, recommended recommended
by the EE(C) AIR by N.AL
New Delhi
1. 2 3 4, 5.

(A) CONSTRUCTION DIVISION-I (WORKS & DRAWINGS).

i.  Meeting of the Cheif Engineer- B. Keep
Policy decisions and implement-
ation thereof

2,  Construction Work

1} Permanent site Maps/Plan/ B. Keep
Drawings etc.
ii} Temporary site maps/plan etc C-5
iii) Correspondence regarding C-3
construction work.
iv) Progress Report C-3

3. Preliminary Estimates/ Revised
Estimate sanctioned by the
higher authorities for—

i} Major work C-10 Or 3 years after
completion of work or
1 year after
the audit is over

ii) Minor work C-3 Or | year after the

audit is over.
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4. Price list of various items issued
by the DGS&D

5. Maintenance of Auditorium for
Cultural Programmes.

6. Physical Progress Reports

7. Work Awards

8. Justification/ Approval of various
works

9. Inspection by Engineers-lnspection

Report

C-3

C-l

C-3
C-t0
C-3

(B) CONSTRUCTION DIVISION I1, III, IV AND E.E. CIVIL:

Construction of staff quarters;
maodifications:

a) Drawing/site plans

b) Other minor works

Meeting of DG: AIR (CECW)

a) Agenda/ Meeting/ Minutes
{All India basis)

b) Implementation thereof

Cost Index-general

Rate contracts

Boiler House-Drawing & Maps
Rent assessment of staff quarters

Work Awards;
i) Major work
ii) Minor wortk

C-10/ B. Keep
C-5

B. Keep

C-10
B. Keep
C-10

B. Keep
B. Keep

C-10
C-5

158

Or till it become
obsolete.

lmporiant instructions;
comments may be kept
permanently.

After completion of the
contract.
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8. Aerial field of Radio (J&K)
9. Inspection Notes

19, Examination of work by Chief
Engineer/ Vigilance Report.

11. Replacement of Electric consumption
meters

C-35
C-3
C-10

C-5

159
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ANNEXURE-11

(See Paragraph 18)

160

SUPERINTENDENT ENGINEER OFFICE: HIGH POWER TRANSMITTER KINGSWAY
CAMP: NEW DELHI

Sl Subject Period Period Remarks
Neo. recommended recommended

by the SEO: HPT: by N.AL

AIR New Delhi
! 2 3 4

1

Instructions/ Rules/ Orders; Guide-
lines from DG Office

Correspondence regarding equipment
available at the station

Hardware items/ Electrical items/
registence capacitor/ Valve etc.
Registers/ Fixed Register

Correspondence regarding rate
contract.

Transmitting valve purchase/
disposal/ repairs ete.

Surplus stores/ Trnasfer of store/
loan of stores/ write off/disposal/
Registers etc.

Registers

Others

(a) Physical verification of store
{b) verification Register

(B) RECEIVING CENTRE: MALL ROAD:

1.

Acquisition of land proposal and
related correspondence ete.

(A) GENERAL STORE AND PURCHASE SECTION:

B. Keep

C-5

B. Keep

C-i

C.3

B. Keep
C-5

C-3
C-10

or | year after
completion of audit
whichever is later

Files relating to the
approved proposal may be
marked
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2,
3.

14.

Valve substitution & its Report

Vaive claims from the companies

Correspondence regarding Non-
exchange line & Telephone.

Loan of Eagineering store

Maint¢enance of Transmitters and
Allied equipments—Substitution
Aerials etc,

Repairs of Transmitter—equipment
and modulation Transformer

Broadcasting frequency
schedules

Power Supply-Correspondence with
DESU etc. Agreement
Correspondence

Major Breakdown—Power Supply
arrangment & alternative arrange-
ment in the event of power supply
failure

Purchase of store through SECS
(Superintendent Engineer Central
Store)

Purchase of Transmitting Tubes
through Superintendent Engineer
Ceutral Store.

Procurement of stores from M/s BEL
{Direct} Agreement—Others

Conference of Engineering Heads—
Representation from different AIR
Stations

Minutes/ Policy decision & its
implementation

B.keep

C-3 After {inal settlement of
the case

C-3

C-3

C-5

C-3

C-1

B. Keep

C-3

C-3

C-3 or I year after
completion of audit
whichever is later

C-3 —do-

B. Keep

C-3 or | year after
completion of
audit whichever
is later

B.keep

161
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Others
15. Technical Correspondence with

Chief Engineer (Northern Zone}; DG
Office

Security arrangnements and civil
Defence arrangements of the
Transmitters

Policy

athers

. Annual Administrative Report

(Engineering)

162
C-3
C-3

B-keep
C-5

B. Keep

(C) MAINTENANCE SECTION LG. & MARCONI TRANSMITTERS:

10.

Modification and substitution of
valves-Reports ctc.

Valves claims from the companies

Filament transformers for vales
type BEL 25000 Correspondence
regarding

Lectures to Staff Members on
Technical matters

Maintenance; Replacement of Trans-
mitters and allied equipments.

Annual Analysis of breakdown
Reports General correspondence
regarding

Power supply arrangements during
the major breakdown and annual
Report of measurement of
insulation with registence

. Technial Correspondence with DG

Chief Engineer (North) Planning
and Development

Substitution Solid state Rectifiers

Correspondence regarding freguency
deviation spurious emission reports

B. Kecp

C-3 After final settlement
of cases

C-10

C-3

C-5

C-l

C-3

C-5

C-3 B. Keep
in originating
body

C-1
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£l

2.

18.

20.

21.

Maintenance of studio & specch
eguiprment

Electrical Inspection of Pawer
Supply & sub-station equipments.

Technical Inspection &
Administration Report (Engineering
Division).

Exchange Line-Maintenance of New
& old non-exchange lines.

Maintenance and servicing of fire
extinguishers-—Standing instruct-
ions regatding Electrical Install-
ations etc.

Correspondence regarding accidents;
Authorisation of staff for

handling electrical apparatus and
safety precautions.

Visit to HPT kingsway camp for
practical Training to the Fngineer
Assistants-Programme Schedule for
the Purpose.

Correspondence regarding Tour/
Engineering matters with other AIR
stations-compilation of Report etc.

Maintenace of Aerial System &
Correspondence with DG: Chief
Engineer {North) regarding Design
modification of Acrials.

Basic Wavelength & Aerial Schedule
(Change in the basic acrial
frequency schedule}-—Intimation of
specizl & National Programmes

Fixed indigenous fabrication of
vacuum capacitors.

C-5

C-10
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22. Correspondence with AIR Jabalpur
Staff-AIR Engineers Association.

23. Purchase of Transmitters & other
stores from Foreign & Indian
companies (BEL etc.)

Agreement
athers

24. Security arrangements for the
Transmitters etc—implementation of
Policy matters
others

C-3

B. Keep

C-5 Or 1 vear after
completion of audit
whichever is later.

B. Kecp

C-5

164
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ANNEXURE 12

(See Paragraph 18)

SUPERINTENDENT ENGINEER OFFICE HIGH POWER TRANSMITTERS KHAMPUR:
DELHI

5l. Subject Period Peried Remarks
No. recommended recommended

by the SEO, HPT. hy N.ALL

AlR New Delhi

i 2 k! 4 5

(A) STORES-MARCONI GROUP/STC-GROUP & NANGLI GROUP

1. Purchase of consumable Articles C-3 or 1 year after
for Engineering Store and others completion of Audit
whichever is later,

2. Circular/instructions/ from DG/ -3 ot till it becomes
Chief Engineer {North) etc. obsolete
3. Transfer of store;l.oan of enginee- C-3 A suitable entry may be
ing store made in the stock register etc.
4. Rate lists-Purchase through DGS&D C-5
on Rate Contract
5. Correspondence with BEL; DG/ Central C-10
store/ Chief Engineer (north) etc,
6. Physical verification of engineer- C-5
ing stores.
7. Requisition Book C-1
8. Store Receipt Book C-3
9. Store issue Book -5

10. A.LR. return No.l0+1F. B. Keep
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(B) HIGH POWER TRANSMITTERS (BROWN BOVERI) KHAMPUR/NANGLI
GROUP: DELHI

i. Valve life Register {(History) B. Keep
2. (a) Purchase of Transmitters; C-10 or 3 years after the
spares and other Technical audit is over
stores
(b) Import of stere—Foreign C-3 or | year after the audit
Exchange requirement for is over
(¢) Correspondence with firms; C-3 ) or 1 year after the final
companies regarding valve claims : settiement of the claims
{d) Price list & other C-5 :
Technical literature reg. store
3. Valves Cards B. Keep
4. Transfer of Technical Store/Loan C.3 A suitable entry may be
of Stores/ Disposal of Stores made in the register
5. Maintenance work:
a} Maintenance of Transmitters/ C-5
Acrals/feeder lines & allied
cquipments.
b) Repairs of moedulation C-5 After completion of work
Transformers
6. Allocation of frequency of Nangli B. Keep In originating body other—-
Radio Station C-5
7. REPORTS:
a} Technical Inspection of Trans- C-10
mitters Reports regarding
b) Valve report C-5
¢} Annual Repert Regarding major C-5
breakdown

(d) Report regarding major spares C-5
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12.

¢) VSA and VSD Reports
) Valve service details-Reports/
Statement etc,

New Electrical Installation --
Correspondence with concerned
firms,; companies.

Technical correspondence with
Chiefl Engineer (North} &
Directorate.

Power supply from DESU.

a} Agreement

b} General Correspendence
Provision of Non-Exchange line

Technical Log Book

C-3
C-3

C-3

B. Keep

C-3
B. Keep

In originating body
other C-5

167
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ANNEXURE 13

(See Paragraph 18)
TRANSCRIPTION AND PROGRAMME EXCHANGE SERVICES, NEW DELHI

Sl. Subject Period Period Remarks
No. recommended recommended
by DT&PES: by N.A.L
AIR New Dejhi
1 p3 3 4 5
1. Radio Sangeet Sammelan C-10
2. Festival/ Anniversaries of National C-10
Programmes
3. National Programme of Music C-10
4. Correspondence regarding supply C-5
of programmes.
3. Archives Sheets B. Keep
6. Master copies of VIP's programmes B. Keep
7. Transcription of speech delivered C-10
by P.M./President & Vice President
8. Transcription proposal registers C-10
9. Selection of Tapes for permanent B. Keep
preservation.
10. Daily recording Registers C-3
1. Custom Clearnance: Policy B. Keep
Other matters reg.
12. Internal programme correspondence C.5
reg.
13. Dubbing and recording registers B. Keep

14, Copies of the Transfer of Tapes C-3
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ANNEXURE-14

(See Paragraph 18)

RESEARCH AND DEVELOPMENT DEPARTMENT ALL INDIA RADIO:
NEW DELHI I.P. ESTATE:

Sl Subject Period recommended Period recommended Remarks
No. by R&DD by AIR, by N.AL
[.LP. ESTATE Delhi

1 2 3 4 5
(A) ENGINEERING-STORE SECTION:
1. Inter-station loan: '

Rules B. Keep

Others matters relating to C-3

2. Disposal of stores/ Transfer of stores
and surplus stores etc.

3. Physical verification of stores-
Test report etc.

4. Correspondence related to M.B. & others

5. Stock Registers; Assets registers etc.
(B) MAINTENANCE SECTION

. Maintenance contracts for computer/
A.C. Plants; Machines eic.

2. Repairs of equipment from outside
Agencies

3. Testing of equipments and test reporis

C-3 or one year after A suitable entry may be made
the audit is over in the stock registers; Assets

whichever is later Registers

C-5

C-1

B. Keep

C-3 Or one year after the renewal of

the contract

C-3 Or one year after the audit
whichever is later



4, wAtTE AHA ¥ FETHE TEATEI

() wvgfer wnf‘-m'm

1. wa/smafa aER
AR e o Paed

garen qX AfwaEw

() smafa fagem «tv
oo [atwyeer AT 5/
Jtafasr [ @ta 9F

3. Frge Jeev/rAwaAtaad s
e & |MY TEAER

4., TAUE, Ja1faeew A9-q
gadr ot fadiy Frfwd
afs @ fag g g==

AT P AT
#-3

X-5

@-10

@-10
*-3

ib
331
.Y %ﬁ%!’

&
|



AIR MANUAL

4.

Technical Correspondence

(C) ACOUSTIC SECTION

(D) FREQUENCY PLANNING SECTION
1.

a} Commercial testing of mikes L/S and
Acoustic malerials

b} Testing of Departmental L/S of
Mikes/ And materials etc.

¢) Acoustic measurements of studios;
Halls; Buildings others than AIR

Technical correspondence reg. projects
Standard Test Tapes

Correspondence relating to coustic
matters

Annual Reports

National/ Frequency schedule and

Reception Reports on Services &

Foreign Broadcasts

a) Frequency deviation log book/
Reception log Book/ Casual Report
Log Book

Technical Maintenance of Receiving
Centres

Correspondence with Computer Centre;
Electronics Commission ete.

New Proposals for HF Service/ Seasonat
Wave-length Schedule and Special
Progs etc.

C3

C-5

C-5

C-10

C-3

C-5

C-5

C-5

[70

Five printed copies may be kept
in the Library for reference
purpose
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Frequency Schedules
a) From Foreign Countries
b} AIR Frequency schedules

a} Operation of SW/ MW Transmitters
b) Abnormal Operation of Transmitters
Correspondence regarding

Analysis and correspondence reg.
Internal & External Services/ Vividh
Bharti/S.W. Service/Regional 5.W.
service

a) Monitoring of Foreign Broadcasts

b) Correspondence regarding Monitoring

c) Reception Reports from foreign
countries

Field strength and Reception Reports on
Shortwave Transmitters

Reception Report on special
Programmes

. Clear Channel Watch & Interference

Reports from Receiving Centre

(E) Purchase Section

L

Purchase of indigenous/ Foreign
equipments/ Instruments etc. under
Non-Plan/ Plan revenue

Rules

Others

Purchase of imported storesunder Non-
Plan Revenue/Plan Capital; T.D.C.;
N.LF.

Policy matters/ Rules

Others

C-5
C-5
C-3
C-3

C-3

C-10
C-3
C-5

C-5

C-5

C-5

B. Keep
C-5

B. Keep
C-5

171
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3. Custom Duty exemption

4. Foreign Exchange Release

5.  Sixth Five Years Plan & Plan Proposal-
Correspondence etc.

6. Correspondence reg. purchase matters
& Catalogues

7. Correspondence with DGTD

8. Projects files

(F) Propogation-Section

1.

Studios related to:-

a) lonospheric propogation—study
reports

b) Longwave/Medium wave/ HF; VHF/
and TV Transmission from P&T-
Microwave Towers

Correspondence regarding lonospheric
data sheets with other station/
Directorate Organisation/ Foreign
Station etc.

Valves of solar flux at 2800 MHZ from
Canada & other countrics

Valves of emitted frequencies & Time
signal from foreign countries

lonospheric index from UK & other
countries

Solar/cosmic & ionospheric data

MUF Prediction
{Medium ultra frequency)

Internal lonospheric data-
correspondence regarding

C-5
Cc-3
C-10

C-5

C-10
C-10

C-3 after its
publication
C-5

C-5

B. Keep

B. Keep

B. Keep

B. Keep
C-3

C-5

172

Five printed copies may be kept
in Library
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(G) Conference Section:

I. Committee/ Conference/Seminers/
Symposia etc.
i) Composition/ Recomposition/ Agenda
ii} Minutes/ Policy descision
iii} Follow up action on
recommendation
iv) Technical Reports & AIR
Technica) Review/Research Reports

v} Corrrespondence regarding the

2. ISI Committees/Seminars &

others matters:

A) Acoustical sectional committee/
electronic measuring equipment
sectional committee/ electromagnetic
interference suppression sectional
committee/ recording sectional
committee etc. AIR representatives
in the IS1 Committee

B) Correspondence regarding 151

C) 1SI documents received from DG

D) Piezo-electric divices-1SI

E} Fixed capacitors used in electronics IS]

3. World Administrative Radio Conference
(HFBC) AIR Representation in the
conference & its Report.

4, Matter relating to the CCIR
(Consultative Council of International
Radio):

i) CCIR-8G-I (Spectrum utilization &
Monitorings)

C-5
B. Keep
B. Keep

C-3 after its
publication

C-5

C-5

C-5
C-5
C-10

Five printed copies may
be kept in the Lirbary
for ready reference
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ity CCIR-8G-3
iil} CCIR-8G-5 (Propagation in Non-
ionised media)
iv) CCIR-8G-6 (Propagation in lonised
media)
v) CCIR-G-7 (Standard frequencies &
Time signal)
vi) CCIR-8G-10 {Broadcasting service:
Sound)
vii) CCIR 5G-10-11 (Broadcasting
Service & TV)
viit} CCIR-8G-10-11 {Broadcasting
satellite services Sound & TV)
ix) Supply of field strength data to CCIR
x} CCIR General Correspondence

5. a) Survey of lonospheric Propagation in
MF Band sponsored by ABU 8G-I
Survey reports.

b) ABU Correspondence reg. Ad hoc W/P
on HFBG.

6. a) Frequency Qccupancy chart for CBA
sub-committee
b) CBA Correspondence

{H) Prototype Section

1. Standing instructions from Ministry of
1&B/DG: AIR

2. Detail technical estimates and
correspondence regarding

3. a) Indent from station & correspondence
regarding

C-10

C-10

C.3
C-10

C-3/B. Keep in
originating body

C-10

C-3
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(D

A -

b) Despatch of equipment to the indentors
Feed back reports from stations

Physical verification of stores for
prototype Section.

Settlement of supplier’s Bill for
prototype-Section

Transfer of stores

Correspondence regarding internal check/
prototype bills/debt adjustment

Sound Section

Projects: Transmitter/ Studio and Antenna

project.

a) Remote Control Transmitters/20T
Collins Transmitter modified.

b) MW umbreila Antenna/ Wide-band SW
antenna/ Ferrite Loop Receiving
Antenna/ FM Antenna and miscellaneous
Antenna etc.

Photo relay protective Device
RF Wide Band Amplifiers
Digital Tonosonda

5-channel PWC Multiplaxer

Generators: Multi-brust generator/ Rips
generator etc.

Automatic Audio Parameter Measuring

equipment and automatic level control.

Electronic Switching console

C-3
C-5
C-3

C-3

C-3
C-3

B. Keep
C-to

C-15

C-5
C-3
C-5
C-3
Cc-3

C-10
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Or 1 year after completion
of audit

Or | year after completion of
audit whichever is later
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9. Microprocessor General

10. Measurement of Rainfall Attendation at
12 GHZ.

(J} Television Section

1.  Projects: a} Transmitter projects
b) Studio Projects
¢} Antenna projects
i} High Gain TV Antenna
ity Active TV Antenna
i} Band-1I Transmitting Antenna
for CE (WZ)and Miscellanous
TV Antenna.
d} TDC projects

2. CCIR Studies relating to studies & its
report gtc.

3. Broadcasting matters:
a} Stereophonic broadcasting
b) Utilisation of Sclar Power in broad-
casting
¢) Ancilliary broadcasting

4. Video/ Audio Switcher, Production Switcher
video Noise meter and video distribution
amplifiers etc.

5. Colour bar generator/colour TV
measurement and digital television

6.  VITs Technique

C-5
C-5

B, Keep
B. Keep
B. Keep

B. Keep
C-10

C-10
C-10

C-10
C-5
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ANNEXURE-15
(See Paragraph 18)

DELHI RADIO STATION: A SUBORDINATE OFFICE OF THE DIRECTORATE
GENERAL: ALL INDIA RADIO

Sl. Subject Period Period Remarks
No. recommended recommended

by the DRS AIR. by N.AL

New Delhi
I "2 3 4 5

PROGRAMME SECTIONS
Braj Madhuri Section, Yuva Vani-Section,
Punjabi & Troops Programme-Section,
Drama-Section, Western Music Section,
School Broadcast Section, University
Broadcast Section, Urdu Majilis Section,
Hindi Talks-Section, English Talks-Section,
Family Programme Sectior, Delhi
Darshan/ Aaj Subah Section, Child
Programme-Section, Women Programme
Section, Sperts Cell Section ete,

1. Committee/ Conference
Rural Programme Advisory
Committee/ Intermedia Programme
Consultative Committee, Subject
Committee/ Screening Committee/
Sports Advisory Committee & other
Committees/ Conferences.
Constitution/ Agenda/ Minutes & B. Keep
Follow up action on the recommen-
dation pertaining to the different
programmes

In originating body
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2.

10.

Lay out Plan of programmes for
broadcast

Programme Schedule

Local music audition board
constitution/ meetings/decisions

Audition of Music/ Drama and other

programme ete.

Qutside broadcast and recording
of talks ctc.

Special programme of Hindi/
English & Urdu languages.

National Programme

a) VIP Talks in all National
programme (PM’s broadcast/
President’s speech and speech of
other important persons)

b) Correspondence with DG:AIR
i} Regarding policy issues on

National programmes

¢) Booking of Artist for

Mational Programme

Payment of Royalty

Artist:

a) Contract & booking of Artists/
commeniators/casual artists/
talkers/ specialists etc (Indian
and Non-India)proposal register

b) Substitute booking and transfer
of artists etc,

C-1

C-1
B.keep

C5

C-3

B. Keep

B. Keep
C-5

C-5

C-5

178

Lay out register may be
kept for 5 years

Aundition register may be
kept permanently

Royalty Register may be
marked B. Keep

Contract issue register,
may be marked
B. Keep
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11.

i2.

16,

17.

Seripis: 1) Solicited scripts
i) unsolicited scripts

Grading & upgrading of Fees for
Talks/artists/commentators ¢ic.

Log Books/Cue sheets/Index Card
a) Transmissien Log book

b} Sectional Log Book/Cue sheets
¢} Individual Index Card

d) Duty Room Log Book

Correspondence with DG:AIR
regarding implementation of
policy/ rules retating to different
broadcast

Correspondence with Station
Director and different Radio
Station on various matiers

Correspondence with Artists/
Talkers

Correspondence with other organi-
sation reg. Programme.

. Out broadcast Bulletin

Letiers from listeners

B. Keep
C-!

C-5 of
1 year
after revision
of fees.

B. Keep
C-1¢
C-1

C-5

C-10

C-3

C-3

C-3

C-3 after
its publi-
cation

C-1

179

Files containing policy
decision may be marked
B. Keep

Files leading to any change
in policy may be kept
permanently

Five printed copies may
be kept permanently
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MUSIC AUDITION SECTION & VANDANA UNIT DELHI RADIO STATION

180

Sl. Subject Periad Period Remarks
No. recommended recommended
by the DRS AIR. by N.A.L
New Delhi .
| 2 3 4 5
!. Music Audition Competitions Ete.
1) Rules B. Keep
ii} Grant of exemption for auditien C-5
fee

2. Audition Committee
Constitution/ recanstitution/ Agenda B. Keep In originating body
Minutes/follow up action on Hindustani Music Auditjon
recommendations Broadcasting register may

be kept permanently

3. Upgradation of Artists/increase C-5 Audition register may be
of fees of artists, kept permanent

4. Appointment cf.judges-Nomination C-5
& addition etc.

5. Correspondence with DG: AIR, C-10
Station Directors regarding Music
audition in classical Light music
¢tc (Hindustani & Karnataka)

6. Result in original Hindustani/ C-5 Artists Ledger for
Karnataka/ Sindhi/ Ravindra Sangeet, Hindustani Karnataka music
Aadhunik & Folks music audition may be marked B. Keep
{Light music)

7. Zoning of stations:

Correspondence with other stations C-5 Files leading to any
regarding change of Zones change in policy decision
may be marked B. Keep

8. Weeded out Artists: Correspon- C-3

dence regarding
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9. Complaint/Representation from Artists/
Court Case.

10. Anniversaries programmes of other
celebrations

11. Correspondence with Artists regarding
" their booking for programmes

VANDANA UNIT
1. Bhajan Programmes recording tapes
2. Contract file and issue register

3. Correspondence with other AIR
Stations regarding Vandana

4. Sectional Log Book

C-5

C-10
C-10
C-5

C-10

After final judgement
under normal course
of law

181
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182

ANNEXURE 16

(See Paragraph 18)

STAFF TRAINING INSTITUTE (TECHNICAL)

Si. Subject Period Period Remarks
No. recommended recommended
by the A.LR. by N.A.L
New Deihi
1 2 3 4 5
(. Expansion of Training Institute
a} Expansion of STI(T) under C-10
five year plan & Development etc.
b} Progress Report on Plan Project B. Keep
2. Training Programme
A. a) Training Schemes in India/ B.keep
Abroad.
b) Syllabus B.keep
¢} Nomination of Indian From State C-5
Govt; Central Govt for Training
at STLT). list of selected
candidates.
B. In Service Training
i) Training abroad and in other B.keep; C-5 Files containing policy
Organisation of India. cases may be marked
B.keep.
ii) Special selection committee for C-5
Training of AIR Siaff abroad
List selected candidates.
C-5

jii) Training of AIR Personnel in

Foreign countrics under Colombo

Plan {Technical Co-operation
Schemes).
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C. Training of Indian Personnel of Organisations in India/ Abroad

p i) Training in satellite C-5
Communications
ii} Training of AIR Staff in other C-5
Institution
iii} Visit to Czechoslovak C-5

1 Radio Station

3.  Committees/ Conferences/ meetings etc.
Technical Meetings/ Conference of
Regional Engineers/ Technical
Advisory Committee

i) Compaositions
ii) Agenda B.Keep.
||_1) Minutes
. iv) Follow up action

v) Special instructions/ Comments/ C-10
Suggesting ete.

vi} Correspondence regarding the
committee set up for
formuiating Training Schemes for
Engineers/ Assistants.

4. Foreign Collaboration:

i
|
|
|
[ i} Training facilities to C-5
' staff of foreign Broadcasting
Organisations under various
Plan & Programme (Colombo
| Plan)
t

ii) Nomination of African C-5
Countries under special Common
Wealth African Assistance
1 Plan and other arrangement
for Training Purposes. ’
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iii) Foreign Trainees & Visitors C-5
I from different countries other
than colombo plan special
common Wealth African Assist-
anced Plan Training matters of
foreign National etc.

1v) Training facilities to C-5
staff of foreign Broadcasting
Organisations under Inter-
national Technical Economic
Co-operation, Schemes

v} Correspondence regarding C-5
foreign International Organis-
ation like, Asia-Pacific
Broadcasting Union, Consulta-
tive Council of International
Radio and International Tele-
communication Union efc.

[— oy m——— g

—— -

vi) Indo-French/Indo-Indonesia

- e——————

Technical Co-operation Schemes. B. Keep
vii) UNDP assistance to STI(T)
Correspondence regarding. B. Keep
viii) Agreements and Correspond- B. Keep in originating body,
ence regarding schemes for other C-5
i cooperation in the field of

T & B between India & other
Countries (other than French}

] 5. Technical Manual Amendment to the B. Keep/ B, Keep
’ Manual

[ Review of Manual C-10
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6.

Practical Training to Engineering
Graduates at AIR Installations,
request from various Universities
& members of Public.Other refer-
ence from Education institutions.
-— Various Training Courses for
different sessions,
— Master lists of Trainees

C-5

C-10

B. Keep

i85
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6.

Practical Training to Engineering
Graduates at AIR Installations,
request from various Universities
& members of Public.Other refer-
ence from Education Institutions.
— Various Training Courses for
different sessions,
— Master lists of Trainees

C-5

C-10

B. Keep

185
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expenditure

AIR MANUAL
ANNEXURE 17
(See Paragraph 36)
ACCOUNTS & GENERAL RECORDS
SL Subject Period preservation Authority Remarks
No.
1. Estimates Committee Reports |
and action taken thereon
Permanent
2. Public Accounts Committee’s
Report and other parliamentary
Committees
3. Audit Reports, objection and 5 Years
notes
4. Audit Inspection Reports 10 Years
5. Quarterly review of expenditure 3 Years
6. Revenue Receipts under 5 Years
XXX P'Casting
7. Surrender of Funds 5 Years
8. Appropriation Accounts 5 Years
9. Re-appropriation 5 Years
13. Treatment of AIR asa ‘B’
' Commercial Department or
Service Department
I'l. Proforma Accounts 10 Years
12. Financiat Stock-taking of Projects ‘B’
3. Closing of Accounts of completed ‘B’
projects
E4. Five Year Plan-Progress of 10 Years
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15. Permanent Advance (imprest}

17.
18.

20.

21,

22.

Counterfoils of Cheques

Pay Order Book.

Artist Ledgers

Vouchers of valuz upto Rs. 100/ -

Bank remittance challans other
than those relating to deposit

items.

Receipts book of Radio
pubiications.

Money order Coupons relating
to receipts of Radio publications

Register of contingent Charges

Permanent in the case of
offices issuing the orders in
case of others only standing
orders need be kept

3 Years Concurred in by AGCR
in his U.Q. No. T.J.
7-23-358. dt. 7.5.194]

D.G. AIR., Memo. No.
18{210) A, dt. 24.5.1941

10 Years

{0 Years

3 Years. DG, AIR., U.O. No.
17063 Gi 46, dt. 22.7.46
AGCR.U.O No.
25-17902, dt. 6.7.1946

3 Years. —do-—

3 Years. ) —do—

3 Years —do—

5 Years. DG, AIR., File No.

17{63}G /46, dt. 18.3.47-
AGCR. U.0. No. TA-

25-17/3659, dt. 24.2.1947.

t87

Concurrence of Audit Officer
before they are destroyed

Audit Officer to be consulted
before destruction

—do—

—do—

—do
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24, Columnar Cash Book

25, Cash Book of Pay and
Allowances

26. Cash Book AIR A-79 (and
manuscript form)}

27. Register of Money Orders.
(AIR-A-BD)

28 Register of Advertisement Bills-
AlR-AT8

29. Alphabetical ledger of
subscribers

20 Years

20 Years

20 Years

5 Years

—do—

5 Years

Ministry of Fin. O.M. No.
F. 11{14)-EIl (A)/ 57,

dt. 4.11.57, concurred in
DCA's U.O. No. LA-i/
25-misc. (AIR)

58-59/4839, dt. 30-31,10.58,

Min. of Fin. 0.M. No.

F. 11-(14) EIl(A)/57,

dt. 4.11.57, DG., AIR’s
endorsement No. 1/30/57-
OXM dt. 15.10.56

Min. of Fin. O0.M. No.

F. 11{14)-Ell (A),

dt. 4.11.57, concurred in
by AG., Madras in his
U.0. No. DA 11} AIR /440,
dt. 26.7.58.

Concurred in by AG.,
Madras in his U.0. No.
T.1.LB./ AIR No. 424

dt. 14.7.47 D.G., AIR,
File No. 17(63)G/48

—do—
Concurred in by A.G.

Madras in his U.Q. No.
T.1.B/ AIR No. 424, dt.

14.7.47 D.G., AlIR., File No.

17(63)G /46

188

Audit Officer to be
consulted before destruction

—do—

Audit Officer to be consulted
before destruction
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31
32,
33.
34.
35.
36.

37,

8.

39,

4].

42.
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AIR MANUAL

30,
3L
32
33.
M
35
36.
37.

38.

39,
40.

4].

42.

Agency Ledger (Manuscript)
Advertisement Bills

Advertisement Ledger (Manuscript)
Credit Notes

Advertisement Order
Advertisement Acceptances
Subscriber Ledger (Manuscript).

Cash Book for Radio Journals
{Vanoli & Vani}

Cash Book for Radio Journals
Betar Jagar & Akashi (Old AIR-
134A)

[ncome-tax returns

Car Log Book (AIR-A-60)

Petrol Log Book (AIR-A-61)

Requisitions for car

—do—
—do—
—do—
—do—
—do—
—do—

—do—

20 Years -

20 Years.

| Year

—do—
—do—
—do—
—do—
—do—
—do—
dO—

Min. of Finance G.M. Neo.
F. 11{14}-EH{A); 57,
de. 4.11.57 concurred in by

AG., Madras in his U.O. No.

DA I} AIR/440, dt. 26.7.58

Min. of Finance O.M. No.
F. 1I{1H)EII{A)/ 57,
de. 4.1.57. concurred in by

AG. West Bengal in his U.O.

No. LJ11; Radiof 2/ 969,
dt. 22.8.58

3 Years after all the
recoveries have been made,

3 Years after all the bills
have been passed

One Year or till the Admn.

Inspection is over

—do—
—do—
—do—
—do—
—do—
—do—

—do--
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43.
45.

47,

48.

49.
50.

51.

52.

53.

54.

it

w. ar. & sk a nd &

ITHETF TE! T 39T FQR B
FRPAA B WA B 2 W

| Faiearsay i w9l
T ST T Foeex

e et & qimv

(&. Wr.-5)

o @ & g

IT-AFAEAT A% | @9 faar)

&r g safaat
wrset o ghaat

TEIE TA H AT FIET

Hqa% TLH

(@) faam SoC fom A=

e fear wam
Mo foard?

ot Progfmat B g fem
T

!lﬂ!!

10 a¥

% TP

4 4

IR BIHET T
&y giren Imafeat
T &1 IE dET
e feoaforat fraes
9T &7 A%< fepar s

35 o ad & awre
M RATIINTF
ayd fF e
P TR TOEAE
JEr Tl i FT
g 2 3 dar ohew
JHI0 OF AT 7 frar
T 21

T
3 9

3=

qar frafa & g
Ay o av A 9y A
# 5 af [ TFI

3 ag

T 7R T



T

AIR MANUAL

43
44,
45,

46.
47,

48.

49.
30.
51,
52.

53

54,

Stores Ledgers
S.R.B. and S.I.B,

Sanction of head of office for
incusring expenditure on
contingencies

Register of Baok Debits

Counter Foil of Receipt
Books (T.R. 5)

Sub-vouchers relating to Secret
Service expenditure

Audit objections
List of Files
Issues of Identity Cards.

Parliament Questions

Character Rolls

Communication of Adverse
remarks

IB|
10 Years

5 Years.

5 Years
Permanent

3 Years

(a) Answered/ Admitted—

3 Years

3 Years after retirement or
5 Years after resignation

3 Years

2 Years after the bills have
been paid.

3 Years except those in
respect of which audit
objections are outstanding
They should be destroyed
only after settdement of the
audit objections

3 Years after the expiry of
the financial year in which
the expenditure was
incurred subject to
completion of admn. audit
and issue of audit certificate
by the nominated controlling
officer
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~355.

36.

57.

58,

59.

6l.

62.

63.

65.
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AIR MANUAL

55.

56.

57.

58.
59

60.

6l

62.

63.

65,

Disciplinary cases

Uniforms

(a) Issue renewal surrender
withdrawal

{b} Stock Register

Maiters relating to purchase,
hiring, repairs ¢tc. of typewriters
duplicators, bi-cycles, furniture,
plass, locks etc.

Hiring of taxis, and shamianas

Matter relating to Canteens

Purchase of Books of Publications.

{a) Purchase
(b) Lending & lssue
{c) Inventory

Purchase of staff Car,
Machinery etc.

Reports of physical verification
of stores etc.

Grant of advance for the
purchase of conveyances.

Grant of advance for House
building etc.

Grant of advance from GPF,
CPF, Festival advance &
miscellanecus Advances

. i91

(i) (a) Resulting in imposition of minor penalties. |5 years become effective from the
date of the punishment
(b) Resulting in impesition of minor penalties: Till the Government servant is in
Service
(c) Exoneration of Govt. Servant. Not exceeding 3 years depending upon the nature
of the case,

5 Years.

5 Years

5 Years

3 Years after expiry of
contract

5 Years

1 Year

5 Years after it has ceased to
be current

5 Years after disposal
or replacement of car.
10 Years

3 Years

Permanent

3 Years after final
recovery
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AIR MANUAL

66.

67.
68,

69.

70.

71

72.

73,

74.

75.
76.

77.

P.L.1. Insurance

Rent demand statement

Recovery of Water, Electric
charges payable to Municipal
Corpotation (Bills and
correspondence regarding

T.A. including LTC Bills and
Acquittance Rolls

Sanction for contingent
expenditure)

OTA claims (Registers &
lists received from the sections).

Furnishing of security by
Storckeeper and Cashier

Vouchers of petty value
not furnished to Audit

Civil Suits against Govt.

Register of record destroy

O.P. V/Stock register of
consumable stores (S-150)

Despatch register. of local
Dak

3 Years
1 Year

3 Years

3 Years

5 Years

5 Years

‘B‘

5 Years

5 Years from the date of
decision

;Br

5 Years after the bills
has been passed

3 Years

192



