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PUNJABRAO KRISHI VIDYAPEETH, AKOLA.
FINANCIAL ADMINISTRATION DN.

T

No. FAD/Aud/5354 o , ‘ - Dated the 10" Dec:,84 -
‘ . ' _ 21.1.85

" In supérscssion of this division Cizcular No,FAD/Aud/0182 of 9" July, 1982 on. the
.above subject, the rules for classification, prmervationmddut'mctionofrecord. have been framed and
lhcdraﬂnﬂesouthiswoomnaremclosedalqﬂgwithiunchedule. : .

S The Head of office Draﬁr'mg Officer is responsible for maintance of record of his office
he should be, see, by carrying out inspection, that all the auditable record and important record ip
propudynnimainedandmmgedandlocuqdinnfemsmdy;forpreoavﬁon :

. The. action for destruction of record, which has gone old beyond the time limit of
preservation should be taken, in accordance with the procedure lead done in the rules 2
herowit! . ‘ | |
- , : Sd/-
' ( G.B. Shelke )
y’.&v.,Axo,l'.A

Copyto ==

1) Controlling Officer (All)

2) Heads of Offices (All)

3) D.D.O.s(Al) o
4) PP.&AO. Akola for informnation.
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‘Rules for Classification, Preservation and Destructio? of Record

.»r ' .
These Rules may be called Rules for Classification, Preservation and D?"“*"‘im.‘ of Ro;cord.

1. Classification of Record for purpose of destruction-
shall

1) Al record of Dr. PD.K.V. in {he University office oF & subordinate office at other centers,
rega  record sha!l bF preserved

be classified in to following classes, having regard to the peﬂ?‘! for whigh suct I,

namely -
e A) Class Record :- Toboprmwedpummcmly.
.y B)  Class Record :- To be preserved for 30 years.
% (E) Class Record '~ Tobepfeservedforlt)yenrs.
@ D Class Record :- To be preserved for 5 years.
7 D) ClassReoord - To be preserved until disposal of the subject matter of the papef or the
completion of the Audit of the Accounts of the University for the period to whigh the papers of record

"““l""’ final disposal of all audit objegtions, pertzining 42 the ?,11,’3?‘.“ mattge of ’,‘,{91‘. papeT? and
2) Every year after compl ion of annual audit of accounts, District Audit Officer, Local Fund
Account and Accountant General M.S.-11 Nagpu! and Annual inspection of the offices of University by
the controlling officer, the record of cach office shall be classified in 10 one of such glasses if
aocordance with the class indicated apposite the subject matier of the document, setout in Sghedule-1
here to sppended. i ST : AR : ' h

3) anner io C
<!

All the record of which the prescribed time limit for preservation has been expired, should be
sorted out and a list ofmhrecorddmuldbeprepnedinregi;tuMZcpgiqusucb ligts should be
sent to the controlling officer with a proposal of diminution and destruggion of record. On receipt of
sanction for elimination and appointed in which one member shall be officer office of the I.Jnjve'[sity
situated at the place or near about the destination of the office. The committec shall cause & review of
reviving and verifying all such record, it shoyld be destroyed in presence of Head of Office either by
reating of ing. e ce of Head ©0 = et

If the record is destroyed by tearing it shoutd be sold or otherwise burnt if not cost is fetched, in
the presence of officer OF his authorized representatives. ‘ ‘

Provided that the record of secret of confidential nature shall be destroyed qnly by uming.

4 ister of Records de

The Head of Office shall maintain 3 record in the register as
provided in Schedule-1L here t0 append.

Controlling fficer at the time of visit of inspection should inspect the register or record anc
review the position of nggsiﬁgnioﬂ and maintenance of record. @

6) REFERENCE :
Where any doubt arises in receipt of the classification of record in accordance with sub-rule-2 !
Rule 2 or in regard to the of destruction of any record the matter shall be ;e_fgreq to tl

Comptroller and his decision shall be final.

stated in Rule 3 above in the form

Sd/-
(G.B. Shelke)
Comptrollef,
PK.V. Akola
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SCHEDULE -~ 1
Classification of Record of
Sr» Subject mater of Record Class of
No. | Record
L R S 3. | &
1 | Mannual / Sore Order / University Circular A
2 Rulet,reguhﬁaLﬁmedbyUniv./Govl.Act&othermﬂu—Anmal A
| Report / Annual Account, Journals, gazettes etc. -
3 | Govt. Gazstte - Pant 1 & III-[ A Al
. PartI1 +1V B |
Part IIT Cl
"4 | List of Books / Journals, Publications Cl1 I—
5 | Correspondence on Books / distributions advice note. D |
6 | lnward and outward register A
7 | Periodical & Special Register A -
| 8 | Tapal/Peon delivery book D
9 | Indent-stationary / forms CI ]
10| Inspection note and action taken thereon - C —
11| Audit note and compliance reports B
12 | Courtcases / suits | A
| 13| Dele ation of powers e, s A L
14 | Proceedings of conferences c |
| 15  Tour programmes _________’____________?—————*__E.]__-v—._——————
16 | Press note/ groclamntions / notification if published in Gazette D S
17 | Work sheet ' c I
[ 18| Resolutions _ T A "
19 | Model Indent ”/”__,.___A,__rf__«
20| Purchase of transfer OM.MQM — 1A
21" | Dead stock Register ___—— __,_—’—'———"“———‘L—‘——*—"‘
22 | Library Book Register 7‘_"4_________,_.__—————__.5_____‘_.._
23 W | A
24 | Visitors Book | A ———
26 | Rubber Stamp [ndent 1 A L
27 _| Appointment / Postin and transfer orders ) g SR
i LM —s 1|
29 M —C | —
30 E\wﬁonandCOOPﬁMOGmemwwﬂwmmme,m
31 | Honoraria and all allowsnces of claim ____—————n o —e -1
T L —
33 | T.A. to Councilors/ Committee : , T
34 | Diaries _ - ——%1"’
35 | Conduct of exam and results - — D —
36 | Permission.to WW — | —
37 |Listof ABCD : — 1B |
38 M — C
39 W C1
40 M A
a1 | Policy matter / janning coordinati . A E
a2 Wﬂ’"‘ ' |
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/3

oy SN

g —— M - __‘___.__—-—-—“—‘____‘_—1
1L ) 2. R 3| 4
43 | Invalid pension cases — B S—
44 | Transfer to foreign service . B
45 | Dismissal, invalidation, resignation, disch_aggg,_reducﬁon from service C
46 | Leave Account o . C
47 | Casual Leave Applications D
48 | Notice of attachment of salary by court c
49 | G.P.F. Advance C
50 | Annual Administration Report C o
51 | Deputation allowance / remuneration . : C
52 | Postage stamp account / correspondence C
53 | General Cash Book / Imprest Account B
54 | Budget File/ Supplementary / Revised Budget B
55 | Pe appropriation statement - D
56 | Register of contingent expenditure Bill Register B
S6A | Monthly Expenditure Statement and Receipt Statement D
57 | Monthly return of pensioner c —
58 | Pay Bills/ Acquittance Rolls ~ B —
56 | Writting of irrelovable ducs C
60 | Day Book / Daily labour record muster roll A
61 | Classified register of receipt and payment B,
62 | Ledger of work expenditure R B ]
63 | Receipted challans of money paid to U.Govt. by Bank 7 Univ. fund and B
other agencies and all voucher including material / contract bills /
Muster Roll. )
64 | T.A_ Bills and other bills office copies C
~65 | Statement of review and establishment charge c
66 | Refund vouchers commespandence C
67 | Voucher of land acquisition B
68 | Pension Bills C
69 | Cheque Book (used counter forte) D
70 | Register of cheques issued A
71 | Forwarding memos / acknowledgement of bills / cheque D
72 | Daily sheets D
73 | Pass Books R C1I
74 | Monthly cash account / abstract of PWD expenditure Cl
75 | Indent store Cl O
76 | Receipt for securities | Cl1
77 | Sanction of expenditure / joan / contingent expenditure [}
78 | Trust and endonsment ledger : A
79 | Purchase, Sell, Deposit Securities, Deposit and Payment Register B
80 | Refund of deposit D
81 | Register of donations C —
82 | Register of Advances B
83 | Correspondence Advance and purchase of vehicles C I
84 | Statement of P.A. B |
85 | Register of Investment security deposit A [
86 | Assessment list c |
87 | Scholarship Bills / Registers Acquittance g I S
88 | Grant-in-aid correspondence ] -
89 | Miscellaneous correspondence I.——ll———-[::
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<

90 =ter of projects / Buildings A
91 | Register of Escavation work I AL —
92 -| Register of works 1 B I ——
93 | Plans and Estimates of Projects : - - A |
94 | Order for execution work )_—-—,_..-————D |
95 | Acquisition of land correspondence R ______.———C I
06 | Tenders and contract : . B -
97 | Monthly statement of material outside B |
08 | Purposive Grant ) R | B
99 | Work files . i} € |

100 MWﬂdbtmnofquanm—MRoﬂs.Mregiﬂﬂ/Bdhof B
Building rent ' : - - =T
101 | Receipt Books/ Bill Books Bl
102 | Register pension payment order ~—— | B L —
103 mual) Account o _____——_-—__,__.——’A‘ I—
104 ______ﬁ,___-_,__._-
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