
7470/2
7470.3,

CIRCULAR NO. A-25 (9)/70 Dated the 2nd August. 1971

Subject : Record retention schedules for records concerning Roads Wing

Attention of all the Executive Engineers in the Roads Wing is invited to A-l Section's Memo. No. A-
25 (9)/70 dated 13th April, 1971, and 3rd May, 1971, on the subject mentioned above, in which it was laid
down that technical files will be referred to the Executive Engineers concerned forindication regarding their
retention or destruction. It has been reported that files sent to the Exectuive Engineers by the Records Cell
are not being accepted by some of the Executive Engineers for one reason or the other. It is needless to
emphasise the importance of weeding out of unwanted papers. As the work of recording and weeding out
of papers in the Roads Wing is to be completed as early as oossible. all the Executive Engineers in the
Roads Wing are requested to return the files received from the Record Cell to them within a week or so
with necessary instructions for weeding out etc.

7470.4.

No. A-25 (9)/70 Dated the 12th August 1971

Subject : Record retention schedule for papers relating to the Roads Wing

In continuation of Administration I Section's Memorandum of even number dated the 13th April,
1971, on the subject mentioned above, the period for retention of the other records concerning the works
secKons in the Roads Wing will be as indicated below :

OTHER RECORDS

BRIDGE PROJECTS

May be destroyed after the lapse of 5 years from the date of receipt of completion report duly verified
by the Audit.

ROAD PROJECTS

May be destroyed after a period of 5 years from the date of closure of the file.

MECHANICAL SUBJECTS

May be destroyed after a period of 5 years from the date of closure of the files.

2. All the files which are required in connection with legal proceedings/Court Cases/Arbitration Cases
may continue to be retained till receipt of the decisions of the Court etc., and till final settlement of
the case by the Department on the basis of such decisions.

7470,5 .
OFFICE ORDER NO. 183/75 (FILE NO. A^25 (37)/75) DATED THE 24TH SEPT.. 1975. TO SECTION OFFICER Ob RECORD
CELL/ALL SECTIONS/ALL OFFICERS (technical as well as Seen.)

Subject : Weeding out of files by the Section Officer of Record Cell

It has been observed that a very large number of recorded files in the Record Cell are still pending for
review. Some of these files had become due for review in 1948 and others in subsequent years. If all these
files are sent to the concerned sections for review, the review work is bound to take a very long time and
also hamper the daily work of disposal of receipts and files of those sections.

Z It has also been observed from the files received back ip the Record Cell from the Sections alter
review that the review work has not been done properly. In most of the cases the year of review had been
merely changed in pencil and the change had not even been initialled by the Section Officer. For instance,

one file related to the demands for grants for 1967-68 and after review the year of destruction was changed
from 1975 to 1985. Evidently the demands for grants for 1967-68 cannot be of any use thereafter particularly
because the permanent record of these demands is available in the printed book.

3. It has been decided that the Section Officer of the Record Cell will review and weed out the files
(except technical files) which become due for destruction, in accordance with the periods of retention of
record mentioned in the Record Retention Schedule i.e. the files which become due for review according to



7470/3
the year of destruction indicated on the concerned file and for which the period of retention indicated in
the Record Retention Schedule expires are not to be sent to the concerned sections for review and weeding.
However, the Section Officer of the Record Cell will have the discretion to refer to the concerned sections,
such file in respect of which he has any doubt, as to whether or the concerned file is to be retained for a
further period, even though the period of retention indicated in the Record Retention Schedule has already
expired.
4. The files which are sent by the Section Officer of the Record Cell to the concerned sections will be

reviewed by those sections very carefully and if any of these files is required to be retained for a further
period, the change of the year of the destruction on that file shall be indicated in ink and initialled by the
Section Officer of the concerned Section.

5. All the Technical files ( i.e. the files relating to estimates/revised estimates and tenders of road/bridge
wotks) which become due for review and weeding, will be sent by the Section Officer of the Record Cell to
the concerned Executive Engineer.

7470.61
No. C-8 (46)/76 Dated the 27th December, 1977

CIRCULAR

Subject : Recordin^Indexing and Weeding of files

A meeting was held in the room of DG ( RD) & Addl. Secretary on 5th December 1977 to discuss the
question of recording, indexing and weeding out of files in the Roads Wing. Besides DG (RD) & Addl.
Secy, the meeting was attended by DS (R), the Under Secretaries and the Section Officers in the Roads
Wing.
2. DG (RD) & Addl. Secy, stressed on all the officers present in the meeting the need for giving proper

attention to the work relating to recording, indexing and weeding out of files. It was brought out at the
meeting that the files sent by the Record Cell to the various Sections for review were not given due atten-
tion. The files which could be weeded out and destroyed, were sent back to the Record Cell for being kept
for further period of three to five years and required to be reviewed again on the expiry of the said period
This is resulting in accumulation of a large number of files in the Record Cell occupying all the available
space. It is. therfore, most essential that the files which have outlived their utility should be weeded out and
destroyed so as to make room for the fresh files being received by the Record Cell from different Sections.
3. It is, therefore, again brought to the notice of all officers/sections that the work relating to the weeding

out of old files should be given due importance and files which are not required to be retained should be
marked for weeding out/destruction. Necessary instructions providing guidelines for weeding out old files
in the Roads Wing were issued vide circular letter No. A-25 - (9)/70 dated 2.8.71 and 24.9.73 (copies
enclosed ). These guidelines should therefore be kept in view while marking the files for recording, weeding
out etc.

To
All Under Secretaries and Section Officers in the Roads Wing

7470.7.

No. RW-C&A-8 (8)/81 Dated the 3rd December, 1981

OFFICE ORDER

Subject : Weeding out of the old files

It has been observed that a number of old files which have been sent to the various sections by the
Record Cell for weeding are lying there and proper steps have not been taken for reviewing these files to
decide about their destruction/further retention. With a view to stream-lining the regular flow of these files
from the sections to the technical officers and also keeping in view the existing work-load of the Executive
Engineers in the various zones, it has been decided that the sections will send at the rate of upto 5 files per
week to each of the Executive Engineer for reviewing the old files under the overall supervision of the
Superintending Engineers and respective Chief Engineers. It will also be ensured that these files are
returned to the sections concerned with definite orders for destruction or further retention as per the exist-
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