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e/330/2014/ ¢ Cated: W August, 2014
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NOTIFICATION

This is o bring to your kind attention the fact that the rules for
classification of records available in the section has been notified vide
letter No.Estab-II(i)/54/2012/01/45843 dated 21.01.2014 (copy of
covering letter is'enclosed).

Further, the rules for weeding out of old records as amended by
the Executive Council Resolution No.14C dated 10.02.2604 is also
enclosed.

In this connection, I am dirccted to rcqucst you to classify all the
records as per norms citculated, i not done earlier. A detailed report
consisting of list of records to be weeded out as per rules, be prepared
latest by 31.08.2014.

,‘;’—.\‘f—\\.‘
G
KDY
Deputy Registfar (Estate)
To All
The Deans of the Faculties/Heads of the Departments/Directors of the

Centres/Deputy Registrars/Assistant Registrars/Offices/Sections
conccrned, University of Delhi, Delhi

R FEA-107 (F.d.), T4 qO@ =S w3, Rz AaRagmey, Ged- 110007
rRoom No0.107 (FF), New Administrative Block, D.U., Delhl-110007
NS Telefax :011-27662451, 011-27667725 (Extn..11568)




The Deans of the Faculties 7 Heads of the Departinents / Deputy Registrars | Assistant
Kegistrars / Offices / Sections concerned

Sub. : Implementation of file / document numbering system in the University-regarding.
Sir / Madam,

In conlinuation to office letter of even no. dated 10-07-13 on the subject cited above, it is
informed that the University has revised the document on File Management System in 2013 by
incorporating additional inputs from various sources as well as including Annexure — VII, which
gives a numeric code to the Colleges, Faculties, Departments, Hostels and Institutions. This
document will help in proper rc ~d management in the University as well -~ easy retrieval of
documents from time to time.

The operational aspect of the document has already been discussed by the Deputy Registrar
(Information), who has conceptualized and devised the document, in a meeting of all the officers of
the University held on 05.05.2012.

A copy of the revised document of 2013 containing various types of codes alongwith step
by step procedure of file/document numbering is enclosed for kind information and strict
implementation with immediate effect. However, an additional copy of the document, if required,
may be obtained from the Office of the Assistant Registrar (Estab.- Non Teaching) / Section
Officer, Establishment Section- II(i), Room No. 203, IInd Floor, New Administrative Building (Tel.
Nos. 011-27667129 and 011-27667725 / 1168).’

In case of any case specific difficulty in implementing the system in your office / section, it
may be taken up with the office of the Assistant Registrar (Estab. - Non Teaching) / Section
Officer, Estab fI(i) for further clarification which may be relevant in this regard.

Since the system has already been successfully implemented in most of the offices/sections
of the University, you are required to take up the matter on priority, if not implemented earlier. The
exercise is required to be completed by 31.03.2014 and compliance to this effect is required to be
forwarded to the Assistant Registrar (Estab. — Non Teaching) for reference and record.

Yours faithfully.

-——-/J'i/’f A B S
o ,\(\j o S
Encl. as above J{Pglstral
Copy to: As per standard list 5 B
LT 8 / N~
v'/’ . éi/
f”?fevﬁ Preafmrera, Resfl — 110007, ¢ niversi ity of Delhi, Deihi-110007 .

T/ Velephone No, DTE-27H6TT2527667333, mad / Fax Vo N1L-276A6330, &amgc/\-: hsite: wwnwduaae.in
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iU, Resolved that ibe following amendments io the Weeding
7 the Uriversity for destruction of old records be accepted

t2) Existing provision under the Head “Establishment Branch/
Academic”

Sr.No Naiure of Record Period of Preservation

237 Personzl files and Service Permanent
Record Registers

Ameadment Froposed

Substitute the following for the above:

Sr.No. Nature of Record Period of Preservation
237 Pcrsonal files and Service
Books of
(3) @®fficials entitled to 3 years after issue of
retirement/terminal final pension/gratuity
benefits orders
(b) Other employees 3 years after they have

ceased to be tn service.

b) Extsting provision under the Heud “Establishment Branch
Non-Academic

Sr. No. Nuture of Record Period «f Preservation
287 Personal Files Permanent

Amendineat Proposed -

Subsrituce the followiny for the above :-

SrNo Nature of Record Period of Preservation
87 Personal Files and Service
Books of
(a) Officials entitled 10 3 years after assue of
retirement/terminal final Penston/Gratuity
benefits Payment orders.
(b) Other employees 3 years after they have

ccased to be in service.
The Council noted ihat
I. The University had framed its own Weeding Rules in terms

of EC Resolutions No. 6§28, dated 17.3.1983, Mo, 656, dated
18.2.1985 and No. 5(i), dated 29.5.1989

It is not pracucally feasible to preserve the records perma-
nently. due to acute scarcity of space with the Record
Section

(]

The proposed amendments are in consonance with the
Veeding Rules of old Records of Govi of Iadia.

(9]

4. However. the Service Books will be preserved.
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Printiag «f Calendsr
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ccneress a-d Lonference
Jdeierations, Belegation of
Teaachers and others
Act Amendment Files
Court, Executive-Council,

Acedemic Council_Meeting

Notices, Resolutions, etc.
Court, "xecutive Counbil,

Academic Council-Originai

Minutes (Signed) w
Statues, Rezulations and

Ordinance Lﬁlns additions,
alterstions =stc,
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Permonent

3 Years
3 Years

Permanent

Permenent

Permanent

5 Years
S Years

Permanant

All the files
relating vo
each college.
Permanent

Permanent

‘10 Years (or
£1ill printing
of the next
two editions).

3 Years
Permsanent
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Jiar and Des ¢l Reaqisters

M r-e.lanzius Uorrespondence

A L0iatent o Unlversity
rpresanisitive 01 the..Hfoverning
Bodies of t-lleces and Institutions

Censtitution ~nd Rules and
Rezulations ©f the Governing
3odies of (Collzges ¥

Files reletinr %c constltution of
author =cion

P,A,_T0 YICE-CUAMCALICR

Ass»er ticns . Cnainrsg and Councils

Membershins of Dhards and. Committees

Catie-es, D2periments, Faculties

dilse, v.rroapandence

Mis.. t/pe of “orrespondence
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yistar
Plaaniunyg Crov o Ciles
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Tarvlated Rerulis .
Arpointment of rxaminers

() Tilez-Carrerpondenie

{(11i) Accapbsanes--fornms

(i%2) Lopw—RBight-t'HoTms

Priating cof
minutes may bhe
kept for 2 vears

S Years
3 Yeers

Twn terms-
6 Years
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3 Years
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1 Year
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1lists extracts
cerried foarward
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previous years
cevrried forward
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2 Years

S Years
2 Years
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3 Years
S Yaars
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_ sruna Examiners L
TEValusLigy ~p Tesults, Correspsy-
dence, GDPIICBtionS«and conngcted
SCripts
Re—Checking of Results3 LOrigs—
DoﬁOEﬂCP, dfpiicationg and
CONnected, Scripgs '
Other a3 wer - booksy _
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Moderatjen cf ResUTtSvCOTToSp0n~‘
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Supply of Marks :
1) Files of Correspondewae
11 Applications
71i1) Conterfoils
Supply of Dernrzas, Dipi:iuas,
Certificacesw Miplicste todles,
applications, Correspnndence
ang Counterfoi]s
Convocetion
(i) Anual files reg:
"orrespcndence etc. a
(11) 3pecial Convoqatioh«files.
Tag. corraspondence BtC,
(1i1) Convocatsicn Week-fi:es
Teg, Correspondenéo‘ .
(1) Award ar Scholarship, Medals
end prigzes files
(11) avawvd of 3C.0larships,
Medals and prizes files,
. from foreign bodies/zounterigs
(111) Iastitution of Sch/Vedals/
Prizes & Rules and Tegula-
tion ste,
Exeminatic s conducted on
behalf Af cther duthorities - -
Uquirmoans—cases files ‘e

Pracrical Tredning Certiricates~
files o

(1) Pre—Ph.D./Ph.D,._/D,&.//m
D.L,L(/D.Litt. Tilaes
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n
1<
(]
™
ot
V)

[g\]

AV
<
[0)

‘o
~
()]

Years
Manths

H (0

49]

YeAars
Years

Yeers
Yearsg
Yezrs

oM N

3 Years

Permanant

2 Years

3 Yaars

3 Years

]

Permianent
2 Years )
Ti11 the ‘periog
Punishment

3 Ye~rs.

ci




L pert o of Exeminers and
irccondings of the Commltt
_ .5 ~o"sideT the reports Permanent
371 Miscellaneoys Correspondence flles 2 Years
5 W C~lwes_ondeice with the Heads of
tne Derpartments regzarding Courses
=< Reading Fermanant
573 NfT5cial conles for the Caurses
ol ‘fzadinz . Permanent
374 Dissertetinns,/Project Report
etc. 1ix rezpect ofpfailed candidates Parmanent
’ - (fo hrz kept in
the Uaiversity
Library)
SN Diasr v & Despathh Reglsters,
Fenn ok 2 Years
376, “11ﬁ°“r Rerlisters 2 Yeors
277, Resuits (Cyclostyled spasre cepiles) 1 Years
COLLEZE RRAMCH
i
373. Rules and Re:-ulations of the .
Governing Bodies of Colleges Permanent
379, Appnnintment nf University :
Representetives nn the Goveraning
pedies of Cnlleges _ 10 Years
380, A~enda 2nd miutes nf the mee*ingu-—
of Govuornine RBodles of Colleres 5 Years
381. Applicztians of Colleres xnr
sterting new czurses pe” 10 Yeers
382. Misgellanenus Correspondence . S Years
383. BocBd of Residence, Health
and Divcipline 5 Years
384, Hicher initial start tA the
Ceachers of the Cnlleges 10 Yeers
385, Grant <¢f Study Leave to Teachers
cf Colleges 1% Years
386, Zollege Building. Plans, additiens etc. 10 Yoars
387. Txerutives of- Lease deeds hy ,
Cnlleres : Permanent
338, Inspecticn of Cnhllege under
Soetuse 30(1) Permanecnt
339, Lihcary Boaks—Oreuts ta Cnlle.e 10 Years
390. studoats 4id Furd in Colleses Permanent
391. “ngounant lund of the Colleges Permanent
3992, Tarnitare tTevts Se Celleges 10 Years
323. fraats far vurchése of Appsratus )
% ACuloonaats 10 Yzars
394, 5stahiisitemnt of Text Book .
Library,Grants end other Library grants S Years
335, Fuildinz Grants to Colleges ., 10 Years
336, Provident Tund for oine Colleges Permanent



' A2T10 2l LEllurers & AsSstEt.,
Lz¢ourerys in the Collages Tsrmanent
29 Coaditin s and basis or (G.z:018
o to Collng=s ‘Permansnt
= audic 4. Tollemes Accaunts 17 Vagrs
jQQ maditors Aappointment . 10 Years
(AN tppointr 2nt Af Poreirn teachers 5 Yoors
402, Delhi Untfersitv Constituent
Tnlle-e4 L:view ~f the staflf &
pasition «r the Lihraries Fermanent
203, AppointT .o~ of Priacipal & ¢
Cff-. P. .ncionals ' Permenent
401, Files 07 Juastityent dbl'“" =
derline == on disposels Of,
vierlows 1l telleneous motiers S5 Years
4085, E.tensi.n «f services of, !
Collgn2 Teachers * 6 Yzars
400, 3,40, .,“ne“;:ﬂ in the Collares Permanent
4«07, YMaintenanes grants te Celleres 5 Yeers
408, PFinznciel Assistant to Teschers
for rescarch w.rk (U.G.G. ! 5 YearTs
400, Travel concession to Tezeners K
{Commonwealth) & 5 Years
BRAMTMATTON (GENERAL) BRACH
£10, Applications for edmissiou i
to Sxaminstions 6 Years
(1) Covering Sheets . 1 Year:
(11) Fines sesesditg woiTienor
dence for issue of blank
application forms, cw ring .
: sheets, ete, to the Joliefes g 1 fear.
411, Priating of Correspondence files 1 Year:
STATISNICS )
412, (1) Files regsrding supply of’
statistics to U,G,C., e%c, = -
showing the number of
candidates appeared/passed
at the University BExam:z, ) 1 Yeers
114, Files relating to Correspondence
with the Principsls of toe
Colleres rezarding Bxam. Fees, 3 Years
e Registers-Fse Utilization of Permgnent
415, Registers showing Examinatior 7/
fee received form the Colleges Permanent
416, Anplicetions fo: utilizatien
of Examination fee - T 2 Years
aLi. Applications for enxolmeh,_ ) )
of ex~students 6 Years
(a) Ex-studeqts’ unrolment Réziavens  Permanant



1k

ol
A
=5

Arplicacions 12. Zarolment in

raespecs Of Treachor £ ndidates

(a) Enrolmant -g-isters-Teacher
cendietes

Files relatine toc zvard of

Entr=~1ce Scholarsnips

Files relating to appointment

~f Supdts. for University Exams

{a) Files relatin? ©o appointment

~»{ special Iwvirilators,
"“riters and crant of =Xtrs
times etc. -
files relstineg to General
Correspondence with Colleges etc,
Index Cards
Issue of Certificates-Counterfoils
Kkitendance Certificates-Issue
of Admission Tickets
Flles relating o Cerrespondence
regarding Perisdical Inspsctions
M.RB. B.S. and M.D. M.S. Exams:
?iles relating to spcecial
cermission to take M.A, -Exams.
Files relating to Attendancs M
st _ectures '
Flles relating to Correspendence
regarding enrolment of Women
Mon-Colleglate) students
Files reiating to permission
to studerts- to appear at. the
3.A.{F ss. 3Ixam. under. Ord.IX
article 4°2)
Files relating to permission
to students to re-appear at
“he B.A.{Honours) Examination
vnder Articls 5 fof 0:-d.IX -
Files relatin~ tm csses of
Concnnation of delay by the
V.0. Flles relating to cases
cavarec under tewmporary
oardiner~es

JABEHMETICHS

(1) Certificates of exemption

from Com_.ulscory Test in Hindil
Cerficeves of exemptlon
Irom Qualifying Subjects

f~r n. S, (Mome Science)
Jertificates cf exemption
frow Qualifying Suhjects
for B.Sc.(H¥cns.) Nursing
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111

" “Perma+vent
2 Years

2 Yeers

S5 ¥Years <
* Years
Fermanent

3 Years

2 Years
2 Yeers

2 Years S
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6 Years

6 Years

Permanent

6 Years

Yecars

(o))

6 Years
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433,
4.3,
440,
441,

442,

445,

446,

647,

-4t of dlextion
from Jualifying/Subjscus
) a0 Lzechnology xaminaticas
fv) Cetificaces of Sxsaption
from u-1afying/Suhsidiery
Su jects for .E.B.S., 'B.S.
EX m. ' .v ‘

{vi) TFilsg ralsting to exemption
from ciinicel werk for D.T.C.D.
Sxemination Y
(vil) Filaec relating to correspendence
Teserding exemption frem'
“ow alsorv Test 1w Hindi
Crcos Lists
Sprr2 anpies of Confidential
Lists and Fuhlish=>d Rocsults
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PURCHASE :

Furniture (Steel & Waoden)
Typewriters, {Gestetner
Duplicator Franking Mschine)
Electric Goedgs (Air Conditjoners)
Mivcellanecus
Correspcndence with the
University Englneer '
Liverles (Winter & Summar °
stitching) :
Paper & Misc. Degré: papers

irs

Typewriters  {Gestener Duplicators
Frenking Machines

Cyvcle & other Misc. repailrs
Repair of Staff Car

Reéns8wal of Licences

Publicgat

Issue Vouchners of University '
Publications '
Correspondence regarding

University Publication

Fixatian of price of |

University Publicsetions
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S Years
10 Yaars
10 Years

2 Years

3 Yesers

5 Yesrs
3 Years

5 Years
3 Years

Permanent

X0 Years
@ Ygars

‘Permenent



isamenﬁ-ftr U.r.s8.C Years
al Correspondence 2 Yaars

verment of bills

) v S Years
(1v) Amendment ta &tz £ttes farmenant
452, Stock Resisters ‘ u A= Pormanent
General
453, ) Medical facilities-VW,U.S.
H2prlth Centre its rules &
reguietion cdntributicn
_1list etc. Permznent
(i1) C.H.S. Scheme. Permanant
454, (1) Issue of Advertisement,
and Notices to newspapers
(Ualversity) about admission 2 Yeers
(11) Advertisenent received fram
outside agenciesx®@istrivution
to departments and faculties
concerned 2 Years
(i11) 6zettce of Indla- 2 Years
485, Clock and timne pleces~ 'nelr
weegkly winding contract ete, " 5 Years
- 460 . Univorm holldays, yermg :
and .cfacation ) ) oPermanent
457, Concession ticﬁets/pe%sesx— n
(1) Issue of rallwey concession
to students and cdérrespon-~ >
dence with reilway sUthorities 5 Yeers
458, Arrangemencs for khes khas
tatties for tha Centrel Cffice 5 Years
459, Purchese of Firs. Extinguishers § Y=aars
46T, Preparatio2n i Aalswer Books
and sale used Answer Books S Yeers .
481, File rezarding celebrations 5 Yaars
462, Uaiversity Coat of Arms ’ Permanent
4¢3, Proposzls regarding supply of
tiffin to University employres Permanent
464, (1) Acraements with the Coffee
House and other eating
establishments Permenent

{14} Contrszt for cycle-shed
near Sci=nce Block end
Arts Faculty © Fermanent
Correspoqdeqve remardiug
the Advisor, Committee for
the University Cafevaria
Constitutions and
Memnbership of - Permanant
{iv} Imprevemeunt of .the.paysical
standards 2rnd the avnilpoillfy " ’
of food in thae Hosgsls 10 Yesers
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31,
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85.
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91.
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93.
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iivers ity Employment Dursaun
Sstving o of Films Clubs 11
Unlversiiy and University

Gerdel ~.rittee-Constitubion
Proccerié: AAzfﬂﬁemejt in .
Universify Compus

Printing #-d binding work wit
the Univrcezity rinss—Co“rjspon~
Gence, 2atc,

Misc., file! dealinz with dlf’ fent
Zenercl methers

A1 the filss relating %o ‘the
Irsurance of Puildings and'
the ficelity guarantee pollcy

STQRT.

Stemps (Service and posteig)
Furniture 2nd equipment
Printed Reglsters and

ather materials

Paper Account with the Fruoss
Misc. (Consumable other than
Staticnery) '
Ruestlon papers
Liveries

Printed forms
Degrees and Diplomas
Courses of Reading
Prize Books

Flles

Liveries (Issue) .
Correspondence for liveries
Writing of Degrees and Diplomas
Issue of Furniture to the
Department etc.

Stock verification of the Stores
Fortrait etc,

Issue of papers-to the
University Press

Issue of Legrees and Diplemas
Issue of Courses-of Readlng
Arrangements for the Convocenion
Arrengements for transfering

and shifting «f old 4nswer B300ks
Arrangerent for Annual Exam,

Ferm - rient

rzanent

Jermrnent

Ferminent

10 Years
Permanant

5 Years
10 Yezsrsz

5 Yezre
P-rmaaer.,
1C Yeers

5 Years
Perm-nen-
Permanan®

S Yzars

2 Years
2 Years
2 YeerTs

Permanent
S Years
5 Years

5 Years
10 Years
Yea-s
Years

Years
Yeors
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504,

505,
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507,

5013.

Colebpiation of ~Cepengenca
Dz 203 Republic Doy
Correspondence for scrcll sent
te the nther University

Li= . of “mestion papers for

A d¢ng i

Lozn of rturniture to ant side
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2nclzc for Ixaminsticn Purposes
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niinz Account Register

patceh Regilster
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Lists Reristers

iists cf files
weedlneg & other rules
I'~T reznrqd

Yisc. filles

Reegistar malntained for
Keeping account of papers
used {Or stencils

Stamp Register
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2213
5 Yaars
2 Years
2 Y=zers
10 Years
16 Yeers
16 Yeers
3 Years
3 Yaers
Permanent
Permanent
Fermenent
-5 . Xears
5 Yeare
3 Y=z8r5
3 Yeors
2 Years
5 Yzars
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PRIVACY POLICY (GENERIC) AS per
University of Delhi

e https://www.du.ac.in/index.php?page=privacy-policy-generic

Privacy Policy with regard to data of applicants
for undergraduate/postgraduate programs
during their application process AS per
University of Delhi

e https://www.du.ac.in/index.php?page=privacy-policy-
admission#:~:text=The%20University%200f%20Delhi%20is,policy%20applies%
20to%20prospective%20students

Privacy Policy with regard to data on ERP

https://www.rla.mobiquel.com/Privacy%20Policy.html
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