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1. ACCOUNIS
1 All G.O'S Rules Ragulations,Acts,Notifications | Permanent
etc.
> | Requisition of Cheque books 3 years, if no
audit objection
T/ GOS.onGPE. & GPE Permanent
4, Income Tax rules 10 Years
5 C-12,C-12a returns 3 Years
6. Correspondence on old state bills 10 Years
7. Summary of Revenue and Expenditure 10 Years
8. A.G. objection statement 5 Years
9. Intimation of sanctions to A.G. 5 Years
10. Schedule of rates for works 10 Years
1L Completion reports on works sanctioned by C. 3 Years
. E
11 a) | Miscellaneous correspondence 3 Years
12 AG Reconciliation data of Revenue & 2 year after pre
Expenditure | verification of
data & finalizing
appropriation
account
13 Right of Losses 3 year after AG
audit if no any
case remain
» pending
14 Embezzlement & Misuse of Govt. money and 3 year after final
store disposal of matter
: and AG
Uttarakhand audit
15 Cheque Book Register 30 Years
16 Register of Sanctions 10 Years
17 Classified Register 10 Years
18 Personnel Leisure of Contactor /Distributer and 20 Years
its abstract -
19 Pay Voucher * 35 Years
20 Muster roll 5 Years
=L Register of Cash 20 Years
22 Expenditure detail of Sanctioned Work 5 Years
23 Registration of Contractors Permanent




2. ADMINISTRATION

74/41 All G.O'S Rules Ragulations,Acts,Notifications Permanent
etc.
5. | Creation of Circles Permanent
6. | Creation of Divisions Permanent
7. | Reorganization of Ranges and beats 10 Years or until
the W.P. is
revised and
Printed
8. | Reorganization of Circle and division Permanent
29. Correspondence reg. private forests 10 Years,if no
court case
pending
30. Correspondence regarding Kumaon Forest 10 Years if no
Committee court case
pending
31 Miscellaneous correspondence 3 Years
3. BOOKS AND MAPS
37 All G.O'S Rules Ragulations,Acts,Notiﬁcations Permanent
etc.
33 General Correspondence regarding Books and 3 Years,if no
maps audit objection
4. BUDGET
34 All G.O'S Rules Ragulations,Acts,Notifications Permanent
etc.
33, Latest Estimates 3 Years
36. Budget Estimates 5 Years
e Actuals 10Years,if no
audit objection
38. Schedule of New demands 10 Years
39. Instructions regarding preparation of budget 10 Years
40. Plan of Operation 3 Years
41. Miscellaneous ;™ 3 Years

k)
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5 BUILDINGS, CAMPING GROUNDS & COMPOUNDS

All G.O'S Rules Ragulations,Acts,Notifications etc.

Permanent

f buildings (Estimate, sanction, etc.)

Permanent

Construction ©
Miscellaneous

3 Years,if no audit
objection,no
disciplinary case or
court case pending

45 Register regardiﬂg Land & Buildings (According to Permanent
Financial Hand Book khand-5 part-1 para-263(a)
46 Building RegiSter ’ Permanent
= 6. STORE
47 Live Stock Register 20 Years
48 Books related t© purchase of Store 20 Years
49 Stock Register 30 Years
50 Annual Returd of Store & Equipments 30 Years
51 Receipt Book 20 Years
37 Dress/Wardi Register 10 Years
53 All Register related to Type Writer & Computer Permanent
7. CIRCULARS AND STANDING ORDERS
54 All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
55 Guard Book Circular 10 Years
36. T orG RS issued by D.F.Os. and submitted to C.F.
quarterly 10 Years
52T I Mol R LS and copies there of submitted to CCF &
Higher Oiiicrel Quarterly. : 3 Years
55 MiscellaneouS correspondence 3 Years
59. Standing ord€rs Permanent
8. CONFERENCES AND MEETINGS
60 All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
61. MiscellaneoUs correspondence 5 Years
9. DEMARCATION AND SURVEY
62 All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
63 Miscellancous cotrespondence 3 Years, if no
disciplinary case or
4 court case pending
64 (a) | Survey Operations : | Permanent
64 (b) Alignment of pboundaries and demarcation Permanent
10. RESIN TAPPING
65. All corresponndence on resin tapping 10 Years, if no audit
objection, no
disciplinary case or
court case pending




11. DISFORESTATION AND RESERVATION

All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent

Disforestation of forests for grants to villagers Permanent

Transfer of land in the reserved forest to other Permanent

Departments.

Leases of Lands Permanent

Misc. correspondence of routine nature 3 Years
12. DRIFT AND WAIF

All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent

Improvement in water ways 10 Years

Misce. Correspondence

3 Years ,if no
disciplinary case or
court case pending

13. ESTABLISHMENT

All G.O'S Rules Ragulations,Acts,Notifications etc.

74 Permanent
75, Forest Orders regarding transfers, Posting
(a) Gazetted Officers : 35 Years
(b) Subordinate executive staff
(¢) Ministerial staff
(d) Inferior establishment
76. Forest Orders regarding appointment of
(a) Gazetted Officers
(b) Executive staff: 35 Years
(c) Ministerial staff
(d) Inferior establishment

7. Classification list of Officers 3 Years

78. Forest orders regarding leave to subordinates 3 Years

9 Leave return of Gazetted Officers 3 Years

80. Monthly leave and change return 3 Years,

81. Reorganization and absorption of forest Staff 10 Years, no
disciplinary case or
court case pending

82. Monthly list of :-

(a) Forest Rangers
(b) Deputy Rangers and Foresters
(c) Head Assistant and Head Clerk 3 Years
(d) Asstt. Clerks: 7+ Permanent in circle
(e) Range Clerks: ~ 1
(f) Cultural Jamadars:
3. Entertainment of tempy. Establishment 3 Years

84, Ministerial and appeal 3 Years

85. List of petition withheld 3 Years

86 Measures to secure efficiency of services 3 Years

87. 10 Years, if no court

Annual report on conduct and qualifications of
subordinates: :

case pending

¢




88//7 Charge notes and charge certificates 10 Years
0. Monthly statistical return 3 Years
L1590, Retirement of Officials 10 Years if no
i disciplinary case or
$ court case pending
: 91/—’_ Annual establishment return as it stood on 1% April Permanent
§ ﬁ/’ List of officers in State Forest Service and Indian forest 3 Years if no court
service who are over or about to reach 55 years of age case pending
g 93. Rewards and Honorariums 3 Years
I 194, Quarterly returns reg. cases of corruption against Govt.
servants : 3 Years,if no
vigilance enquiry and
disciplinary case
pending
05 Personal cases of establishment: 5 Years after
' retirement ,if no
vigilance
enquiry,court case
and disciplinary case
pending
96. List of permanent subordinate staff: 3 Years
97. Files & Records related to reservation to SC/ ST After 10 years of
final descision of
Dispute, Apeal &
representation.
8 Roster Register Permanent
90 Files regarding to Training 5 Year
100. Files regarding to appointment of dependent to dead In all cases after 10
Government Employees year to attach copy of
appointment letter to
personel file
101 Appointment made through Employment Offices 10 Year
102. Files related to Posting/Transfer 5 Year
103 Appointment of Daily wagers 3 year after AG audit
104 Files related to Departmental Selection Committee 10 year after dispos2l
of all dispute, Apeal
& representation
105 Resgister of Security and Bond 35 Year :
106 Establishment Guard Book Permanent J
107 Pay Bill Register . 35 Years
108 GPF Passbook = 35 Years
109 Pension Control Register Permanent
110 Family Pension & Gratuity Register Permanent
14. EXPREMENTS
111 All G.O'S Rules Ragulations,Acts,Notiﬁcations etc. Permanent
112 Cultivation of medicinal herbs: 10 Years
113 Miscellaneous correspondence: 3 Years
114 Research Plot data their summary and conclusion Permanent =




15. FIRE CONSERVANCY

7 11 G.O'S Rules Ragulations,Acts,Notiﬁcations etc. Permanent
6. Fire reports 5 Years
List of fire lines: Until revised
Instruction regarding fire conversancy 10 Years
Primary Fire Incident 1 Year
Fire Incident 10 Years
16. FOREST EDUCATION AND TRAINING
All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
Correspondence reg. U.P. Foresters Training class 3 Years
Correspondence reg. P.F.S and F.R's training class at
Dehradun, Haldwani & other places 3 Years
Correspondence reg.- F.Gd 's training class 10 Years
17. MINOR FOREST PRODUCE
175 All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
126 Sale of minor produce 10 Years if no
vigilance
enquiry,court case
and disciplinary case
pending :
127. Fuel and charcoal supply 10 Years
128. Miscellaneous , 3 Years
129 Register for Registration of Stamp Mark for Timber 5 Years
Produce
3 Register for Timber Stock 20 Years
Book of Bills 20 Years
132 Register for Timber and Fuel Wood 20 Years
133 Monthly keturn of Timber & Other Forest Produce 12 Years
134 Ravanna Book 10 Years
135 Ravanna Book ( Given free & at relaxed rates) 10 Years
136 Abhivahan Pass for Private Forest Produce 3 Years
i Weekly Comilation of Ravanna Forms 3 Years
138 Reciept list of Purchaser & Revenue installments 20 Years
139 List of Purchaser & Revenue installments 20 Years
140 Register of Minor Revenue Demand 20 Years
141 Register for Balance Revenue & its recovery 20 Years
142 Register for free distribution of Forest Produce 20 Years
143 Register for distribution of Forest Produce at relaxed rates 20 Years
144 Register for seize of Forest Produce & its disposal 20 Years
145 Lots regarding Uttranchal Forest Dev.Corporation Permanent
18. FORESTRY AND SCIENCE
146 | All G.O'S Rules Ragulations,Acts.Notifications etc. \

| Permanent




Correspondence reg. Central Board of Forestry - 10 Years
Annual report on forest research - | Permanent
National Forest Policy and state forest policy = | Permanent
Miscellaneous - 3 Years
19. FREE GRANTS AND CONCESSIONS
151 All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
=7s Free grants and concessions to villagers Until revision of
- Working Plan
133 Supply of timber for school building - --do--
i 154. Return of free grants form No. C-16 - --do--
j; 155. Miscellaneous - --do--
20. GRAZING AND GRASS CUTTING
156 All G.O'S Rules Ragulations,Acts,Notiﬁcations etc. Permanent
| Il Miscellaneous - 3 Years
158. Case of forest produce removed form forests and grazing
: ; fee on animals entering Forests - 10 Years, if no court
= case pending
| 21. HUNTING SHOOTING AND FISHING |
f 159 All G.O'S Rules Ragulations,Acts,Notifications eftc. Permanent ]
f 160. Shooting and fishing rules - | Permanent j
161. at Kaldyani - 3 Years
162. Miscellaneous Correspondence - 3 Years 4;
79 LITIGATIONS, CIVIL & CRIMINAL CASES
163 All G.O'S Rules Ragulations,Acts,Notiﬁcations etc. Permanent
164. All civil cases or on behalf of Govt. - 10 Years, if no court
case and disciplinary
L case pending
165. Criminal cases - - 3 Years J
166. Miscellaneous CorreSpondence : - 3 Years
2

: 23. MEPICINES
167 All G.O'S Rules Ragulations,Acts,Notiﬁcations etc.
168. Miscellaneous Correspondence regarding supply and
indents 5 Years, if no audit
objection pending

| Permanent




24. OFFICE BUSINESS =
169 All G.O'S Rules RagulationsActs,Notiﬁcations etc.

General correspondent regarding installation of telephone
Ble

Payment of rents, rates and taxes for telephone electric
light and fans

5 Years, if no audit
objection pending
Govt. order regarding, installation of telephones, electric - Permanent

light and fans

Assembly questions

10 Years, if no
Ashwansan 1s
pending

: 25. INSPECTIONS
174 | AlLG.O'S Rules Ragulations,Acts,Notifications etc. | | Permanent
175 Inspection of divisional offices by the Conservator of
' | Forests _ | Permanent
176. Inspection of range offices by D.F.O. _ Permanent
177 Inspection of Forests e
178. Audit Inspection reports of division - 10 Years, if no audit
objection pending

26. PENSION AND GRATUITY

All G.O'S Rules Ragulations,Acts,Notiﬁcations etc. i Permanent
Pension of Officers - 15 Years after |
| sanction of pension

| .

| 181. \ Compensation to discharged personal of former state of

\ | Tehri Garhwal 10 Years
Other routine correspondence 3 Years
]

27 PLANTATION AND NURSERIES

rl83 \ All G.O'S Rules Ragulations,Acts,Notiﬁcations etc. Permanent |

| 184. | Correspondence regarding National Tree Plantation Week |
} | (Van Mahotsav) 10 Years

B Il Correspondence regarding activities of Distt. Planning

\ .| Committees : 5 Years

| 186. | Miscellaneous Correspondence 3 Years

| 187. | Plan of Operation .~

2

28. RENTS, RATES, TAXES AND LAND LEASE

188 | All G.O'S Rules Ragulations,Acts,Notiﬁcations etc. 1 | Permanent -
189. Sanction of rent to subordinates = 5 Years :
190. Correspondence regarding sanction of lease - | Permanent

191 | Miscellaneous - 3 Years




29. PROGRESS REPORTS AND DIARIES
All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
Progress reports and diaries of D.F.Os and A.C. F's - 3 Years, if no
objection
Progress reports and diaries of subordinates - 3 Years, if no
. objection
| ~ 30. RETURNS, ANNUAL, MONTHLY, PERIODICAL
1195 All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
196. Annual renorts - | Permanent
197. General administration report for each calendar year. - --do--
198. List of posted contractor = -
199 Miscellaneous - 3 Years
31. ROADS AND COMMUNICATION
200 All G.O'S Rules Ragulations,Acts,Notifications etc. | Permanent
201. Plans, estimates and sanctions - 10 Years, if no audit
_ objection
202. Repair of roads - 3 Years
' 203. Miscellaneous Correspondence - 3 Years ,if no audit
/ : objection
32. SALES, AGREEMENTS AND SECURITIES
/ 204 All G.O'S Rules Ragulations,Acts,Notifications etc. Permanent
: | 205. Supply of RLY sleepers =110 Years
206. Supply of ration to the contractors labour - 3 Years
207. Supply of petrol for the transport of forest produce - 3 Years
208. Correspondence regarding launching, rafting export and
marking of timber - 3 Year
209. Agreement Deeds (Original) - | 20 Years, except the

agreement of land
and no audit

objection
33. Miscellaneous ;

210 Issue/ Index Register of Letters - 10 Years
211 Dak Chalan == | 3 Years
212 Book & Map Register , - | Permanent
213 Forest crime list & their disposal register - | Permanent
214 Primary information of Forest Crime - |20 Years
215 Boundary Register - | Permanent =
216 Register of Forest Roads & Fire line - | Permanent
217 Compartment History & Control Proforma - | Permanent
218 10 Year Working Plans of Division - | Permanent
219 Logbook of Vehicles -, - | Till Vehicle exists
220 Stationary Register - 3 Years
221 Leave Guard Book : - 75 ¥Years
s Weeding Register - Permanent
223 Lease Register - Permanent
224 Annual Office Inspection Register - | Permanent
225 Detail of Nikasian given by Department - 5 Years
226 Sawmill License - | Permanent
227 Hak Hakook - | Permanent




