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Cated: :St:-, August 2014 

N TIFICATION 

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-Il(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.140 dated 10.02.2004 is also 
enclosed. 

ln this connection, I . am directed to request you to classify all the 
records as per norms ci1culc1Led, i! nol done earlier. A detailed report 
consisting of list of records to be weeded out as per rules, be prepared 
latest by 31.08.2014.

To All 

i�\-·\ 
: / \ 
; /

to
]�

K tO I.__, _-· 
Deputy Registrar (Estate) 

The Deans of the Faculties/ Heads of the Departments/Directors of the 
Centres/Deputy Registrars/Assistant Registrars/ Offices/ Sections 
concerned, University of Delhi, Delhi 

� ·H�<li-107 (i;f.cf.), <i<11 'I�� Ws, � fct�c:11'4c".!-llci!4, �- 110007 
Room No.107 ( F), New Administrative Block, D.U., Delhl-110007 
lt>1lll-i¥8 Telefax :011-27662451, 011-27667725 (Extn .: i 158) 
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To, 

·c - ' 
.. .J. 

The Deans of the Faculties/ Heads of the Departments/ Deputy Registrars. As ;stant 
Registrars / Offices / Sections concerned 

Sub. : Im lementation of file/ doc rnent 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, ii: 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 lo the Colleges, Faculties, Departmenls, Hostels and Tnstitutions. This 
document will help in proper re �ct 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. 20�, Ilnd Floor, New Administrative Building (Tel. 
Nos.011-27667129 and 011-27667725 I 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 II(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 ;-equired 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 
forvvarded to the Assistant Registrar (Estab. - Non Teaching) for reference and record. 

Encl. as above 
Copy to: As_per standard list 

-------- -- --- ---· 

Yours faithfully, 

.� 
,_,_ 

RC"C'il fil'it1Rl,p1"nr, f"rc:--cfl - 110007, ' :'iversity •if Deltti, D !hi-11000 
_-:-11w:r / Tc:iep :1one No. 011-2 7 6,.,7 ?.512 7 6678:;J, c;c;':f-.;:r / F '.I,. 1'•' 'i ! l -?.,6r16,?,Sfl, <f�/ 1-.cbsi ,�: ._,.,-;,w.i.lu.,1c.in 



_•'"'!.•,l,--:7,.,::. f,.11 .;r:-_ �!t:'•. 1lf:. 
,.1c1: 1 ._ ..:!•f' , _  ;-:•.;t:.: •. -, :h�� �·J• 

: ::�:- \ ,•[tli!dl\·:� ·._. ��S �,r 1i1·.- , ;•.,1 !l)n 1)1.�1 the rn.'"Cr1b,•d 
;�r,i ... i:.-JL:i:: h<J·< ')•.:::.i1 Lli)'.:t":-\t'd lh1s ..:cs� <lf!d the fii�ding Gt 
th; ,ji)(tp!:n,.H) �ulburit:,. \1.J.� -�,.-�: .-raP.t:.::d b; the (.!vidrnce 01: 

,ecoid . .i,c::c,r-J!n�!y. �here \\QS no :-casor,. rnaJc oui for an) 
liiti..-,t'-::rcnce \', ;th :he pen3it: irzposcd upon ih 1.:- 3pret12.nt
7 �� appeai ,:,t Shr, K.C Gauram "a,, thcrefo,·e. reJeC!ed.'. 

14\i, Resolved ,hat the following amendments to the Weeding 
Rules of the University for destruction of old records be accepted 

:,2J Ex:sting p,~o,·:sior. under the Head "£s1ob/ishme111 Branch/ 
Academic" 

Sr.No. 

237 
Na111re of Record Period of Preservarion 

Personal files and Service Permanent 
Record Registers 

Amendment Proposed 

Subs£itute the following for !he above: 
Sr.No. Nalure of Record p·eriod of Preserva(Jon 

237 Personal tiles and Service 
Books ot 
(a) Officials entitled ro 
retirement/term in al 
benefits 
(b) Otha employees

J years after i.s.sue of, 
frnal pension/gratuity 
orders 
3 years after they have 
ceased to be 1n service. 

�b) Extsflng provision under 1he Heud "£s1ablish111ent Branch 
Non-A cude,-,11 .. ---

Sr. Nu. 

287 
Aufure oj Record 

Personal Files 
Period of Pre�ervation 

Permanent 

. Amendment Proposed : 

SubJ1i111re 1he followin� for the above :-

Sr.Nu ./Val 11r<! o( Record Period uf Prest!rvatiqn 

Per,onal Files a.nd Service 
Books of 
(a) Officials entitled to 
ret iremenr/1errnina I 
benefits 
(b) Other employees

J year, after .issue of 
final Pension/Gratuity 
Payment orders, 
3 years after they have 
ceased to be in service. 

Th<: Council noted ihat 
l. The University had framed its own Weeding·Rules in tenns.

of EC Resolutions No. 6�8. dated 17.3.1983', No. 656, dated
18.2.1985 and No. 5(i).dated29.5.l989

3 

4. 

11 is not practically feas1b.le to preserve the records perma
n.:mly. due 10 acute scarcity of space with the Recor<!
Section.
The or0oosed amendments. are in consonance with the 
Wc:ed,ing. Rules of old i'.ecords of Govt of India, 
However. the Servic� Books will be preserved.

-
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6. 
7. 
'3 . 
g. '.
l 01.

12. 
l3. 
14. 
15. 

l\;. 
l 9.
11. 
19. 
20. 

21. 
2 2. 
23. 
2� -± •

25. 

�6. 
2 7. 
2S, 
?9 . 
30. 

---

lash E\r,oks 
Suz.:sid ,ary '.:!ash Books 
Qema,1d & ':oJ.lection Regist.1r (Fees) 
• hes t Cc. • :·i loo ks
t,t.on ey ,· re. s_.,- qo� is t 11: 

Hemittanc� Register 
Perm��ent AdvancR Re�1ste-s 
s toe k :l.egis ter of Re�ei pt Books 
Di :,hllr,,e.n,�n1:. n.e.giste:r uf 0.CJlc1ries _ 
f',A� L.; l, <" 1 ,,; Vi:t lua b�,::,:_: • 

2sta�lishment Check Re�isters 

Dedu��ion Regist�Ts 
lncom!'; Tax Reiz:ister 
Other Charge� (Contingent iei;iste-rs) -. \ RGi7,iste, or .Advance (te __ mporary; 

Inco:'le-t 3X (Annual .,.> \urn) Statemen': 
clessif 1 eo !bstrac�s 
Cons�lidated Abstr�cts 
F. F. Co sh Boole::, '. 
Register of Investments 

?. Jf. (P.�:-sonal Led1:,.,:,:;-s) 
r. F'. ( 3;-02-::1-sheet)-

F (''' -"· --�"'-� .,.._��, �y --r) � ,. • . '\ V.-J�....L!.L(.;- v.J...on ��0./�•1_,J ·v '-J 

Broai Sheet 0f De�uctions 
Broad Sheet of Advances 

Income-tax Exemption Certificate 
Safe Custody Recipts 
Stock Register of Chequas 
Count0 rfoils of Receipt •�oks 
Couni:,erfoils of Cheque-Books 

310 '1isc. F _'.;::)t Fi�ec 
32. Contingr:it Bill.s

t-rescrv2tion 

i eI :nane:i.t 
Permane:it 

5 Yea:rs 
1 Years 

Years 

1 ' Y<:?ars 
�) Year� 

10 Yeors 
3 Yeer". 
:, 'i e,n:s 

15 Y0ars 
T 111/ r �-c omrne-id a ti or 

of next pay 
Commis s i0n a rE 
implement Pd) 

3 Y.e3rs

5 Ye a:- s 
3 Years 
2 Years 

·: o-rmanent
Years 

5 Years 
5 Y0c1rs 

, ermanent 

?ermari.ent 
-:=; Years 

• :· --:'_-CJ anen:
3 Years 
2 Years after 

P".:r man<orlt. 
Permanent 

3 Years 
5 Years 
5 Years 

5 Years 
:--,, Years 

33, ;c , :r-. V01.,.:/,c;:i.·s '!lther· than fina;. p-::tyments 
34. Refu.n.d V�,uchers

Years 

35. • Pay Rills
. , .__, 

3 

Ye8rs 
Years 



.) .:i. 
�h.1 

.j _;_ 

-�9.
,;o.
51.

53. 
54.. 

5 5. 

55. 

57, 
5S. 

;:,:::.:, rnc : r.·, 
th"'n 3uL 
a) '.I'o r.d
l:J) i ac

� r .,_ _· L �; . _-;; :. 

1• � S 

M 8'.1 i Ca l Bi i_ Ls

?ens ion vouchers 
'JC;:�r. Vouchers 
'::c:c.;:::-utc=1ti.j,1 •:chit-' :,;- ,·•=>::, c •: 
•::a'.id vouchp,·s 
°d'.)USe B1.,ild.i:1g Adva:1::2 vo' che!'s 

�:orts t uct ic. :·; cf Sta.:.'f au-a t ers 
1 

Bungcflows, Lollt,;8s etc.
''.ost.eh. P.cc!. 

-

Co'l.struction-periodical rfpnrts 
S:, tens ion of ex:i.s ting bu ij:: i ng 
C':':1S t i.'Ll(' t iO:l 

Demolition of Buildings 
�',.:.trespG�iJC'.'cCa wi·�h C_, ?.'.•.r. I; 
0emolitio� ot· u,-autj0rised 
�� 0 '1.S C r UC t. i C, L 

Allot ri1e D t 

r-'u les fn: a llo L'7e nt o-f 
::occ,m:11odcitio.1 
�l�0tm�rr��of Reside�tial Quarters 
r1•::"<:,ention of acGomr:cod2t'lon by 
st8ff on retiremenL 
Re::,en:,ion of accommodation by 
pei·sons havi'.1>!;_lien 0':1 tb.eir po�ts 
Accommoctktion for Coooerative 
Societie$ Allotment o� 
Allotme:1t. .A.dvi!?0ry Committee:· � 
A.llo trno.r.--:: ::Jf 11.ccon,moda tiori. to. -.�
Stat p r� -"o-t 0 �r·ce �· ve �8,lt,) , :::, -· > . . '.. UC 

D . T � C . �-i f :' J.. ..:; : ... ,:; � �
·cc� c0�ation of Scholars
\3 n t F'r �� � .s_ ;:_c o�:r:,:;d 2 ti or: tc 

,_ - - ;.... -~--··�--; . .--�:· ;:,-T•:�-:...i.':�� 

30 Years,, . . ..... . . 

00 rears 
"' 

6 Years 
10 Years 

6 Years f:'om 
th'?. dat,=, of 
sanctioo of 
wichdra\i.01 

3 Years 

3 Years 
·1.G Yoc1rs

�J.. ;_·-� Years
'-' Ye2rs 

Perme:,.ent 
Permanent 
Perm2ne"1t 

Jc 

P erma:ient-

Permanent ,., 
P0�::1a 11ent 

Y-e3r s 

Per:r,E. nent 

S Years 

.S·Years 

Permanerit 
Permanent 

I 'tife1 an e "'.1 t
3 ·Y1:.ars'-

• 0,.., ·-m- ,or..t 

... 
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�) 1·_, ·-

? _(. 
7::, 

'7 /i ' , ' 

76. 

-·).-· 
I ,

88. 
89, 

_'_r:\.l\_;_J• � ;_. t 

Dr:; '= . ,--pliF; 
i.c� ..:,_;::c t:dS

'· ,) ,: l' .:; ·, F1• _) 1· 

A .1 _-:_o ,,:,r:ien 1 

·; f=; r: ·- t 1
--

:·•---1 ( 

V � f 
; :_, --�-'='-' 

,ce 1egarding claim 
• La,d to Colle�e

: �tr:. 

-�•:c.i..1..-'- �,,"":, ttings etc. 
_"....:liiti.J-:-1,::1 i 1 _tt1 t1:;s etc -s 

_; ·1s1.1ra,,.1c.L' ot ;:a·--ol Bagh Flits 
R·-ceif',t:::; of .. �=cnt 
?.�- cov c:I' y of' ;-- '-'ff;�
iJna\.; •i. h 0c:i :•. 0.d • ons tr uc: t ion 
Ka o 1 BA'"'. h F� :, � " 

on 

Va :�t tnri c,f H0,,1s cs Legal 0 1):\ r_ '.on._ 
M :i �; c: • C' i 1,,, .s 

u".'.J� :i lte1· 2'1 1,Jd t e: supply for 
jr;i·1P,1 �1,_,y :}arden 

Jir,;_:i..:,_ �-=: - t ,- � 

'vtr_-:rr,: - :r ') [ S ,.and in� Commi tt • ::: 
.i 11 '.Jsc nles 
;c,>,.is0J'Y C0 11i;-1ittP-� for Delr.1 

,:i ''(!f'., i•r,:• 
1 "''n�. J·:l· 1:,rs:i ty C0ll.oc;es 
.

1 !'.,-v,r:y of cov�:i:--ning bodie:' 
... c�·:,,,n.,-·t<: 111d2!:.:i-.)--i cf Delhi 

.'i. e;-::,iry 
_1 e�. ,,;· ,:ac 2 -tak8r- c1nd 

o c;pecc;or 
�-:-1c l8ve 

and 

0f ':-,u i. lding s fr cm C. P. W .. D. 

, j "'L "l�, -es:.:: Pnive·sity
,_.-.:_,st> ., · .. Sc:herne
•r;::-1tjr, , r Celenders, Degrees,

:,r.,.•,1 .r· -1 _,,., \c,�
R.c.-y .-,.1-:.; y 2:-1J C. t. :-:- r.8 rr,,;:rnt of Accounts
Pring"l.nf': o:!.' Tr\c:•Ses/'t{o301:1:i.·0.\"1 \,I)r\r

r1ermc:ncnt 
Permane11t 
Per r,;:i_ n<": r1t, 
Permanent 

?erma 1ent 

Perm2".le:,t 
Permanent 
Perm:=i"lent 
10 Yea-rs 

3 Y·.: ars 
3 foe.rs 

1.C Years 
l\1 Y�nrs 

5 Y.=-ar:; 

5 Years 
5 Years 

F'ermari.ent 

Permanonc 

Permanent 

Pe::rnanent 
Permanent 
Permanent 

l5 Years 
15 Years 

5 Years 
lO Years 
Per1T1anent 



�H. 
1CO .. 

�L () l �
102, 
l C)3.

::>.cc cv-.-_::- -- ,. - - ��ec,�ic and water 

•·· :t;�,,fi\;, ...
Char:es r\ ,)Ut siders allotted
iJ-1.i Vt rs it: c,c commodai..;ion 
R-,co:;;-er�, , f -�lecLrlc and Wato:r
('h;::r�i:--'.: L ,•; i 1dividuals 

H:.ll2s r"':;a:rr,L'"g use of t"ld 
and :1C\•..: Com•Jcati<1n Halls 
Assessment 01 �ouse Tax 

Euilc.i:1,. Coml;lj_e,
t

.80 Minutes 
Proc2cdin:;s 

Le;.:=i: Ca�es 

?rovision of various amenities 

1'�i1utes 
Corre1pondence regarding 
Use ,, f uew �alls 
Fcucatio!"lal Tours ..iccommodatlon for 
Mj,_s,-;. fil<:>s 

Rep�irs of tuilding etf, 
A..;chitect-fi.les on 
Mainte�ance of water and 
installation etc. 
Mainccnance of sanitary and 
water installatio7 b�C.P,W.D, 

··:'.·_; 
. ··:·,·. 

5 y�i 

3 Yec:.rs 

Permanent 
Permane:1t 

Permnne::i.t 
P::,,r man0nt 

Permanent 

5 Years 

Permanent 

5 Yea:s 
5 Years 
3 Years 

10 Ye�rs 
10 Years 

5 Yec1rs 

Per mPneri.t 

-

---:--.-



1,:-::. 
l lC'.
ill.

� 12. 
.::..11. 

117. 
11 s.

119. 
::..2c. 

l22. 

l:?.J. 
L?4. 
125. 
12fi. 
1°7, 
12q_ 
120.. 

:;:: 

Lice7c�- �r v2ci0us trades 
(Rest;;ur -ts) et.G. and individuals 
(, • na r s h i _, f l 3 n tj c er t if i cat e 

F'ixacion of I--Jo1Jse Re:1t 
Fixation of w�ter rates 

T lie fl and Unus al "c cur anc1,s c
Cat. tle riuisance 
Co�;laints of residential 
qu,:irr el r<?.ouircd etc. 
Unauthorised co7.struc-tion 
Handin�/T akin� over Notes 
(a) U>:1iversity Residentia ... Units
( 'c) Private Bui ldi nrs o>:1 l"es e

(a) Misc. Appointments of bhowkidars
( b) Complaints of Chowkid,irS'
(c) &.,ouiries of Cho,:kidar·�
Dut __ , Rezister rf Cho1.rkidars
Lock R'"::':ister

l7scallation P.P.X.(Board) 
Ins�allation of Auto-Telephones 
Li.stallat:l.0·1 of P. B.X. Ex-te:-io:ions 
Installation cf accessofies 
·hifting of TelAphonps·

Ccrr�spondence General(Misc,)
•,.'ith P & ': Department
Talephn�e Re>:1t Bills
Telephone Di�ectory paym��t etc,
Trunk C2.lVPhor-,cs:ram Rills
Printing of TelPphone Dir2ctory
Priv2te C;::11�
P;:-ivatu Cc1., 13 ?ayment etc.
Is sue of Telephone Direct0ries •:--

P:,1'�A•1ent 

P,3rmanP':'l.t 

Permanent 
Permanent 

5 Ye pr s 
3 Y g c:r s 

.3. Years 
5 Years 

2e:::-mancnt 
Till the lease 
is OVP,T" Ol' 
returninr:; datci 
of building. 
But lease •.to be 
kept permanently 

3 'iaars 
3 Years 
3 Years 
1 Yoars 

Perrnarient 

Permanent 
Permanent· 
Permanent 
Pe:-:1Tranent 
Perm:1ri1::nt 

5 Y0ars 
5 Y8ilTS 
3 Years 
5 Years 
3 Years 
3 Years 
3 Yoars 
3 Ye cir s 

-



.:... ._�' :; 

i J j_. 

UJ. 
::.,34_ 
:. 35. 

��) I 
.. ,...,,,...,, � ..... � ) . 
':>J. 

1, 1. 
l • ;; .
l_43.

.l :.: t:i • 
l -�6.
l_,.t?.

14J 
150. 

l;">i... 
1.5::;_ 
2. �).::__� .
1.:.:.4 ,.
:.ss' 

:. 51:',; 
lS'i', 
l5'3. 
1G0. 
lGO, 

H•l. 
10,':) 
l �;;.b0, 

Lnc.., ,.... -· 
.Lt:,; ' 

: 1_-�f) � 

lE?. 
�J.;3. 

::..s1, 
}.?C, 
l?L 

2..".tC 1., i ,. C•! I -) C! !-'OS '(,S 

Duty-. 2 • 

Cor.\pE:-lS, 
Misc. F 

, :, t. 2r; At cendance-Re_r:is ter 
�-•Jl Y Lenvs 
• 0 r & FDas 

Stanc:arcl.s /.lccou.nting Procedm·e 
Leave Ruln--
S,..o:::e PN.cc)dures (Purnittt!'e &
Squipment: • , • • · 
Stor·8 Acco-.mts and purchase procedure 
Correspond�n�e �1th A.G.C.R. 
Fixation of Pay Prof. and Teacher 
lm,Jortant Documents for c0ecking 
0f all-kinds of files 
Fixa;:,ion 0f pay of Reseal -�h Officers 
(Aero-Econo�ic Research Centre) 
Pay fixatio� of Non-Acadenic Staff 

Ju� 1es of Internal Audi tor 
C���ral Universities-Reviaion 
of pay scale of Teachers 
F.O. 1 s Orders-Office-Ord�:.' 

?,C,. 1 S i-:apers 
Regi�:rer's Crder 
lnt.ern.a l Audit P.ro.:;ramme Ea;is ter 
Internal A�titor's Report 

.Attendance Re�ister 
Overtime rt.�!:'.is ters 

Di ar ,i' B.� .:.is ter 
Trans 1 i., Re,:::istcrs 
?eo7. Eooks 
A_·,_1 j i � >lo:-,es o-, P.,:,!:.ac1y Depar-c.ment 
/:.Udit '.-�otes on Chemistry 

Audit. rotes on Fhys ics 
Audit Notes 0':l Zoology 
Audit Notes on Anthoropology 
Audit Notes on Science Faculty 
Audit ;i!otes on D.S. E, 

Auciit Notes 0'.l Ar ts Fc:.culty 
Audi v Notes on �1v.s ic & Arvs 
Audit ;slot es on �eel�� Cr.o:-,t're

Au�i t Not.es 0:-t t�. E � L ..

Audit Not8S on \vii ,· 2.ncia Hous8 

Audit No�es on G�yer Hall 
Audit Noc.es on Jubilee Hall 
Audit Notes on r�stt. of Post 
Greduate Evenin� S�udies 
Au-:i' Notes 011. Corrcsponder:08 Course 
Aucii L \lo ;�cs 0'1 U;\.!, •. e:rs ity ?res s 
.�.u.::i t No-ces 011 La., ?\:.c;;lty 

Pe man0n t 

3 ·';: e2.r s 
5 Ye,-.r s 

Permanent 
Permanent 

Permanent 
P8rmanent 
Permanent 
Permanent 

Perm.:Jnent 

Permanent 
Permanent 
,Perma':1.e!'lt 

Perrna�ent 
Permanent 

Perrrl'areut 
·) h:srmanErnt

; 5. Ye @Sl -
• 5 Ya-�rs
� Years

S;) Ye�-r.s � 

3 5 Years 
3 Years 
2 Years 

�errrianent 
Permanent 

Permanent· 
Permanent 
Pcrrna�ent 
Permanent 
P8rma!1ent 

P0rma:1ent 
Per m:.:.::1e:it 
Per:nonent 
Permanen" 
Permanent 

Permanent 
f'

Y

e:rrrianent 

? ar:n2.:1ent 
Per 'nanc::nt 
Per iY!.anent 
PermanP. nt 
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..1 . ..... . 

1?4 

17.3. 

\ /
-'-- 7h. 
1'7'7 

l 7:,5,

179, 
1 >30, 

lSL 
1 f3?.. 
183. 
184. 
185. 
186, 
1'37, 
188. 
13'). 
l':1 0. 
lSl. 
l , · .. -, 
-/'-'• 

193. 
194. 

lSS. 
196. 

1')7. 
l' 1 8. 
199. 
?l):). 
201. 

202. 
2u3. 
204. 
205. 

?.06. 

207. 

'201. 

80 ';-) 

210. 
2ll. 

212. 

213. 
,.., '-'1. .::. J. •• 

, 
.J .:=:_.. 

-�...t,--:'_r. �-:.cs .... r1 L�cr-5..:.)· 
_.,_ __ .,..' • . :: -:: -:;�, :.-::i;: ar truer..t .'Jf 

.... 1 �:i ': �- _, o, :\:o:.hletic As soci at i o·, 
Audit N. �

c on Sn�ineer Offi�l 
.�ucit I'i, tc:s 0•1 Social Centre School 
Auc:.1 t N, t •s o 1 P,dvisory B02� d of 
Worn�., 1 s �!uc�tion 
Audit f·J1.. :.>J on Hobby Works�iop 
,\ u-:. it N (; � o 'l D .. : .. W. 
A.uci t ?�c ' .. is c ,-; United Natio::1 Students
As soc i ."ti·. :1
;rnci c. '!'i:e;t.�; 0'1 GarnAn Co

j
'nittee 

.t..udit Noc•.1: o, L1dian sc: �:lee Committee
Audit Nctc,: 0:1 Ce.1tral 0,., lCE:i 
Audit NotE-:.; on .H:bican S, �dies 
Prize Distribution • 
Delay in P�yment 
Co�ptometer M&china 
Pros i)ect us 

,, 
P- rr;a.::e:'1t
Perrr.2nr0nt
P,;,r"lal'lent
PermF.nent

Permn •2nt 
P0:i.':'.lc:.nsnt 
Permanent. 

Perm2ne'1t 
Pe:-manent 
Permanent 
P.:::::-mane!1t 
Permanent 
Pe:-manent 
Pernahent 
PGrmane�1t 
P,;,: man.ant 

R2search Scheme lj62-63 
Misc. III Volume 
Not.ification 

-----Permanent

P.:-.. Y c!.n'.'.. Allo,,,ances (Estat) 
Pre AuJit of Pay Bills 
Ailotment of R,�si(:ential 
�u i'I rte rs - 2.s ta c. e 
Grant of MBternity Leave 
A��ointment & Office Order 
( :i:s t. ab l i_ s hr� r n t ) . . 
Fj_le qep;. St�dy LAav,_; V.f:Chos't Inst,c.. 
I\c:,p�r � :,_- ::..-: .. -=.::; .:f .' . .:c::.t ':' "f'�_Ci9T' 
Coc'r'='s:->onde:lce with U.G-.C:, 
Fi.le f,e��- T·:;:e-,, .... iter I 

All I�dia Oriental Congfe�s 
Sa�si�n 1962-63 ! 
Pay-flxation r::f staff' \ 
Bc:ina.ras :-L:.ndu.University \ 
Corr2spo7.denc'" 1;;ith M/Education 
Orr; 0nis a tir:>i7. r•f Iriternal 
Aud i t s r: ct X .J n 
Rer F'in2!1C1-�l tLnd Book b.D. 
E -qu::.r,, from Si·,ri 9. P;Bhattachari 
Parf�rm�nte of c��ahflity,�f the 
Univ�rsities I�pedementa i��peedy 
i�pleme�tAtio, of Projects 
Au��orisati0n of Po�ers f6r 
O,er.::itio:1 cf ::iank Ac.counts 
of Miran.ct.-: ,<·) 1 1se 
?ur cha:;.e o( 1\:\ er os cope 
'Mi I a0da ·:-lous?) 
P..isc. :·ef0r•Jnce reP:. Fi::;;i:1cial Rui.es 
Physical Veri�lcation Cash 
(Cent.raJ. Cffi--:e� 
A�ulitinn 0f Librarian 1 s Post cif 
Ja'lki D2-v.i. Ma�avi(lycJlaya-
Delh1 Universi ,y St:ldent U'.11on ,,
DeCctils of'· R\·:1ts; R,:1tes We.ter 
Sleet r J <'i. t y • rec ov •=ff E<b le fro<n 
te'1e '"' ts 

Permanent 
Permana:.1t 
Permanent 
Permanent 

Perm2nent 
Pernianent 

·Permanent
Pc=:r :nanent
Permanent
Permanent
Pe::-manent

Permanent
Per rnanent
Permane.nt
Permanent

Permanent

Permanent 

Parma nent 

Pe rma :1.en t 
Percna'1e;1t 

P,:)rmanent 

Permanent 
Permanent 



�2l. 
22�. 
'223. 
22'1. 

22F,. 
227, 
22 ', 
2�9" 
230. 
231. 
23:-:'.. 
233. 
234. 

233, 
�36. 

2113. 

23�. 
240, 
24 : .. 

212. 
213. 
244. 

2·�5. 
246. 
2C.7. 

.::.. :--- z-r -- ·, .:...\j =-1� t eif SL 2.t i 0r;e !":l 
t- re -;;:=or7;,1,; ef Audit
::;r:- ·>0 \- : iri :::ation 
?.ami:1._ ,f ./i.ccounts Ct-tle
:C,:' .. (2s�ablisi1rne1.1.t)
c��tral U�iversities Bilance Sbeec
C;-,.,;,.ulsory D8, osit Scheme 
BL,ck ::;_ :;1n.t 19fSl-66(recoilllI!endatior1' 
of R 0 viewin: ommitteP) 
S.S.D. ;:iep0rt .·
R�·.::cnstitu_!,ion of the Bills C6mmittee
Dis:::,csal 0f t.J:-iiversit.y Stores ·-·· 
Del8�atian of Fin�ncial Power
N :::..t iona 1 uefe!lce. F'..:nd
v. st, of Pero.ane;1t Ad.1,Jances
Balartce Sheet 'lf Moi :-itaine•' Inst c-S.
I'. A:/u. A. Rulos
House RPnt Allo-•ance rile
Repo�t on thP working mf �he
U,iversity Press
1-,_::�, •• :' T E..X 
R-·plies on pan proposal

Personal File::,c'< St=irvice ,h-o-b � 
3.£;:c o::d r "'g is': er:.g 
Establishm"'l.t R.-•·-.is�er -� J;�.:-:::.st8rs 
of M::..·,utes of Eiection C0;;,,-:;iittees 
and Study l.t2,:,v,· ComBit"ce$ 
Selection C•mrnittee Files 
Applicati�ns for teaching post� 
Study Leave Committee & 
Leave Revision Corr�ittee Files 
Revis ion of pay scales 
Gr ant of A.ll,,...\.;ances 
All files 0ther tha'l. pers�nal files 

Govc�--�cnt Servants Conduct. Rul6s 
CoG1it�ons of service of staff 
Recognition of Technical and 
Professional examinations of 
other Institutps & Organisations 
Sovernment �otifica�ions 
�linimur.. Wa�e Rule_s-'/eekly 
Holi��y to thP Daily-Wa�e Staff 
A�e of Retirement 
O�ertime and other allowances 

�--c:T'rfid' E "it 
?errr. = n�,-;:: 
P.::,rrn2nec1t 
?ermanent. 
Fermanen-c 
Permanent 
Permanezit 
Pc.rmanent 
Per m_,ne>1.t 

Permanent 
Perm;":1ent 
Permanent 
Per:nanent 
Perman8n� 
Per �anent 
Per111ane::1t 
P o-;--rnanent 
PeYrnanent 
P,:,rrno.nent 

Perm;inent 
Permanent 
Permanent 

•• 

• �};;
y�

r

;���'S:;�: 
�- Cf>�a��--.?.�

_· Perr:1an�n"i:. (M-t- � c.;u
. 3 Yea� s 

{;; 
1
£.e__ 

v,,-, Srv-
10 Years 
l_Q_ Ye r.1r s 

5 Years 
3 Years 

Perrna ni?;-it 
Permanent 

• Perrnane:J.t
3 Years 

Perman8nt
Permanent 
Perrr.enent 
(File re: to 
rul·es oerManent
&-�the�s fer 5 Years

- ·-



\ 
\ 

:-.:·,:3. 
2,54. 

:2-55. 
') c;_::: 
..... vv

s. 

257, 
251, 
)C:O 

._,,._; ._, ) 

2!..'--0 0 

21')1. 
2G2, 
263. 
2'4, 
2r;s. 
2f6. 
2i::-;7_· 
2�7

-t 

'.:'. 6'"1; 

270. 
27l, 

272. 
27:3. 
274. 
275. 
276. 
2 7i7-. 
278. 
27">. 

::-i- -2-e�t 1 rai�'"'!:!._ru;; of pe�sor..s
,,:; �i-' t ._.j by the EmpJ.o. ment E:x:ch nge 
Seni-::,r • ,., Lis ts of Staff 
&it 2 lis •·:m'=. t Coillmi ttee 
i.frl.i ver s i t:y l1ainta ined Instt tu te
Other Co leges 
Staff As�ociations 
U�iversity Halls 
Matters c�ncerning Scheduled 
Caste/rrib�

1 
Sackward Cla9ses 

Leave Rules -
Maintenance of Service Books 
Emp loyrr,ent �xchange 
Char2cter ·P..,::-ls and ConL Reports 
Recomrnendations of II pay C0mmission 
Proposals for additianal staff 
Cre2tion & Abolition of posts 

-Postin� & Transfars
FiXHtion of pay, ca�es �f
Officiating arranr- 0�ents
Test Fapers
Delhi UDiver�ity Almihist�-0tion
Re b r g 8 rli s a t ion
Pro mot ions
Leave Res erv8 St et'f
Adv Prt is ements
Revisio1 of Scales of pay
Selection at"\d appointment
Prepaiation of Salary Bills·
Sch�dule of EstablishmenG
Forwarding of application, for
employment elsewhere

280. Gr,mt of permission for
"~ "{!;, ( � further , tudy to a staff

}/ 231. A
�

confirmation • 
2 32. De put a cio:1 
2'33. Travel Co::1::,ession 

236. 

287, 
288. 

2%, 

MISCELLANEC'US 

(i) S;C.Resolutions
(ii) �ualifications & Scales
(iii) Hise, enquiries

College Unit-se��ting up of 
Cr eet ion of r✓os ts, allc,c at ion
�r items of work etc. 

3 Years 
5 Years 

. Per ma'1e:1t 
10 Ye;irs 
10 Y.ears 

• -10 Years
10 YeBrs

Permanent 
Permanent 

5 Years 
5 Years 

Permanent 
Permanent 
Perm<1net"\t 
terrn2.nent 
Permanent 
Permanent 
Perma:1.ent 

3 Yo Pr s 

Permanent 
Perrn2 '1.ent 
Perman--ent 

3 :(e2rs 
Permanent 
Per...manent 

2 Years 
Permanent 

2 .Years ( File 
reg. to rules 
Perrn2nent) 

3 Years 
( F110 to rules 

permanent) 
Permanent 
10 Ye2rs 
File Rei to. 
rules p.ermanent 
others 5 Yeers 
Permanent 

3 Years 

Permanent 



2�. 2. 

2 �!,; " 
�½5. 
2')G, 
2Y'/. 
2 °1 8. 
:>::1' 

30'.;. 
�:\(Jl. 

308. 

309. 

310. 

3 l2, 

313. 

: � J� � • I_ .i._ :. r"_:._; : - :-
� '.".,: ;·-· � � 1 , � :..: r:.:-1 -::et:-::!', Flcldsmcn'ii, F,�; s-::r:t,ari•:)'1 oi: class IV
- - f'C' ...... • ) "'1.,E-: L r ,:,, re_,:;'-: :::t ion ct qual1fi-
'-�-�t:.. ,..ris --��=-- 2�·.p0iritrnent as
recriJ_itrr, -t.1.t 
Appli����c1 of �ecruitment 

D1..1;:lic.:.tication Forms 
News Papers 
Clippings 
Annual Rep0rt Mae,erial 
S�atistical InformatioP
Files contai�,L,g Policy matters 

MiscE:lJ.ancous c�rresponder,-::o 
Piles Cont.,aini ng Correspondence 
regarding different meeti�'gs -
Mi-1utes C)f mP.etings of 
1ifferent hodies 

Files pertaining t, recog;0..tion 
cf :;:�:-.:'.. '_::1:v::,r·:::.ty sxarr.i tzition 
by nther Univ�rsities 

1· 

Parliament quest!0�s 

"I 

Corr '?:Spondence on A,cadeJ'J..c ·:natters 
,dth ]'li/0 Rducn ti.o,, Inte:!:'-'J'liversity 
BoarJ of Indi;ci, Ind:).an Universities 
and 3uch other bodies -
Files pertainina, t0 visit of 
distinguished Inrtians or 
fo1' eigners 
Pro3p?ctus of C0lleges and 
Ceoartrr.ents 
Im�ortant Orders a�d Circul3rs 

E:z:.chan�e of s�udents betweon· 
Delhi Univ�rsity end other 
0".'li vers ities 
files pertaining to debates 
prizes e.tc, 

1\CADEMIC_ BP._ANCH 

Files rcvardi�� �d�lss�6n 
Files rsgarding Inter-C0llsge 
�igration and Inter University 
m1.�rciticn 
Fil2:; re:<e?>rding H2�istrati0n RBt�ns 

10 Years 
l Yeer

Only t.hC) lastest 
issue to be 

·l'llai:1tai:1ed.
-1 ""j'.ear
l Year

10 Y,3ars 
5Years 

10 Years 
To be rct�ined 
Fermanently 

.i Year 

l Yecr

To be retained. 
Permanently 

To be' retained 
fer manent ly 
lO Years 

3 Years 

5 Years 
To be retainP.d 
Perma:1.ently ,. 

10 Years 

3 Yea::-s 

5 Years 

3 Years 
Pe.nuanent 



313, 

31-9.

320.

3 2?,. 
323. 

324. 

325. 

326. 

327. 

J ?.':). 

J'.10. 
331. 

332. 

133, 

-

8'1.r ol enc Re-gi s ce::::.;/Volu mes 
c•nta.i ,i:-Lg en olment forms 
F" l�s --��ardiru,: Re.-,istretio'l. 
of Studei1ts 
Files i'ee-srdi'1R; 'IJ,C,C,/P,T. 
Fil "' s re�c!rding cnnession to· 
Sch. Casts & Scheduled Tribes 
Files rcP-a:rdi:-ig Students 

• 

goi '1g a roarl 
• 

Files T9!'.'.ardiri.iz Elections & 
Bye-elections·-
Re�isterj r�garding Elections
& Bye-elections 

• • 

Files &. records rei;rudi'1g 
issup of Mi��2tion Certificates/ 
Provisional Certificates/Spl. 
Certificetes 
P'i les r'=".!! ,ndin� Visiting Pr qf <:>'.:' s ors 
files re?,erding Implementation of 
Resolutio'"ls 9f Inter-Un.iveNit,t. Board
Flles rei;;a r di'1P.: :i.'utor ial/ •• • • 
Preceptorial S�heme 
Files reF;arding Starting of 
New Courses a'1d Correspondence 

• Cou.rs es
File tegardin� Sc�olarships &
Fellowship
Engineeri"1� Scholarship

A..ffiliatirm, Recognition and. 
approval of Colle�e-ihspection 
Committee Report 0 etc. 

(a) Authorities Re:rister
(b) Seniority list; of teachers

receiverl from the Colleges
fol' me1'nb2rship of the 2.uthorities

Printi-i:; rvf Calendar 

�cn�fcss ��d �onferenae 
Jele' eticns, Elelegati. o r. of 
T0�chers a�d others 
Act Amei:1dm'::rit Files 
Court, Executiv<?-C:ou'tcil, 
Academic Council_Meeting 
Notices, Resolutions, Ei-tc. 
Court, �xecutive Council, 
,.'\.C ademic Cou,tc il-Or igi 'l.al 
Minutes (Sie;ned) 
Statues, Re�ula�ions and 
Or inance files-artditions, 
alterati >:1s �tc. 

FF-rmane-:n 

5 Ye;.; 1·s 
5 Years 

5 Years 

.S Ye2rs 

Perr.al'.1e'l.t 

Fermanerit 

3 Ye?.,s 
3 Yr:;ars 

Permanent 

Perrn2nent 

Per ma:i.ent 

5 Years 
5 Years 

Perman.=>:-it 

All the files 
relating to 
each college. 
Permanent 

Per-mc1ne il t 
·1r:> Yea::s (or
till pri'1ting
of the 7.ext
two editions).

3 Years 
Permanent 

5 Yea rs 

Pe.rm'3. ent 

-



340" 

J·C .. , 
J4�. 
Jc�; 3. 

::.H4. 

:3 45. 
3--!:6. 

247. 
34 1. 

351. 

35�. 
·; c:: ':i • . .., V <..,, � 

"· .- ', ·- ,- · ·- 2 r c 1-1 S tu di es -
1J••. ;r \ t,·,--i· :i: Cw!.S.titut:Lo1s 

::_, 'iJt•."c of n-.-:. 0, ;;1ri2; of" the 
C, u-t E-x-==c·J.ti v;,: Council. Academic 
C· 1.-.r��il -:-':d PJcult.y <2tc: (:Bound Vol.)

;_
1 �-,1· �'ld L)e.:;--,2;:cl' Re:;isters 

,"I :-- -:,"' j_an :�us ·,·-_ rres pondence 
;1,,�.o:;.,1t·:1-c1":. c' U:-iiv2rsity • 
3 'p: es e:·,t: ;: � v E, _en the_ .'}over nirig 
Bou i es of (, • l: P". J?S and Ins ti tu tions 

Cc·')stF.u"':j•n .=-.nd Rule.s and 
Ra�ul�t�o�s � P the G6�etning 
Bo�ies of Coll2�es . • 
fjl2s ,el2ti-'.'. :-,r:c co'1.stitution of 
author _ c;L,r, 

J.:::; s :,c� _- t. i--ns. -� ·1j ')f'_s I and Cou>:1ciln 
1'1e"lbe,shi�s vf L112:::-ds. ari.d-C:irnmittees 
c�1.L0.-�€"S ., J:!p, .. r:::.:�:ents, F.sculties 
.�·1isc. \.-.. i:-1·':.:�!"'-'�-� r--!.c e 
tLs ,. . t_tpe or •. or·1-e2 pond enc'=' 
s"G;if·r' ,I U -�rr. t)lO�· .. :.er .. t etc. 
.1., •:v'?. 1'.lc :'�.; '.('c1vc- 1 8 �j_st•Jr 
�J H'."tr.L,:,: Cm :i -� iJ es 

_ � 2 : �: :1 cl:� tr
,' i : ;� �; 

I,11p)rt-::rit-. �·0,,h�T�-hi11 files 
v C.._ 1s .,r.,1i:- •·'.t.,' ru�d Ri£:isc.er

i:u-=��:i_.J,, ,>np"',::: 0�·i,:;iaal 
311d ::i,ou .. Lh? -:.)f 

Arc,.::,intmeLt 0f ;�,xarnin2TS 
( i) Fi le_,., -Cc ,... r <:-�- po,:d er., e
(:.. i) Ace 2.pt a �t,=: es --f cr1rs
(i��) r�nv-R\0��--f�r�s

'I'· ·0 t. Pr ms-· 
--1 YPars 

Permc1 :1ent 
Ce,:-responden, e 
files regarding 
Pr int L1,,. of 
minut�s-" mav be 
kept for 2" Ye>:lrs 

5 Years 
3 Years 

1\,i0 terms -
6 Years 

Per m2.n ent 

3 Years 
3 Years 

3 Years 

1 Year 
3·Years 

l5 'le-a r s with 
lists '=:x.tracts 
c2:::-ried f...,r1.;ard 
.-. :3 Years 

5 Years 
5 Years hut 

fresh file 
should C0'.l.tai '1
of t.0t,als nf 
previous years 
c2 ·cr iPd forward

3 Years 

2 Years 
5 Years 
2 Years 

Permaricnt 

3 Ye.'lrs 
3 Years 

D r- -..,rn0.nr,.-r-.+-



..... ,• ....... 
L"' (°' .)t 

3 70. 

Jl.j:, ::•o j t r :r, ·:-i c sf � 0:1 d"=r a tots for�U,?,s, i.:,,, F Pers ,--r,nd1J ·r .,� ::., · --· ·- • '- • , , c;x a 1111 :1a ti o c1s ( 1; C'1, llc, s Desnatc;., '-f-=imos -. • �"' 
;.., ' ,6, • • - • -· 

• ' 

ec • •� --2ns 
1 Received forrr0 

E�a in3tio� Cen tre� ( .:;_ 1) E.x mi1er 's receipts or.il...:1: ,,·er-Books · · 
(iii) D:Hrinution_of scripts an0n::: Examiners · ·,; ,� ev alua�10, :f results, C >Jr rBspenaenc e 1 a PJ::11 c,i9t i on.s, 8!1d c onn,i.qt edscripts 

Re-Checki,10 r:;f R9sults 
1 :'.:or;:espondencp, ai;l�cations andconnected, scripts 0th er a '13 \v'P.r -- boo ks Appointment of Tc:1bulat.o.r2°.·· fc.r R::::;ulc::; 1'1octerat10:1 cf Results --.Co:r-"ospon;.,detlC0 ��c. " 

Supply of Marks: (i) Files of CorrGsponde·1.:-;e�ii) Applications (iii) Conterf oils Supply of De��2�s, Dipl:,�s, Cert1ficates
1 Duplicate copies,applications, correspnn�ghceand cou1terfoils Convocetion ( �) A.:: nu .::i l files reg ; �-rresµcnctenc? etc_ ( 11) Special Convoc.atio�--f1le8.r�g: correspondence Btc,( 111) Corwoc at:; c,i 1,Je,ek-f:i .. �es r�g. Go:-:-2spondenco' (i) A��rd of Scholarship, Medals ■ 2nd prizes files (U) A..·ai'Ll of .Sc ·,olarsnips, Medels and prizes fi2.es, ,,. f'ror,, foreign bodies/�uunteries(iii) :Z;1sti tutio,1 of Schh'.edals/Pr izc,s c'.: Rules .snd :.-eg.ula-t io� ate. • Ex2mi��tic• conducted on ::>ehalf .')f other authori th3 · -lhf:c:irm""ans-cases files 

Frc1ctlcpl Tr21nint: C sirtificatesf ilPs 

(1) Pre-Ph. D./?h. D .. /D.i\//.D. C. L./D. Litt. -tfilesc or t es pon,d er.ce

2 Yer,rs 

2 Years 

2 Ye,ar.s 
..., 

2 :.'°.3-ars

2 Ye.::irs
rri-:i;,t hs 

2 YeAr:o

2 Years 

2 Yeers 
Ye2rs 
·fr2r s

3 Years 

2 Ye2rs 

3 Years 

3 Years 

Perm3nent 

2· Yea)'s..
Till thp ·period ciPunis hinPnt 

3 Ye:,1·s, 

5 Years. 
a·f:, er t:� e
DUbliCAtio:!. of
result 



373. 

375. 

3 'r'(-',.

87'/. 

3 73. 

3 so. 

381. 

3 82. 
333. 

384. 

3 85. 

3 B6. 
387. 

388. 

3 '39. 
390. 
3'Jl. 
392. 
3)3.

394.

335, 
3'J6. 

.!.l, r2r,,_,_,-,1_ ('_f Examiners and 
i ", ,_-c O 0.rl.i !1.<:;? of the '-� 0r-,'1it tee 
v0 �0�sider the reports 

M�scellaner�s Corresoondence files 
c�:�es�a�d�1cn with the HeAds of 
tjjr.! Dcr2:i-tments resa:::-ding Courses 
r, .- '.lsadi'.'1· 
0ffJ.cial �opies for the Cnurses
01' Ci' 3 tvli T-' . 

' 

u:.ssertcti,),�,'Pr0ject Rer,ort 
etc. i.ri re'::pect of

r.
failed candidates 

DLJ1�1 .5: Drspnthb Registers, 
.Pe<:n Do0 k'., 
'l'i· :"1s 4 t. rle :'. i!:J t er s 
Results (C�clostyled spare c�pies) 

Rules a:1d R· ·u 19 tions of the 

Permail.en.c 
2 Years 

Per maoent 

P2rmane:1t 
(To �2 \l:ept i ".1 
the Uni vers Jty 
Library) 

2 Yeflrs 
1 Years 

Governing Dodies of Colle�es �erm2nent 
App0intrr.'?nt r1f U:liversity 
nep�2se11t2tives 0n the Governing 
i3odi es of C0.lleo-es 

' • 

Accenda 2c1d mi'1utes 0f the meetinp;--- -
nf Gov ,1rnin:: Bodlos of Col:i..e,,.es 
Applic2ti��3 of C�lleges far-
::;tertin� new c;urses . -• 

10 Years 

5 Years 

10 Years 
C Years v l�iS�8l lo'l.e'">US Gorresp0nd0nce

Po,\fj 0f Pes1d8nce, Health
and DL cipE 7.e 5 Years 
Hi�her initi�l start t� the 
2e.3chers of t:-1e C0lle�es 10 Ye2rs • 
Gr2,t =f Sturty LeRVe to Teachers 
r: f 1-::0:i.ler-es l"' Years 
_�olJ.e[:8 'i�llding� Planst additic,ns et.c. 10 Years
Executives 0f· Lease deeas hy 
C 1�1·.Le;'.2S 
I:-ispectic--n of C')llego under.- � ._ ...., 30 ( ") \...l •.., C ·..., U \, 8 ) 

:,:.:_h,- ,r·., n,') 1<::s-GrAnts t"' Cnlle3:e:; 
:,tucl, 1t3 i\.1, -1 f\.1i-:-c'l i>:1 Colle3es 
�::n,j0,,:r.,,-:-:t L\1:'ld of the Colle3es 
:·,ir ,, i t,1 n ,, c: r c' r.t" � 0 C0lleg e::; 
Cr27.cs f-:r 1 ,urch-6s9 of App8ratus 
,} Gc:u. �- J:·_1 r ;.�l ts . 
f,s ta·h:;_i::;1:errmt or T2xt Bo-,k 
Library, G::-20ts 2c1r1 other Li'bra ;.-y grants 
Euildiw Gran ts to Coller. es ..... 
Provident Fund for the Coll?f;'''::l 

Permanent 

Permancrrt 
1n Year::; 
Perm.':Jne�t 
Permanent 
10 Years 

5 Years 
10 Years 
Perma·-:,Emt 



,:, Cl i_j 
,_, ..., J. 

400, 
·:'tO l.
402, 

405. 

�06. 
-'t.07. 
·1011.

411. 

4.12. 

�� .:. ::, J. u 1:-i L i _. � ·:: t. u r E- r 3 r� !-LS s t t 
L-2c::1Tr.=-, s in th� CoJle_.-:es •
C.:)nditL.i ,s 2nd b::isis o:i. G-_-s t ·ic,s 
t 0 C o 11 , :. "" s 
.4.UGj_i:, '.,; :-.:ollcJ•o:es P.CCAU,ts 
!l.uditor,. A;:,pointmerit 
Appointrent nf Forei�n teachers 
;)e l11i G:. � ·,-'3TS i tv Constituent 
-: 0 11 F> • e '.; •. '° vi e 1-1 " f th e s t .,� ff' 
p0si no-. tr t'1"' Lihra:·ie2
Appoi'1tT. ,_- 0f Pri'.'lcip.c,J_ & 
('ff - . ?: .. �"'.< i.lals • - .
F".10::- o' : 1·1st::.t1.:J,e".lt Col_�J'..":'.E'S 
df:"li "'l<• - -;.-, cisposals of

1 v,,,L,.,s r,.i. :ell2'1e0us m:,t:t-2:-s 
2.-:,:,er,si_ '.'l \.. ( services Df, 1
�o 1: ,� "'. -� Teachers 
3. s'-. -�s:'·7.e:' 8 l in the Col] 8?,8S
�i;,j '1te'\.c1n,'."-!' p.;rc1nts to c·o1:P.-:es
Pi :12 nc:I. 2 l A.s si. st ;:int to TE .·;r. tiers
for rc,Sc'::'l'Ch 1A1,rk (U.G.G 1

Tr?vel co,�ci,•ss:1.o'l to Te2c•.1ers
( Comrnon'vee lth)

ApplicatiO'lS for 2dmissio1 
to i::xamin.:: tion� 
(i) C0verin6 S:leets
(ii) r.;_:,_(:,C:, J. t:;sc..od,;_ll!:, ....,�,�'"',o::·· 

dence for issue of b}ank 
aVi,licati•Y� forms 

1 
C·'V .1·1ng 

sheets, P.t�, to the ;olle:;es 
Pri 'lt inp. of. Corrcspondenc 0 files 

(i) Files regardim; supp1.y of
sL:ltistics to U.G.C. e:c.
showing th 0 number of
candidAt,ps appec>red/possed
at the University Exam::.

Files reletin� to CorrPspo"ldence 
;✓ ith thP Principals of the 
Colle::es rer:2rdi11.g Exam. ?e�s, 
Re�isters-F2e Utilization of 
Reiisters showing Examinat�oR 
fee received form thP Colle£9S 
Applic2.tio"\s fo • utilizat:'..en 
of Examina tio:1 fee 
A.pplic:3tions for enrolll1erit
of PX-students 
(a) Ex-students' 13:Tu·olment R8�bter..s

-:-er rnanent 

·Perrria•1e,t
1·'"' Y,,ars
lJ YePrs

5 • Yc£>rs 

Ps2rrn2"lent 

5 Yec1rs 

fi Y::ars 
Per fl'lac1e1·1t 

5 Ye2rs 

/ 

5 Ye 2rs 

5 Years 

6 Years 
l Year:

l ieH.
l Year.·

3 Years 
Perm·;;1nent 

Permanent 

2 Years 

6 Years 
Psrman:?11.t 



/123 0 

"".2-\.. 
A: 25. 

420. 

4 31. 

J.. ')') 
.UC.... • 

.?.rplic2(j_.�,r.s f'.)! c'1!'olm -? nt iri 
respec� of TP�Ch?r C �didates 
(a) 2:1 ro lrn-?.n'i:, ·,e-· is t-i?rs -Teac(1er 

c2'l.di:'et<"s 
Fi lPs re lat i ,.-, to e·-•ard of 
Entr�,ce Schoi�rships 
FilQ� relatin� to ijppoihtment 
r:f Su�dts. f<H lh.ivers ity Exoms 
,a) Files relati1.·, t,r:, appoi::ctment 

�r special I,vi�ilators, 
i_.'rit�rs arid o:ra::i.t of ':°Xtr.tJ 
tll'T\es etc. 

Files relatici!:; to General 
Corre�rnndenc� �ith Colleg8s etc. 
I!i.dex Ca1·ds 
Issue of Certificates-Counterfoils 
�tt2�dance Certific�tes-Issue 
of Admissio, Tickets 
Fll9� rel?.ting t::, C.rr�spondence 
:e�ardl�g Perl�diPal Inspections 
'1. R. D.S. and t-1.D. M.S. E.xamsi 
�iles relating to special' 
�ermi3sinn to take M.A. Exams. 
Files relating to Attendance 
at ::..ectures 
Files relati:-ig to Corresp41:ndec1ce 
regar�ins enrolment of Wom8n 
'�o�-Colle�iate) students 
Files relatin� to permission 
tn studects to appear at. the 
3.A. ( f ss: �xam, \2'1der Ord. I:r'.°
.:cr tic 1 c: ''=, 2)
Files rclatin.P: to permissiori
to students tb re-app�Rr at
: he B. A. ( Ho no1.l:B s) Exr1m i�_;:ition
-�w1cr A.rticl? 5 fof o,·d.-IX ·-
F·1.!..es !"el2tin··, t,.., c3ses of 
Concnnati0n of delay hy the 
V.C. F°'._les relatiri.g tn c;:ises
c�v�rct undrr t�mpor8ry
nr di:,.2,,•'.es

(i) Certifir.ate3 of exemptio�
f�om Com_uls0ry Test in Hindi

(ii) �erfic2�2s of exemptio�
�ro� Qualifyi�g·subjects
f�r 0.s.(Tlome Science)

(iii) � e rtificates cf exemption
froie: riualifying Suhj�_cts 
for B.Sc.(-P-.ons.) Nursi1:1-g .. ,

I 

0 

. 

6 Years 

2 Ye3r s 

2 Ye2rs 

S -Ye2rs 
,-- Ye2rs l' 

Fermanent 

:-l Yeclrs 

2 Yea�� s 

2 Ye2rs 

2 YP.ars ,, 

2 Yec>rs 

6 Year:. 

6 Years 

Perm3nent 

i 
I 

6 Years : -

I 
I 

6 Yc2rs 

6 Years 

'I 
1

1 
;, 

------- ----



·13-1.
&,35.

4.3 6; 
-437; 

-'-3'3, 
-'c3�, 

�--::0. 

441. 

4 .::}(�" 
44?. 

'-50.

(i•,r. · ... -'l"t.1fi< ·�-::.�. \..---.·· -�-�e..-.1' ... :"CiG'1
"r ,r.-\ ·11.1;;.lify:ing/Subjec,:,s 
[, ' i .:: 2C h '10 l,)gy Sx:ami '1- •cions�'(v) Cr. tific.,cr:;,s of �=(!,mpti-o'"1· fr. - - � ; - U, !U - .U ! y i :lg Su�::: idic:ry
Su ·ects for �-\ .. B.rj.S.-� �-B e s,.
E;x 1(i,. 

. . • I •• 

( vi) F:i ::.__,,s r2lch.ir1g t.O exemption
fror,, c:i.i·1ic2l werk 'ror D .. T.C.D,

2X?�in�ti0'"1 . , 
(vii) Fi�::,s r�latin� to .corres_pQ_ndence

r��2rding exempt�o'"1 fro�·· 
r:orr '.J.l::;c,ry 'f3st l".": Hindi

C��o: Li�t� 
Sp.�:. c> 0.n),iPs cf Co'l..fident::.al 
L:\.st.s 1r.rl fut;lish-'t. R;sult5 

(•. 

Furniture (S i:.eel & v-1,rnde'1) 
Type,.JTiters ) (G2stet:v:,r ._ 
Duplicator Fr ."'1ki nf! l•�achine) 
Electric Good� (Air Conditi�ners) 
Mi:., c e 112 nee us 
Corre�q:ie,nde'.1.c(-, ,.;ith the 
University En�i'1eer 
Liveries (Winter & SUmmar. 
stitching) 
PapRr & Misc. De�r�� papers 

ReP2ir s 

Typewriters· (Ges tener Duplicator FS 
Frcrnkirie: ·Machines 
Cycle &. other Misc. repair_s 
Rep�ir of St�ff Car 
R0nijwal of Licenc8S 

Publ:t-s;;at ion

Issue Vouchers of Univeisity 
PubliC8tions 
Correspondence regarding 
University Publication 
Fixatl�n of pri2e of. 
U�iversity Publicqtions 

5 Ye.=irs 

5 Ys 2r s 
10 Y:;;er s 

5 Years 

lo Y22rs 
11) )'."ears

r:, Years '--

3 Ye2rs 

5 Years 
3 Years 

5 Years 

3 Yeers 

Perrr,anent 

10 Years 

·Permanent.

• 

'-

• 

-



I 

452, 

4.53, 

454. 

455. 

457. 

{59. 
46C:-. 

"\61. 
-4<-2: 
4,3. 

,., " , ...:-·::i.; les 
/.:OV"ettiaament-r*r U.f'.S.C. 

, j,. G,,.;ier2l Corr·i?l>'POO'l�ce
i B'r:0.inf :1.f •;-uestion

P"- /9:rs C�l'.es pc-nde-nce « 
p2:1rr,ent of billJl •• 

( iv) Amendmerit to S.t?.tq'tas
Stock Re�i3ters • · �-

�1) Medic2.l facilities'"'vl.U.s. 
H2Plth Centre its rules & 
re3ul2.tio� c�ntributicn 
list:. elr-�� 

(ii) C.H.S. Scheme
( i) Is sue of A.dvertis sment ' .. ,• . . . 

and Notices to newspapers
(U::1lversity) about admission

(ii) Advertis8nent rP-ceived from
outside ;:igencies':id.istri•utio'1
to dep2rtme'l.ts and· faculties
conc0rried

( i 11 )�- El Z e � t Ge 0 f India · 
Clock B".ld �i�e pieces--beir 
W<:>ekly ·.-·inG i;,.1 contra.ct eto, 
Uni vo;'m holid 2.y-s, terms 
and .c-ff!catio'J. ••• ,-,- •

Co".lcess io!l ticRets�ss�s i-
( i) Issue of raii,,.�y 9·0::icessio"l

to students and cdr:r;�spon
den_c0. '11th r 0 ihio\· aUthori.ties 

ArrRngemenGs for kh2s khas 
tatti�s for the CentrAl Office 
Purchase. of Fir,=> Extin�isher� 
Pr eoarat i '):l Gf A.11sw2r Bo0ks 
a�i - sale used Ans ,,.,er Boo ks 
File reqardine celebretio�s 
U�iversitv Coat of Arms ••• 
Pr:opos21s· regcirding supply of 
tiffin to University effiploy0es 
(1) A�r2ements with the Coffee

House 2rid oth9r. EJHti11g
estcblishments • •• •

(ii) Contr��c for cycle�shed
neAr Sci?��e BlbcK �rid 
Arts F;cuity • . · 

•• :•., 0 
(iii) Correspo:1de-:1ce regarding.

the Advisor,· Committ8e for
the U�iversity Cafetaria 
Constitutions and 
Membership of • •• _

( iv) Im;)r�vement of .,the ,physical
standards 2nd the avnilabtlity
of foo.d in t', A . .  H65-tels • •••

2 Ye8rs 
2 J'.'-,At'6 

5 Y2ars 
F armanefflt 
Pei--me.ne:1t 

Permanent 
Per..ivnant 

3 Ye2-t'8 

2 Ye2rs 
2 Ye::>.rs 

5 Yer1rs 

� 
s Ye2"s 

5 YPers 
5 ':'.8ars 

S Yea�r. 
5 Y�ars 

Permac1ent 

Per ma n.e-nt 

Permanent 

I 
I 
I 



4 71. 

473. 
474. 
4 75. 

47f'). 
J..77. 

4 78. 
4 7·3. 
4 3'). 
431. 
4S2. 
4S3. 

484. 
485. 
486, 
487. 

4 '3 �) . 
439. 
400. 

"191. 
4'.)'2. 
493. 
494, 

4'.)5. 

�c�:�3����ence with the 
fJ,--ih "rs� ts,, Emr,loyment B .r .'JU 
Setti"'.g :;: 0f rilms Clt;b;.; 1., 
IJ,jvprsii.1 -::nd Univarsitv 
�ilms (Oi..ncil • • 
Prarr,i ,.r:: f' Rules re::ardin2; 
Di�cipli; <:: auang :;tud,ents 
G2rde1 �• ���tt 0 e-Constitubio:1 
Froctor::.;: /1.::i2n(TameDt in 
U:iivPrsit." c.-J'!l,c'JS 
Pri:1t1'lc::: ;-·,d hindin.,. work ,dth 
the Uni�;•c::;:.ty Pr<>s�-Co:-r7spon-
Ge:ico. etc, : .. 
Misc. file'. deaJ1h� with differa�t 
<?,9:1eri':·l rn:--;:.\ors I 

• . 

1Jl th0 fi��s relating to the � 
IrsuUJ'1Ce of lluildinl?S anC:t· __ 
the fic0. lit:, gu,ff nnt�e policy 

Stamps (Service and postr; d 
Pur ni tur e 2nd equipment 
Printed Re�isters and 
athPr msterials 
Paper Account with the Pr,1,s 
Misc. (Consumable other·tl,e".1 
s tDticnery) 
Question papers 
Liv er ies 
Pri:it0d forms 
Defrees ann Diplomas 
Courses or Reading 
Prize Books 

File:., 

Liveries (Issu'e) 
Correspondence for liveries 
Writing of De <;r ees and Dipl'>mas 
Issue of Furniture· to the

Department Pt C, 
Scock verificatio11 of the. St,ores 
Portrait etc. 
Issue of papers ,-to the 
Ui:1iversity Pr es s 
Issue of Les:r roes end Diplomas
Ts sue of Courses· of Reading 
Arr ans,; ement s for the ConV"Jcec-,i..C)n_ 
Arr an.gement s for·. trahisferhi.g 
and shi:ftio.R rf old· Ans ',ter books 
Arrengerr.ent for Annual Exarn. 

:P:c::-r.<2 '1f �1t 
.? sr mt :1,=mt 

5 Y<>ars 

lG Ye;;rs 
Permane,t 

5 Years 
10 Ye Br; 

.S Ys�·r9 
r-::-rma ii.er., 
10 Y8ars 

5 Years 
Perm..,neni, 
Por f'12r11:,:1L: 

5 Y2c:ir s 

,-, -. 

2 YeElrs 
2 Years 
2 Yeers 

PermanP'l.t 
s Years 
5 Years 

5 Years 
10 Ye8.rs 
5 Yea: s 
5 Years 

2 Years 
.8 Yee.rs 

. 



9 J. 

500. 
,C,0_\_. 
502. 
.so:; . 
504. 

505. 
50G. 
507. 

sos. 

500. 
51.0. 
,- l ., 
0 ...L..1-o 

512. 

S 13. 

•::.c::l::L:;:, ·;:i_-.:,') C• r I.-r::e pen en:�:? 
?\: --::-_1J ScrJubl�i_•.:: c�v 

Co:res�o11d8 11ce f0r ·;croJ.l sent 
to th� 0ther University 
Li�: of �uestio� p&pers for 
biidin_., 

·' 

L/.:'1 -jll of 1\;.r r:-1itu!·e -co �1:1t side 
.t,··,=J nr i '=":: f c, ,, �xa mi'"at :'...-:. ·.1 Pu.r pas ies

:�soetcb 

3<2rvice Ster:ips· Account Register 
Fr�n�in� Account ReEister 
�espAtch Register 
Par.··\ Ll()oks 
i- • st-::.1 x·e".<?.i pt:;

Lis ts Rer:<is ters 
Lists cf� fil2s 
�eeding & oth=r rules 
f "'r r es0r '1 
�·=isc. fil�s 

Marv ?.ezist2rs 
Cffi(;e. Co�)Y n.ez;icitcrs 
Date Rsg;iste!'s 

9.e �is t,:,r mai ritained for 
ke;ping 2�count of papers 
usP.d f)r stencils 

"' F. P . S . n ;h �
S t'lptember

)
20�1 

2 Ye-'-lrs 

2 Y?crs 

10 y _e2r s 
lO Years 
i6 Ye2.r s 

3 Yc,:irs 
J Y:..�2r s

Perma'"l.ent 
Perma:-ient 

Ferrne·cie'.1t 
--5 ... Yr:::;,.--:: s 

s Ye c1r 2 

3 Y::oar:; 
3 i:'.ear s

5 Years 

...... 



PRIVACY POLICY (GENERIC) AS per 
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• 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 

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

admission#:~:text=The%20University%20of%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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