
RECORD ROOM AT PRESS BUILDING 

1. CIRCULAR REGARDING SHIFTING OF ALMIRAHS LYING IN CORRIDORS OF DIFFERENT BLOCKS OF VIKAS SADAN, 

2. OFFICE ORDER REGARDING REMOVAL OF ALMIRAHS LYING IN CORRIDORS OF VIKAS SADAN, 

3, SOP OF RECORD ROOM. 

4, RECORD RETENTION SCHEDULE, Dptt, OF ADMINISTRATIVE REFORMS & PUBLIC GRIEVANCES, Govt. of india, 

 



DELHI DEVELOPMENT AUTHORITY 
(NAZARAT BRANCH) 

4" Floor, B-Block, INA, Vikas Sadan 
No F4(41)/2018/Naz /DDA/) 4 Dated: 07.02.2022 

CIRCULAR 

~" Sub: Shifting of almirahs tying In corridors of different Blocks at Vikas Sadan. 

} Record room is under construction at Press Building, Vikas Sadan. 
2 After the compactors are instafed ard work of the record room is completed, 

Copy for information & necessary action to: 

N
A
g
e
s
o
n
-
s
 

records lying in almirahs of all departments in the corridors at Vikas Sadan are to 

be shilted to the record room at Press Building. 

Ail depariments which have placed thei records in the almirahs in the corridors 

are to do price weeding out of records before storing thern in the compactors, so 
that unnecessary records do not occupy compactor space. 
After the aimiranns lying in the cormndors are shifted, they sthould not be brought back 
into Vikas Sadan by the concemed departments. 
Ex. Engineer, SMD-4 to make necessary arrangement to repair almiralys which 
can be further utilized. Those aimirahs which are in unserviceable condition should 

be disposed off immediately, 
Ail departments which require almirahs to send requisition to Nazarat department 
and almirahs in working condition that would be spared would be issued against 
these requisitions. No new almirahs would be procured till these almirahs are 
utilized. 
Once corridors are cleared of these almirahs, ali departrnents to ensure that no 
aimirahs are again placed in the corridors in future. 

_-{0. Sarkar 
Commissioner-cum-Secratary 

Commissioner (Pers.)/(Systems)(Housing)(LD-I/(LD-1I)(LM) 
Chief Engineer (Hq.)/(South Zone) 
Chief Legal Advisor 
Chief Accounts Officer 
Financial Advisor (Housing)/ Dy. CAO (LC) 
All Directors 

Directors (Coordn. Housing, Land Disposal, Land Management & Personne! 
Deptts. 
Ex. Engineer, SED-11, Vikas Sadan to provide labour to the concemed nodal 
officers as per requirement and make arrangement for repair of almirahs and 
dispose off unserviceable almirahs. 

Copy for information to: 

1. OSD to Vice Chairman, DDA 

2. Finance Member, DDA 

3. 
4. 

§. 

Engineer Member, DDA 

Chief Vigilance Officer, DDA 
Pr. Comune. (Pers /Hor_/Landscape). DDA 

—~“(D. Sarkar) 
-cumn-Secrotary 

 



DELHI LOPM ORITY 

ILDI 

No. Fi(Mise)2022/RS/ 1} 3. Dated: 0G! att 

  

This is in continuation to this office circular of number F4(41}/2018/Naz./DDA/31 Dt 18- 

04-2022 on the above subject. It is once again intimated that the record room with compactors 

at Press Building, Vikas Sadan is almost ready and records lying tn almirahs of all departments in 

the corridors of Vikas Sadan are to be shifted to the record room. 

To, 

w
=
 

w
i
e
 

6 

All departments which have placed their records in the almirahs in the corridors are to do 

prior weeding out of records before storing them in the compactors, so that unnecessary 

records do no occupy compactor space. 

The user department will ensure that the record sent to the record room is neat and clean 

and in good condition. The files should be properly numbered on the noting and 

correspondence sides. A certificate shall be recorded regarding the pages on the noting 

and correspondence side. Torn file covers or file pages should be properly replaced/ 

repaired before sending the files to record room. File no., Deptt. Name & title of file 

should be legible and written in bilingual (Hindi-English) on ail fite covers, 

All concerned departments whose records are to be shifted to the record room at Press 

building to take urgent action for weeding out obsolete records, cleaning/proper 

maintaining of files before they are sent to the record room. The records with dust or torn 

file covers/file pages will not be accepted for storing in the record room. 

=e, 

Commissioner-cum-Secretary 

Commissioner (Pers.)/(Systems)/(Housing)/(LD)/(LM)/Land Pooling{PMUDAY) 

Chief Engineers (HQ. )/(South Zone) 

Chief Legal Advisor 

Chief Accounts Officer 

Financial Adviser (Housing)/ Dy. CAO {LC) 

All Directors 

Copy far information to:- 

1. OSD to Vice Chairman, DDA. x— 

Secretary 

 



DELHI DEVELOPMENT AUTHORITY . 

(NAZARAT BRANCH) 
4" Floor, B-Block, INA, Vikas Sadan 

No. F4(41)/2018/Naz./DDALS I. Dated: 4% 04 2022 

Sub: Shifting of almirahs flying Ir        
       
  

OTrLcors OF    

Thes ts in continuation to this office arcutar of even no. dated 07.02.2022 on the 

above mentioned subject. It m once again mtimated that the record room vith 

compactors at Press Building, Vikas Sadan vill be ready very soon and the records 

lying in almirahs of all departments in the corrdors at Vikas Sadan are to be shifted to 

the record room. 

2 All departments which have placed the: records in the almirahs in the corridors 
are to do prior weeding out cf records before sioring them in the compactors, so that 
unnecessary records do nol occupy compactor space 

3 The user department vill ensure thal the record sent to the record room is neat 
and clean and in good condilion. The files are properly numbered on the noting and 
cuctespenadence side A certificate shall be recorded regarding the pages on the noting 
ond correspondence side Torn file covers cr hie pages should be properly 
replaced/repaired before sending the files to record room 8; 

a All concerned departments whose records are fo be shifted to the record room at 
Press Building to take urgent action for weeding out obsolete records, cieaning/proper 

maintaining the files before the same are sent to the record room. The records vith 
dust or torn file covers/file pages will not be accepted for stoning in the record rooin 

ea 

—o: Sarkar} 
Commissions -cum-Secretary 

To, 

Commissioner (Pers. )\(Systems)/(HousingW(LO-+)(LD-1I)(LM) 
Chief Engineer (HO. WiSouth Zone) 
Chief Legal Advisor 
Chief Accounts Officer 

Financial Advisor (HousingW Dy. CAO (LC) 
All Directors 

Copy for information to:- 
1 OSD to Vice Chairman, DDA 
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w
h
 

 



  

No. F2(08)/2022/P&C/DDA/ Aqlz.- Date: 12.05,2022 

OFFICE-ORDER 

Vice-Chairman DDA has desizec that olf the almiratts/racks ete placed in var 

corridors of Vikas Sidan may be removed, During the meeting of Achiovement and 

Target 2022-22 and 2022-23, It was infurmed that several almirans Hove been 

abandoned and none of the departments is owning for the sane. in ths reperd. a 

committee has been constituted for inspection of these abandoned almirabs, ete 

comprising of the following members: 

1. Director (Nazarat) . Chairs: 

2, Dy. Directar (LD Coordn,} . Member 

3. Dy. Director (Housing Coordn,) - Maomtwer 

4 Dy. Director (LM eve! : Member 

—* Dy. Director (P&D) - Member Secretury 
6. Executive Engineer (SMD-4) - Member 

7. Dy. Director (System) Geordn, - Mernber 

tt is further mentioned that locks of these almirahs mey be broken in the presence 

of Chairman and members of the Commities and a sticker may be affvred on the almirens 

indicuting the name of department to which it belongs, 

Thos sues, with the approval of Competent Authority, * 
- 

Ct 
Copy to; 

1. PS to Commissioner-cum Secretary 
2. All Members 

 



  

1. Purpose 

The record room at Press Building, Vikas Sadan has been concelved to safeguard valuable records of 

various departments of DDA. The safekeeping of the records will ensure their safety against 

tampering, fire accident, insects, thefts, etc, The organized record keeping will assist in easy retrieval 

    

    

    

    

    

              
 _ePublic. Relations. » 

electrical departments will take care of all the necessary fittings in the record room. 

2.3. Maintenance end Supervision 

Since the record room will store sensitive records, the room should be pest free to ensure safety 

of the documents. The civil department will ensure the cleaning and maintenance of the room 

under the supervision of the AD (record room) or any other person designated for such work. 

  

 



2.4, Documents to be stored 

Files will be stored in the record room after the same has been authorized by the concerned 

Oy.Director for safekeeping in the record room. However, obsolete records will be weeded out 

before sending them to the record room for storing in compactors. 

2.5, Staff 

Following staff will be posted in the record room: 

a) Assistant Director (proficient in computer) -1 hol 

b) Junior Secretariat Assistant (proficient in compitter)- 3 nos. 
c) Data Entry Operator. 3 nos. 

d) MTS-3 nos, 

e) Peon/Daftari4 nos. 

3. Roles and Responsibilities 

3.1. Dy.Director (User Department) 

The Dy.Oirector of the concerned department should ensure that obsolete records are weeded 
out before submitting the useful records for safekeeping in the recofd room. The records to be 

submitted should have ail the requisite details such as file nO. Ssubject(bilingual), no. of pages 

on noting and correspondenceside, mentioned on the file ¢ cover. Dy, Director(User Department} 

will ensure that no loose/torn records are sent for safekeeping in the record room, A 

declaration regarding the same needs to be submitted along with the records. 

3.2. Dy.Director(Systems) 

Dy.Director(System) will ensure that ali the equipments like computer systems, barcode 

machines etc., are instalied in the record room along with record keeping software to maintain 

the records. 

 



3.3. AD(Record Room) 

The AD of the record room will be overall in-charge of the record room, Safekeeping of all 

records inside the record room will be the responsibility of the AD (record room), The AD 

{record roorn) will allocate compactors department and branch-wise, according to the quantum 

of records to be stored. 

3.4, ISA 

JSA will be responsible for maintenance of details of submission and extraction of the records, 

They will also maintain the Tecord keeping register. Any other task could be assigned by the AD 

(record room). 

3.5. DEO 

DEO will be assigned the work of barcoding the files, assigning sections for storage, retrieval, 

etc. Any other task could be assigned by the AD (record room). 

3.6, MTS/Daftari/Peon 

4° 

MTS will be assigned the workof assisting the staff of record room in miscellaneous works such 

as storage, retrieval of records, regular cleaning of stoted records, etc,. Any other task could be 

assigned by the AD (record room). 

4. Submission and Extraction of Records 

4.1. Submission of Records 

The records to be submitted must be accompanied by the declaration of the concerned 

Dy.Director that the records being submitted are duly scrutinized and does not contain any 

obsolete records, Upon submission of the records, the JSA of the record room will tag the 

records with the appropriate barcode and make the entry into the software. The DEO then will 

place the concerned record(s) in the appropriate place designated for them. 

 



4.2, Extraction of Records 

The records to be extracted should be handed over to the authorized person ( the authorized 

person must carry an euthorization letter issued by the concerned Dy.Director) after making 

appropriate entries into the system. The authorized person must sign the register for the 

receiving the records. 

The responsibility to return the records to the record room fies with the concerned Dy.Director. 

The onus of maintaining the record will be completely upon the concerned Dy.Director during 

the period record is not in the record room, 

4.3. Re-submission of Records 

Upon return Tee ea cs A place for the 
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n
 

of Records 
Physical 

Records* 
- File 

may 
be recorded 

under 
any one of the following 

category. 

(1) 
Category 

‘A’ meaning ‘keep and microfilm’ 
- 

(@) 
files 

which 
q
u
a
l
i
f
y
 

for permanent 
preservation 

for 
administrative 

purposes and which 
have 

to be microfilmed because 
they 

contain: 
& 
document 

so 
precious 

that 
its orginal 

musi 
be preserved 

intact 
and 

access to 
it in 

the original form must 
be 

restricted 
to 

the barest m
i
n
i
m
u
m
 

to avoid its 
d
a
m
a
g
e
 

or joss, or 

(ti) 
material 

likely 
to 

be 
required 

for 
frequent 

reference 
by 

different 
parties simuttaneoustly/frequently. 

(b) 
files 

of 
historical 

importance. 

(2) 
Category 

"B' 
meaning 

"keep 
but 

do 
not 

microfilm 
This 

category 
will 

cover 
files 

required 
for 

permanent 
preservation 

for 
administrative 

purpose. 
It will, 

however, 
exclude 

the 
nature 

of 
material 

falli ng
 
under the 

category described in (i) or (ii) 
of sub-para 

(1) (a) 
above and therefore 

need not 
be 

microfiimed. 

0 
1 

. 
ift 

beyond 
10 years it will 

be upgraded to 
B 

C
a
t
e
g
o
r
y
 

©-3, 
C-5 

& 
C-10 

m
e
a
n
s
 Category 

‘C files 
to be kept 

for 
3 
years, 

5 years and 10 years 
respectively. 

Electronic 
Records** 

- e-Files/records may be digitized any one of the category: 

(1) 
Category-! 

(e-Files/records to preserved 
permanently on which 

are of 
historical importance) 

— 
For 

10 years, it will be kept in the 
Department's sever 

and thereafter transferred to the server of the National Archives of India 

“* 
From 

the 
paragraph 

No 82 of the 
Central Secretariat Manual of e-Office Procedure 
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standing 
orders, 
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and when 
they become 

obsolete 
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particulars 
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12 Rules (Confirmation) 
and 

when they become obsolete. 
13. Confirmation/extension of 

Sutyect to suitable entries being made 
| Becbaten of 

Group 
A 

in the appropriaie service record and 
14. 

Confirmation/extension 
of 

an 
authenticated 

copy 
of 

the 
order 

probation 
of Group 

B. 
being kept in the 

p
e
r
s
o
n
a
l
 

fae 
16 

Confisnaton 
of 

Group 
B 

16 
e
a
e
 

of 
Group 

C| 
C-5 

_ staff 
17, 

Confrmaton 
of 

Group 
D 

| Staff 
18. 

Confirmation 
in 

e«-cadre 

| posts 
19 

Representations 
and | 

C-5 
if the r

e
p
r
e
s
e
n
t
a
t
i
o
n
 

results in the 
petitions 

original 
orders 

being 
revised, an 

a
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h
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t
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d
 

copy of 
the rolevant 
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wil 
be 

kept 
the p

r
e
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e
d
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n
t
 

book, personal fie and 
suitable entries made 

in the appropriate 
service 

record. 
Promotion/reversion 

Generai 
principles 

Category 
6’ in the 

case of 
departments 

issuing 
the 

orders 
and 

departments 
concerned, 
Category 

‘C’ for other 
d
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r
t
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