RT3 AT 4 » C} Mo
. m, ':,k:gﬁ'a mrzf’,(;‘:‘l 1iig f-\'*'c.i"h?:,-/'ﬁ \ q / ﬂj\l ﬂé . 5)\ -\,?-/
R WON HEE A T A Y A B IR IAeH
: v 2 R MARK wdE 8=, Ui
."'hm Uy | CHIEF COMMISSIONER,
NET Ola The Sudl/ Chmmissione=—] CENTRAL GST & CENTRAL EXCISE CHANDIGARH ZONE,
Gao o tay Chantigarh] CHANDIGARH
manoranJan kLK s "z | Phone : 0172-2704180 /B34 | Fax 01722702572
IRS IR Email Id: ccu-cexchd@nic.in
CHIEF COMMISSIONER TRt o
~ L D.O. No. _110/Zone-14/Admn/SBM/2017/
‘ el e\ feetien 8-
Dear K4 leye Jo b, fSSiomgags, O Dated._ 19.09 2018
SrnimetE

L
\r

&

Itis once again impressed up on that the ‘Swachh Bharat Mission’ is among one of the dream projects
of the Govt. and the same is being monitored regularly at high level. The Board / DGHRD has issued
various instructions / guidelines advising the activities which can be undertaken under this scheme. DG,
DGHRD recently has shown displeasure over slow utilization of funds allocated under this scheme.

2. Apart from the projects undertaken by the respective jurisdictional Commissioners under ‘Swachhata’,
the undersigned has decided to earmark ‘Weeding out and digitlzation of records’ as the pilot projects
of this zone. While weeding out of records, it may be ensured that the relevant instructions contained in
Central Excise and Divisional Office Procedure manual, GFR and other relevant rules / instructions, may
be adhered to. Instructions issued by the Ministry are reiterated regarding weeding out of obsolete and
old records by destroying the records in terms of OPM, CBEG [Annexure A] and guidelines issued by
this office letter C. No. 99/Zone-14/Admn/Misc/SAP/2017/755-761 dated 24.03.2017 [Annexure B]. As

e are heading towards eOffice, it has become essential to have digitized records in making steps with

X
8}:& e ambitious plan of Gowvt. of India i.e. ‘Digital India’.

\l\

3. In order to achieve the above stated goal, within a limited time frame, the following timelines need to
be adhered to: :

(i) |dentification of records for weeding out : By 10.10.2018
(i) Weeding out of Reccﬁrd\s : By 20.10.2018
(iif) Destruction of old and obsolete records : By 30.11.2018

0_\\ (iv) Digitization of records (by scanning and

storing on harddisk / servers) : By 30.11.2018

4. Inorder to adhere to the above time- schedule, a committee of a Nodal officer of the rank of ADC/JC
alongwith 02 members from Group A may be formed for monitoring the progress of action taken in the
projects.

S.  In view of above, it must be ensured that the above project meets the timelines so decided. A

fortnightly progress report under the signature of Commissioner is to be sent by 05.10.2018,
25.10.2018, 05.11.2018 & 05.12.2018 for stages (i), (i), (i)} & (iv) respectively and addressed to the

undersigned.
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anoranjan K.

To

Sh. Kishori Lal,

Commissioner,

Central Goods and Service Tax Commissionerate,
Chandigarh.
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Pt A b

Office Procedure Manual, CBEC - For standardization of Office procedure
Central Excise Offices

Relevant portions for Weeding out of obsolete files

2.5 Destruction of Files

The length of retention of a file is to seen in Appendix {. The length of retention of other records is
Appendix-fl When the action on the file is complete, it should be recorded by the dealing hand
consultation with the supervising officer classifying the period of retention as in Appendix A when the peri.
of retention is over and the files shoyld be destroyed.

The files which are to be destroyed to be listed with file number and subject in triplicate. The orders of He.
of Office are to be obtained on a sheet. A reference to the in line in the file opening register is to be mao
The file opening registers should show the destruction of the file. One copy of the list is to be kept with t|
record keeper. All govt. files should be destroyed and under no circumstances should they be sold as 'radc

Record of files and registers maintained in office............ Commissionerate
Range Division

Serial  Subject. of Date of Date of closing Date of Remarks
No. File/Register opening of of File/Register. recording  of
File/Register File with
classification
1 2 3 4 5 6

7.2 The period of maintenance of the various registers is given in appendix A (1). Every register should b
opened only after making an entry in the file register/register of registers. Procedure for openin;
closing, recording and destruction of register should be same as for the files.In place of the colum
for the file number in the file register, the register’s name should be written in the register. On th
cover of the register, the following details should always be mentioned,

(a) Name of the register in file register.
(b) (b) SI. No. of the register in file register.

(c) Authority/instruction requiring maintenance of register(If no authority available, can be left blank.)
(d) Date of opening the register.
(e) Date of closing register

(f) Period of retention.

Alt pages should be serially numbered in a register and a certificate certifying that the register contains that
many pages, as serally numbered therein, should be incorporated on the first page. The Certificate should be
signed by the immediate superior of the officer who opens the register with his name and designation




List of subject
Source: Office Procedure
I-Administration

Number
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12.
13.
14.
15.
16.
17.
8.
19.
20.
21.
22,

l-Establishment

Appendix-I|

Indices for files with

Manual of Central Excise Department

Subject

Arms and Ammunition
Associations and Unions
Books and Publications
Buildings and Lands
Circulars and Instructions
Forms

Furniture, Equipment and Appliances. etc.

Holidays

lurisdiction

Law suits

Office Accommodation

Office Organisation and Procedure
Powers and delegation. etc.
Printing

Rent, Rates and Taxes
Sanction of Staff
Stationery

Telephones

Tour and Inspection notes
Stores

Welfare Institutes
Miscellaneous

O

Ve

of retenti

page 156 onwa

Period of
retention  of
File

Permanent

5 Years

5 Years
Permanent
Permanent

6 Years

10 Years
1Year
Permanent
Permanent

3 Years after
the closure of
the deal.
Permanent
Permanent

5 Years
Permanent

10 Years

5 Years

3 Years

3 Years

5 Years

3 Years

3 Years

(Page 157 of Office Procedure Manual) Matters marked with an * are subsequent additions

1. Advances (all kinds) 3 Years except for permanent
advance files which should be
permanent.

2. Allowances and Honorarium(all kinds) Permanent

3. Appointment, Promotion, Posting. Transfer Permanent (They  should be

and Retirement of Class |1l ,lIl & IV servants Permanent records till the officer's




35 years.
28. Rewards 3 Years
29. Service Records 5 Years after death or retirement
whichever is earlier.
30. Provident Fund* 10 Years
31. Recruitment 10 Years
32. Re-employment and extension of service 3 Years
33. Resignations 3 Years
34. Seniority 10 Years
35. Training 5 Years
36. Tour Program One year
37. Uniforms and clothing 8 Years
38. Miscellaneous 3 Years
ll-Accounts
1. Assignments and compensations 10 Years
2. Budget Estimates 5 Years
3. Contingencies 5 Years
4 Circulars and Instructions Permanent
5. Defalcations and Frauds 10 Years
6. Deposits Permanent
7. Grants-in-aid and amenities 5 Years
8. Permanent advances Permanent
9. Personal Ledger Accounts 5 Years
10. internal Audit 3 Years
11. Pre-audit ' 3 Years
12, Reconciliations 3 Years
13, Returns 3 Years
14. Remittance 3 Years
15. Service Stamps 3 Years
16. Securities{other than those taken under Central Excise Permanent
Rules which will be classified under the appropriate
head)
17. Works 3 Years
18. Write off 5 Years
19. Expenditure statements 5 Years

20. Miscellaneous 3 Years
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thereafter or until the obligations
thereunder are fulfilled.

6 Banderols, Revenue Stamps and Labels 5 Years
7 Bonded Removals 5 Years
8. Circulars and Instructions Permanent
9. Classification * 5 Years.
10. Import and Export 3 Years
11. Inspection Notes 3 Years
12. Intelligence and Preventive 3 Years
13. Licensing/Registration 3 Years
14, Manufacture/Production 3 Years
15. Offenses and Adjudications 5 Years
16, Overtime 3 Years
17. Price Declaration, Valuations * 3 Years
18. Refunds and Remissions 3 Years
18. Reports, Returns, Registers and Parliament 3 Years
Questions*

20. Rewards 10 Years
21. Representations from Trade and Public 3 Years
22. Samples for Chemical Analysis 3 Years
23. Stock Taking 3 Years
24, Textile or other special control 5 Years
25. Trade Labels 5 Years
26. Trade Samples 3 Years
27. Transport 3 Years
28. Tour Notes 3 Years
29. Warehousing 5 Years
30. Miscellaneous 3 Years.

VII-All Cess and other allied Acts.

1. Assessment

2. License

3. Inspection

4. Offense

5. Refunds and Remissions
6. Returns

7. Rewards

8. Miscellaneous.

Note:- Any cess, as and when imposed may be treated in the same manner by giving successive letters of t
alphabet.

VllI-Customs- Sea and Land

1. Customs Act, Rules and Notifications issued thereunder ‘.Permanent
2. Customs Tariff Act, Notifications and Tariff Rulings Permanent
3, Foreign Exhange Regulations Act and Notifications issued by Permanent

the Central Government and Reserve Bank of India



29.
30.
31,
32.
33.
34,
35.

36.
37.
38.
39.
40.

41

42.
43,

44,
45,
46,
47.
48.
49,
50.
51.

52.

53.

54.

55.

56.
57.
58.

Sample and Chemical analysis

Vessels Plying under general pass

Light dues

Portdues

Landing and export certificates
Correspondence with Port Administration
Bonds

Errors and omissions in Customs documents
Ship’s stores

Entry inward of vessels

Transshipment,

Warehousing

Port clearances and entry outward

Creek Passes

Appointment of ports, wharves, Custom-houses and
declaration of ports for coasting.

Vehicles and Launches

Personal deposit accounts

Receipts and remittances

Land Customs or minor port accounts
Miscellaneous

Complaints from the Trade and the Public
Nepal Invoices

Modus operandi files, Dossiers and Indexing.

| Vigilance files

Quarterly Bulletins received from other Commissionerate
and Directorate of Revenue & Intelligence

Secret inquiries files, inquiry files i.e ingquiries received fro
other Collectorates about seized goods

Proscribed literatures

Press Cuttings
Verification of character and antecednets filas.
Register of offences and penalties

3 Years

3 Years

3 Years

3 Years

3 Years

Permanent

As long as the bond is valid
and for one thereafter or
until the old obligations
thereunder are fulfilled.

3 Years

3 Years

Permanent

3 Years

5 Years

3 Years

4 Years

Permanent

Permanent

5 Years

Permanent

Permanent

3 Years

3 Years

5 Years

5 Years from the date of
suspect becoming inactive
15 years or till the Govt.
Servant is in service, which
ever is later.

3 Years

3 Years for infractions and 5
Years for others.

Generally such literature
would be destroyed.

However, where
departmental proceedings
or prosecutions are

launched/contemplated the
literature may be retained
as long as it has evidence
value

1Year

3 Year

10 Year



APPENDIX - 9
[ See Rule320]

DESTRUCTION OF OFFICE RECORDS CONNECTED
WITH ACCOUNTS

The destruction of records (including correspondence) connected with accounts shall be governed by the following

Rules and such other subsidiary rules consistent therewith as may be prescribed by Government in this behalf with
the concurrence of the Comptroller and Auditor-General.

1. Thefollowing shell on no account be destroyed :-
Records connected with expenditure, which is within the period of limitation fixed by law.

Records connected with expenditure on projects, schemes or works not completed, althaugh beyond the
period of limitation.

(i
{if)

(ifi)

(iv)
)

2. The following shall be preserved for not less than the period specified agoinstthem :-

Records connected with claims to service and personal matiers affecting persons in the service except as
indicated in the Annexure to this Appendix.

Orders and sanctions of a permanent character, until revised.

Records in respect of which an audit objection is outstanding.

Descripfion of records

Sl. No| Main-Heod | Sub-Head Retention Period Rernarks
{1) {2) (3 (4) (5)
1. Payments (I} Expenditure Sanciions not 2 years, or one year after
and covered by Paragraph 1 completion of qudit,
recoveries. cbove (inciuding sanctions whichever is later. Subi )
relating to grants-in-cid) ubject to:
{a) Original

(i) Cash Books maintained
by the Drawing and
Disbursing Officers under
Central Gavernment
Account (Receipts and
Payments) Rules, 1983,

(i) Contingent expenditure.

(iv] Arrear cloims (including
sanction for investigation,
where necesscry).

Papers releting fo :
{v) GPF Membership.
(vi) GPF Nomination.

(vii) Adjustment of missing
credits in GPF Accounts.

10 years.

3 years, or one year ofter
completion of cudit,
whichever is later,

3 years, or 1 yeor ofter
completion of audit,
whichever is later.

1 yeaor.

1 year - after final
setilement of GPF Account.

1 year.

nomination being
pleced in Vol. |l of the
Service Book of
Group 'D’
Government servanis;
and

(b) Nomination in
onginal or an
authenticated copy
thereof being placed
in Vol, Il of the Service
Book/Personal File in
case of other
Government servonts.
Subject to an
authenticated copy of
the sanction being
placed on the
personal file.




Description of records

SI. No.| Main-Head Sub-Head Retention Period Remarks
) (2) (3] {4) ()
(¢) Alteration in the 3 years. Subject fo suitable entry
date of birth. being made in
the appropriate service
record and on
authenticated copy of the
order being kept in
Vol ii of Service
Book/Personal file
(d) Admission of previous | 3 yeors; or 1 year after ~do -
service not supported by | completion of
authenticated service audit, whichever is later
record, e.g., through Subject to a suitable record
collateral evidence. being kept somewhere,
L . e.g., in the Service Book or
(e) Verification of service, | 5 years. Histary Sheet,
6. Expenditure (a) In respect of lower To be weeded out at the
statements. farmations, end of financial year.
{B) In respect of To be weeded out after the
Department itself, Approprigtion Accounts for
the year have been finalized
(c) Register of monthly To be weeded out
expenditure (Form GFR 9} | the Appropriation
Accounts for the year have
E been finalized.
7. Surety Bonds 3 years after the Bond
executed in ceases to enforceable.
be faveur of a
temporary or a
retiring Govern-
ment servant,
8. {a) Pay Bill register. 35 yeors
(b) Office copies 35 years

of Establishment
pay bills and
related schedules
(in respect of
period for which
poy bill register is
not maintained).
(<) Schedules to
the Establishment
pay bills for the
period for which
pay bill register is
maintained.

(d) Acquaintance
Roll.

3 years, or one year after
the completion of qudit,
whichever is later

3 yeors, or one yeor after
the completion of audit,
whichever is later.




INSTRUCTIONS

1. The refention period specified in Column (4), in the case of a file, is to be reckoned form the year in which
the file is closed (i.e., action thereon has been completed) and not necessarily from the year in which it is
recorded.

2. Inthe case of records other than files, e.g., registers, the prescribed refention periad will be counted fram the
year in which it has ceased to be current.

3. In exceptional cases, a record may be rétained for a period longer than that specified in the schedule, if it

has certain special features or such a course is warranted by the peculiar needs of the department. In no
case, however, will a record be retained for a period shorter than that prescribed in the schedule.

4, If a record is required in connection with the disposal of another record, the former will not be weeded out
uatil after all the issues raised in the latter have been finally decided, even though the retention period
marked on the former may have expired in the meantime. In fact, the retention periads initially marked on
such records should be consciously reviewed and, where necessary, revised suitably.

NOTES.-

(1) Before any pay bills/pay registers are destroyed, the service of the Government servants concerned
should be verified under Rute257in accordance{1) with .

{2} The periods of preservation of account records in Public Works Offices are prescribed separately by
Government,

{3} Where a minimum period after which any record may be destroyed has been prescribed, the Head of a
Department or any other authority empowered by him to do so, may order in writing the destruction of
such record in their own and subordinate offices on the expiry of that period counting from the last doy
of the latest financial year covered by the record.

{4) Heads of Departments shall be competent to sanction the destruction of such other records in their own
and subordinate offices as may be considered useless, but o list of such records as property appertain
to the accounts audited by the Indian Audit and Accounts Departments shall be forwarded to the Audit
Officer and orthe Accounts Officers, as the case may be, for his concurrence in their destruction before
the destruction is ordered by the Head of Department.

(5) Full details shall be maintained permanently, in each office, of all records destroyed from time to time.




Description of records

Sl Main-Head Sub-Head Retfention Period Rermarks
No.
{1} (2) (3) (4) {5)
4. Notices under 1 year if such a notice is
Section 80 of followed up by a civil
Civil Procedure suit, it would become
Code. arbitration/ litigation
case and would,
therefore, need to be
retained for 3 years.
5. Recruitment. Condonation of break 5 years Subject to a suitable
in service. entry being made in the
appropriate service
record and an
authenticated copy of
the order being kept in
Vol. Il of Service Book
Personal File.
6. Advance.

house building

(ii)
(i)
(iv)

{viii)

(ix)

(x1)
(xii)

{xiii}

Car Advance
Rules
Conveyance
Advance Rules.
Cycle Advance
Rules

Festival Advance
Rules

GPF Advance
Rules

House Building
Advance Rules
Motor Cycle /
Scooter Advance
Rules

Pay Advance Rules
T. A. Advance
Rules

Travel Concession
Rules

Other Advance
Rules

Grant of car
Advance

Grant of
conveyance
allowance

Permanent in the
case of
Departments issuing
the rules, orders
and instructions;
other Departments
need keep only the
standing rules, etfc.,
weeding out the
superseded ones as
and when they
become obsolete.

1 year

Subject ta :

(i) suitoble entries being
made in pay bill register;
ond {ii) in case of motor
car/motor cycle / scooter
and house building
advances.




Note - The principle to be adopted in respect of files having financial implications and hence ligble to be called by
audit for inspection is that such files should be retained for o period of five years affer they have been recorded. If, af
any time during the period of five years, an audit objection having reference to the transaction declt with in thet file
arises, is received, the file will not be destroyed until after the audit objection has been settled to the satisfaction of
the audit. Also, if local audit does not take place within the period of five years, the Head of the Office should
ascertain from the audit authorities whether they have any objection to the files relating to the earlier years, due for
weeding out by the application of the five year formula, being destroyed or retained for o further period for serutiny
by the audit party and, if so, for what period.

While records moy be reviewed and weeded out at periodical intervals in the light of the retention periods prescribed
to avoid their build-up, the attempt should be to make o continuous and conscious effort throughout the year to
weed outunnecessary records. In other words, the working rules should be “weed as you go”.

iNSTRUCTIONS:

1. The retention period specified in Column (4) in the case of a file, is to be reckoned from the year in which the file
is closed {i.e., action thereon has been completed) ond not necessarily from the year in which it is recorded.

2. In the case of records other than files, e.g., registers, the prescribed retention period will be counted from the
yearin which it has ceased to be current.

3. Inexceptional cases, a record may be retained for a period langer than that specified in the Schedule, if it has
certain special features or such a course is warranted by the peculiar needs of the Department. In no case,
however, will a record be retained for @ period shorter than that prescribed in the schedule.

4. Ifarecordisrequired in conneclion with the disposal of another record, the former will not be weeded out until
atter all the issues raised on the latter have been finally decided, even though the retention period marked on
the former may have expired in the meantime. in fact, the retention periods initially marked on such records
should be consciously “reviewed and where necessary revised suitably”.
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. THE PUBLIC RECORDS ACT, 1993N0.69 OF 1993(22nd December, 1993) |
4~ Act to regulate the management, administration and preservation of public records of the Central
Govemnment, Umon Territory Administrations, public sector undertakings, statutory bodies and
corporations, commissions and committees constituted by the Central Government or a Union Terntory
Administration and matters connected therewith or incidental thereto.
Be it enacted by Parliament in the Forty-fourth Year of the Republic of India as follows :-

L. (1)This Act may be called the Public Records Act, 1993,

(2) It shall come into force, on such date as the Central Government may, by notification in the
Official Gazette, appoint

2. Inthis Act, unless the context otherwise requires, -

a. "Board" means the Archival Advisory Board constituted under sub-section (1) of section
13;

b. "Director General” means the Director General of Archives appointed by the Central

* Government and includes any officer authorized by that Government to perform the duties

of the Director General

¢. "Head of the Archives" means a person holding the charge of the Archives of the Union
Territory Administration; '

d. "prescribed” means prescribed by rules made under this Act;

¢. "public records" includes -

i. any document, manuscript and file;

li. any microfilm, microfiche and facsimile copy of a document;

iil. any reproduction of image or images embodied in such microfilm (whether
enlarged or not); and

1v. any other material produced by a computer or by any other device,of any records
creating agency;

f. "records creating agency"” includes, -

i. mnrelation to the Central Government, any ministry, department or office of that
Govermment;

11. in relation to any statutory body or corporation wholly or substantially controlled or
financed by the Central Government or commisston or any committee constituted
by that Government, the offices of the said body, corporation, commission or
committee;

iii. in relation to a Union Territory Administration, any department or office of that
Administration;

1v. in relation to any statutory body or corporation wholly or, substantially controlled
or financed by Union territory Administration or commission or any committee
constituted by that Government, the offices of the said body, corporation,
commission or committee;

g. "records officer” means the officer nominated by the records creating agency under sub-
section (1) of section 5.

3. (1) The Central Government shall have the power to coordinate, regulate and supervise the
operations connected with the administration, management, preservation, selection, disposal and
retirement of public records under this Act. :

(2) The Central Government in relation to the public records of the records, creating agencies
specified in sub-clauses (i) and (ii) of clause (f) of section 2 and the Union territory Administration
in relation to the public records of the records creating agencies specified in sub-clauses (fii) and
(iv) of the said clause, may, by order, authorize the Director General on the head of the Archives,
as the case may be, subject to such conditions as may be specified in the order, to carry out all or
any of the following function, namely :-

1. supervision, management and conirol of the Archives,

ii. acceptance for deposit of public records of permanent, nature after such period as
may be prescribed;

1l custody, use and withdrawal of public records;

1v. arrangement, preservation and exhibition of public records;

v. preparation of inventories, indices, catalogues and other reference media of public



xil.transferring of records of any defunct body to the National Archives of India or the
Archives of the Unijon Territory, as the case may be, for preservation.
(2) The records officer shall act under the direction of the Director General or, as the case may be,
head of the Archives while discharging the responsibilities specified in sub-section (1).

7. (1) The records officer shall, in the event of any unauthorized removal, destruction, defacement or
alteration of any public records under his charge, forthwith take appropriate action for the
recovery or restoration of such public records. '

(2) The records officer shall submit a report in writing to the Director General or as the case may
be the head of the Archives without any delay on any information about any unauthorized
removal, destruction, defacement or alteration of any public records under his charge and about
the action initiated by him and shall take action as he may deem necessary subject to the
directions, if any given by the Director General or; as the case may be, head of the Archives.

(3) The records officer may seek assistance from any government officer or any other person for
the purpose of recovery or restoration of public records and such officer or person shall render all
assistance to the records officer.

8. (1) Save as otherwise provided in any law for the time being in force, no public record shall be
destroyed or otherwise disposed of excepts in such manner and subject to such conditions as may
be prescribed.

(2) No record created before the year 1892 shall be destroyed except where in the opinion of the
Director General or, as the case may be, the head of the Archives, it is so defaced or is in such
condition that it cannot be put to any archival use.

9. Whoever contravenes any of the provisions of section 4 or section 8 shall be punishable with
imprisonment for a term which may extend to five years or with fine which may extend to ten
thousand rupees or with both.

10.No public records bearing security classification shall be transferred to the National Archives of
India or the Archives of the Union Territory.

11.(1) The National Archives of India or the Archives of the Union Territory may accept any record
of historical or national importance from any private source by way of gift, purchase or otherwise.
(2) The National Archives of India or, as the case may be, the Archives of any Union Territory
may, in such manner and subject to such conditions as may be prescribed, make any record
referred to in sub-section (1) available to any bona fide research scholar.

12.(1) All unclassified public records as are more than thirty years old and are transferred to the
National Archives of India or the Archives of the Union Territory may be, subject to such
exceptions and restrictions as may be prescribed made available to any bona fide research scholar.

Explanation :- For the purposes of this sub-section, the period of thirty years shall be reckoned
from the year of the opening of the public record.

(2) Any records creating agency may grant to any person access to any public record in its custody
in such manner and subject to such conditions as may be prescribed,

13.(1) The Central Government may, by notification in the Official Gazette, constitute an Archival
Advisory Board for the purposes of this Act.
(2) The Board shall consist of the following members, namely :-

i. Secretary to the Government of India in the Ministry of Central Government
dealing with Culture

il. One officer not below the rank of Joint Secretary to the Governiment of India, each
from the Cabinet Secretariat, Ministry of Home Affairs,Ministry of Defence,
Ministry of External Affairs, Ministry of Finance and Ministry of Personnel, Public
Grievances and Pension.

ill. Two representatives not below the rank of Joint Secretary in the Union Territory
Administrations to be nominated by the Central Government.

iv. Three persons to be nominated by the Central Government for a period not
exceeding three years, one being an Archivist and two being Professors in the Post-
graduate Department of History in any recognized University.

v. Director General of Archives.

vi. The members nominated under clause (d) of sub-section (2) shall be paid such

r’(}”'
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Sﬂ'uf:lnased to ascertain whether any’ of ‘these records need further preserva
glon:(see para 20 also). " The records so.examined should then be put up t
sﬁx&Head of Office” or a Gazetted officer, nominated by  him who, aft=
g;nsfyxnc hmself about {rf: correctness of the scrutiny, shodld pass order
f A3 ﬁél;lclﬁtlf‘;‘l Otf those records which have outlived theair life pericd: gvec ‘in
t':ntn ; n his opmun are no lopger tu’ be reaained. Correspondin

,,,,, .,Fi__,ﬂ_ tharecords to be destroyed appearing in 1He Files Register 'n'm-

iocd under, Para 15 may be superscribed with the words “destroyed on. ...,
_:f--;gimd;g the signature. of the Head of Office/Gazetted Officer. If entrie
‘%a“bmio f to be destroved are not availablé in the File Register mention
*.Pftpar i a f;parne list of all such re cords to ke destroyed, should then b
i.d&tro;c Preterably in a well-bound register 2nd the records should b
'by burning N sresence of the Oflicer of and above tke rank of Head (I
g‘_ v ol om-?ﬁ by sale as waste pap r, according to the mathod appro
malmalned : dcemﬁcatns should then be Ttecorded on the File Rags
féuilhc I&CQI‘(? er para 15 or on- the list as the case may be. “Certifizd tha
StHe Tot Tan § wiich 'had completed the prescribed period of retention o
oo salluary, 19 SR W \.re scrutinised and the accurac Vi of the classift
f préesetvdtion verified and found corract= “Certifies
passed for destruction were duly-and completely destroy
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HET IS FH HIT,
e 3cUTG Yo TEH UaT FT G8NTg &1,
vre - 19, dwex - 170, @Y 3w [fes,
QIATY ! Telephone: 0172—2702379;%_?"3 / Fax: 0172-2710212;

§-A¢ / E-mail: ccuchandiadmn@gmail.com
C. No. 99/Zone-14/Admn/Misc/SAP/2017/ 8% — 28l femti:  24.03.2017

qar #

ACI AT AR (e [ @3l et / wemefas Jfowd (@ @ ),
FART ICUIE ook TaH {aT Y FEETG 3T, TG |

e /| AQIEaT,

IGATP Swachhta Action Plan with Activities / Projects for Swachhta for F. Y. 2017-18
and 2018-19 —EfiT |

Please find enclosed herewith a copy of letter of even C. No. / 1129-1134 dated
13.02.2017 vide which the Programmes / Schemes / Activities to be followed by the Central

Excise & Service Tax Chandigarh Zone for the implementation of Swachhta Action Plans (SAP) for
the years 2017-18 and 2018-19 are prepared.

in the above context, it is hereby requested to take necessary action as per the Activities
mentioned at Sr. No. 6 {Weeding out ohsolete files, pro forma to be filled in this regard is
enclosed herewith) under Part - B i.e. Basic Maintenance and at Sr. No. 1 under Part - E
(Awareness creation) of Swachhta Action Plan for the year 2017-2018.

T, Uy

T Sl 243,
(9T Ta)
JARFT (H W )
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¢ Swachhta Action Pian (SAP) 2017 — 2018

e List of Programmes / Schemes / Activities

AV -

o Office of the Chief Comissioner of Central Excise & Service Tax,

Chandigarh Zone [With attached and subordinate Formations /

Commissionerates

viz

Chandigarh-|,

Chandigarh-1i,

Audit

Commissionerate, Ludhiana, Jalandhar and Jammu & Kashmir]

Programme / Schemes / Activities | Proposed | Target Designation of the | Desighation o
Budget (in | date for | official responsible for | official
Rs. Per | completio | implementation of | responsible fo
year)* n of | activity and adherence | overall
Activity of timelines supervision o
the Activity
Digitisation of Office records / E —
office / E - publicaticn
Adoption of £ — office platform to Dec, 2017 Submission of monthly | ADC (P&V) of th
lessen the use of papers: report (Section wise) to | Hgrs., Office of th
The following steps have been taken DC / AC (Admn) at| Comm'te an
to increase the use of E — office:- Camm’te / Division level | officer of the ran
and DC / AC (CCU) of CCU | of AC / DC of th
i Vendor to be given a rate {Admn) on the no. of files | divisional offices
contract for digitisation of physical digitised in the month
files. and those which are yet
to be digitised.
Support / training on E — office issues May, 2017 | If not digitised, the
to be organised reasons thereof
April, 2017 | Submission of monthly
fi. Digital Signature Certificates report to CCU (Admn) on
to all the officials for use of £ - office officers trained during
the month and those who
are yet to be trained
Digitisation of publications: All non June, 2017 ADC (P&V} of th
statutory publications to be procured Hgrs., Office of th
in a digitised version Comm’te an
officer of the ran
of AC / DC of th
divisional offices ¢
the concerne
Comm'te
Installation of CCTVs in Corridors of Nov, 2017 ADC (P&V) of th
office premises. This will help in Hgrs., Office of th
monitoring the cleanliness and issue Comm’te an
advisories / take action against officer of the ran
violators. of AC / DC of th
concerned
Comm’te

* The expenditure on the activities where no amount has been mentioned against the ‘proposed budget’ will b
met as per proposals received from field formations for the needful scheme under concerned Object Heads, b
projecting the same to the DGHRD in the Budgetary demands of the B.E. 2017-18

Note: It is mandatory to submit a monthly report with regard to Scheme / Programme 1-3 under
‘A’ above, as per the stipulated timelines for completion of the activities to CCU (Ad mn)




officer of tHe ran
of Supdt. at th
Divisional / Rang
offices

‘| Weeding out obsolete files and

optimization of office space. Purchase
of Contractors for Storage will be
considered. In this regard Expression
of Interest would be floated to invite
proposals from interested parties for
providing the Compacters for safe and
secure up keep of records and better
utilisation of space

Annual
basis

All DC / AC (Admn) to
forward details of need
for Compacters by April,
2017

DC / AC (Admn) to float
tender for selecting the
vendor by June, 2017

Vendors to install
compacters by Dec, 2017

DC / AC (Admr
and Supdt / Ins
(Hgrs.) at  th
Comm’te level an
officer of the ran
of Supdt. at th
Divisional / Rang
offices

Renovation / upgradation of rooms

2 rooms
every
quarter

Alt DC / AC (Admn) to
forward details of rooms
needing renovation by
April, 2017

DC / AC (Admn) to take
estimates from approved
rate contract vendors for
seeking approval by 2
month of every quarter

Vendor to complete the
work by 3 month of the
quarter

DC / AC {Admm
and Supdt / Ins
(Hgrs.) at tt+
Comm’te level ar
officer of the rar
of Supdt. at tt
Divisional / Rang
offices

Mandatory
submit Quarterly
Annual report wi
regard to 1-7 und
‘B" as per tl
stipulated dates f
completion
activity, to CC
(Admn)

Note: 1t is mandatory to submit Quarterly / Annual report with regard to Scheme /
Programme 1-7 under ‘B’ above, as per the stipulated timelines for the completion of

activities, to CCU {(Admn)




* Swachhta Action Plan (SAP) 2017 — 2018 - \1’2
;g.—r. ~ogramme [/ Schemes / Activities | Proposed | Target Designation of the | Designation o
N Budget {in | date for | official responsible for | official
,o.- Rs. Per | completio | implementation of | responsible fo
: year)* n ~ of | activity and adherence | overall
Activity of timelines supervision o
the Activity
D ! Cleanliness and beautification of
Surroundings
1 | Maintenance of Cut flower potted Daily / | A team of Operators may | DC/ AC (Admn)
plants as per rate contract provisions Monthly be formed to daily assess
the quality of flowers /| Supdt {Hqrs) / Ins
plants. They shall report | (Hars)  of  th
any deviation in quality to | concerned
Supdt / Insp {Hgrs). DC / | Comm’te an
: AC  {(Admn) of the | Divisional  office
Comm’te /  Division | where applicable
offices to monitor every
month
Based on the feedback of
the Committee,
appropriate action by
way of cut in the amount
to be reimbursed 1o
vendor / appreciation
letter to vendor
2 Put pictures of Archival Value on the June, 2017 | Committee to finalise the | DC/ AC (Admn)
walls of Corridor of the Hgrs office details of pictures and
and other offices of each Comm’te tender by April, 2017 Supdt (Hgrs) / In:
Finalise the wvendor by | {Hgrs) of tt
May, 2017 concerned
Putting the pictures in.| Comm’te ar
various offices by June, | Divisional  offic
2017 where applicable
3 | The Courtyard gardens and outer Daily basis | DC / AC (Admn) to| DC/AC(Admn)
lawn will be well maintained and coordinate with staff of
planted with seasonal flowers and CPWD who are assigned | Supdt {Hqrs) / In:
ornamental plants the responsibility of such | {Hgrs}  of  tl
maintenance concerned
In case of incidence of | Comm’'te at
non-maintenance, the | Divisional offic
matter may be escalated | where applicable
to the Supdt Engg or
Executive Engg of CPWD
incharge for the area

Note: it is mandatory to submit Monthly progress Report with regard to Scheme / Programme 1-
3 under ‘D’ above, as per the stipulated timelines for the completion of activities, to CCU

(Admn)
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