
 

STEEL AUTHORITY OF INDIA LIMITED 
BHILAI STEEL PLANT  

RULES SECTION 
 

DATED: 31-01-2011 
 

 
CIRCULAR NO.RULES- 04/2011 

 
 

 Sub: Record Retention schedule for Personnel Department. 
 

  
 
 

 The procedure for Record Retention and Destruction was notified vide 
guidelines issued under GM’s Order No. GM/Admn/13/72 dated 10.3.1972 in 
Bhilai Steel Plant.  This order specified the procedure and the time frame for 
record retention, and the list of records to be maintained in various 
departments including Personnel Department. 
 
 Over the years many records have been generated in Personnel 
Department which were not covered in the above cited guidelines. Hence, a 
new Record Retention Schedule of Personnel Department has been 
prepared and is annexed.   
 
Henceforth, all records being maintained in various offices/sections of 
Personnel Department shall be retained as per the time schedule given in 
annexure to this circular.  
 

The Statutory records will continue to be retained as per time schedule 
specified in the relevant notification/regulation.  Records/Registers not listed 
in the circular but listed in SOPs under QMS of Personnel Department will be 
retained in accordance with the time frame laid down therein. 

 
Weeding out of records shall be as per the guidelines issued vide 

circular No.O&M/Procedure/882 dated 13.10.2010.  
 
This is a consolidated circular and shall supersede GM’s Order No. 

GM/Admn/13/72 dated 10.3.1972 in respect of Personnel Department. 
 
This issues with the approval of the Competent Authority. 

           
--Sd-- 

(Manish Pant) 
Dy. Manager (P-Rules) 

ALL PERSONNEL EXECUTIVES 
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�
Record Retention Schedule, Personnel Department 

 
Instructions 

 
(1) The retention period specified in column (3), 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. 

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

(3) In exceptional cases, a record may be retained for a period longer than that 
specified in the schedule, if such a course is warranted by the peculiar 
needs of the office. 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 that of another record, the former 
will not be weeded out until after all the issues raised in the latter have been 
finally decided, even though the retention period of the former may have 
expired in the meantime. In fact, the retention periods of such records 
should be consciously “reviewed and, where necessary, revised suitably.” 

(5) The section issuing rules, policy etc. has to keep these records as 
Permanent. Other sections need keep only the standing rules and 
instructions etc; weeding out the superseded ones as and when they become 
obsolete. 

(6) For destruction of records, guidelines issued by O&M vide No. 
O&M/Procedure/882 dated 13.10.2010 will be followed.  
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