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STEEL AUTHORITY OF INDIA LIMITED
DURGAPVR STEEL PLANT
MATERIALS MANAGEMENT DEPARTMENT
Mo MM/Record Retention Guidelines Date ; 05.01.2013

Suds: Record Retention Guidelines for Materials Management Department

The records maintained in the Materials Management department shall be retained as poy
the enclosed racord retention schedule given in the Annexure-1 [ 3 pages |

This issues with the approval of competent Authority.
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A Char;‘dfakar,l
S5r Manager {Tech)
£D (MM Sectt

Distribution:

1. EB-FRA

2. GV MM

3 ACVO

4. DGM (1A

5. All officers of MM Deptt
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Record Retention 3chedule - Materials Management Deptt

asos related to litigation/vigitance/CBH/Audit/Customs claims/insurance claims andg other disputas

to be retained till final disposal of case including periad of appeal or five years ©om the data

P
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R

combletion of contractual obligation whichever is later. In case of court cases dearance o

dopartment to be obtained before final disposal of files.

[1] Purchase Department
Retention period : Permanent
1. Files of Registered Vendors
Custodian: vendeor registration section
2. List of other Vendars [ in electronic form)
Custodian: C & IT Departiment.
3. Record of ancillary units
Custadian: I/C Ancillacy develapment T
Retention period : 04 {(Four) Years
L. Purchase case files are to be kept for four years after completion of contractual
obligations,
Custodian: Dealing Purchase Officers
indent Progress Register
Custodian: Dealing Purchase Officers

h

Retention period : 03 (Three) Years
1. Files of Registered Vendors not reacwed their rogistration (3 yrs aftor evpiey o
registration/renowal
Custodian: Vendorregistration section
Retentian periad: up to 02 {Two) years
1. Data pertaining to tender opening
Custedian: Dealing Purchase Assistants/Officers

[t] Stores Department

Retention period : Permanent
1. 8in cards for Stares {Either in physical form or electronic form)
Custodian: Respective Stores In charge
Retention petiod : 04 {Four} Years
1. Raibway receipt register
Custodian: Respective Stores 1/C
2, Purchase Order file in stores & Supply documents fite
Custodian: Respective Storesi/C
Cansignment note/MR receipt and registor

Custodian: Respective Stores 1/C
4. Running A/C bill{1oint measurement Register
Custodian: Respective Stores i/C
Daily Collection receipt/Day book Register
Custodian: Respective Stores 1/C
6. Goods Receipt Note

Custadion: Respective Stores HC
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7. Discrepancy letter & Register
Custodian: Respective Stores 170
8. Storesissue Voucher
Custedian: Respective Stores I/C
9. Material Return Note/Register
Custodian: Respective Stores 1/C
100 Insurance Claim Register (4 yrs or till the claim is finalised whichewver is {ater)
Custodian: Respective Stores 1/C

Retention period : 03 {Three} Years

1. all agjustment vouchers/Physical Inventory documents
Cusiodian: Respective Stores 1/C
2. Radway receint register
Custodian. Respective Stores 1/C
3. Marine transit claim/insurance claim file
Custodian: Respective Stores {/C
4. Indemnity bond Register
Custodian: Respective Stores 1/C
5. Asset Transter Voucher
Custedian: Respective Stores {/C

(5 33

Despatch notes & Dispatch register
Custodian: Respective Stores 1/C
Retantion period: 02{Two} years

1. Convey note
Custodian: Respective Stores 1/C
4 wWagon unioading ragistar
Custodian Respedctive Stores YO
3. Gatenass hock and register
Custodian: Respective Stores i/
4. Unieading Register
Custodian; Respective Stores 1/C
5. Lot fermation register
Custodian; Respective Stores 1/C

Loany/Urgant Isiue Register

feid

Custodian: Respective Stores /€

[i1] Technical Services Group

Retention period : Permanent

1. List of (tem codes and refated attributes {In electronic form)
Custadiarn: TSG {UCS group)
Retentivn period @ 03 {Three} Years

1. Materials Purchase requisition & register
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[IV] inspection Degpartment
Netention perind: Permanent

1. Measuring Instruments Register
Custodian: I/C tnspection
2. List of currently approved Laboratories for testing and records
Custodian: 1/C Inspection
Retention period: up to 04 {Four } years

1. Inspoction PO file
Costodian: YO inspection
2. Testing Register & test reporls
Custodian: /C Inspection
3. Calibration recerds of measuring instruments

Custodian: 1/C nspection
Retention period: up to 03 {Three } years

1. Inspoclion certificate register
Custgdian: 1/C inspettion

2. Approved Sampie register
Custadian: 1/C Tnspection

3. Records relaled to quality complainis
Custodian: 1/C mspection

4. Sample testing Hegister

(Qusi‘of_.‘ii‘.;n 2 Inspection
Retention period; up ta (01 ) year

1, Caltletter Register for outstation Calls
Custoadian: /O tnspection

General Documents

Retention period : 03 {Three} Years

1. Audit Reply files

Cuslodian - 1/C Administration af Purchase/ Stores & Inspection
2. incoming/Outgoing Dak registers

Custodian : 1/C Administration of Purchase/ Stores & Inspection
3. ReplytoRTiquerias

Custodian : 1/C Administration of Pusrchase/ Stores & tnspection
4. Report of 150 Audits

Custadian 1 [/C 150 matters of Purchase/ Stores & Inspection
% Records pertaining to $A 8000 Quality & process improvement

Custodian @ 1/C SA 8000 matters of Purchase/ Stores & Inspection
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