
A,k\errtlit s_rlL

STE EI, ATj1'TIOT{IT1' OT INDI,I I-I}I11'[D
t)t rR(;,\Pl I{ s't'ut-L },L.\\'r

ll.'\1'l'lltl.\Ls 11:\\.\Cil',\1ll\'1' I) triP,\ ItTll tri\''l'

No : Mtul/Record Retenticrn Guidelines Dilte i05.01.r013

0lfice Onler

5ubr Recprd lietention Guicjelines fcr Nlaterials Manaeemgnt Departmenl

Thc r|cords innintained in thf Materials lvlanagem,tnt deptrtme nt shall be tet;in{ld "rr.,]l]r
ihr .--nc!o:;ed rt!:crd rclention:;chedule given rn the Anflexure-l i 3 pages l.

Th's issues urith !he rpproval of ccmoeten' autho.itv.

' '-':':: '':"'' '
(A Chand13kar )

Sr Manager {Tech)

ED {MM) Sectt

Bistribution:

1 ED T&A

.i.. 0lrl i*tl,i;
i A(.v()

l. DCM l/C ir.A./

5. All olficers of MM Deptt



,tur€ I - Enclo to Offlce Order No: MM/Record Retention Guidelines, Date :0S.01.2013

Record tletention Schedule - Mate!E!:_l44r_?gglgnt !CE!t

asr-'l relattd to litiEation/VigilanCe/CBl/Audit/Custonls clniln5flns|lrance.lairlrs an.j cri:i., ;;r.r't,i:
io h! roiaineC till final disposal of ca:e includinB periDd of appeal or five yearr r,(,,r, r,ii, ii,--.i
r onll)ltli{rn of contracl-u,ll ol)ligirtion whiLhever is later ln c;rse of court ca-,e! .io.---.r r,-. ,:i i-1,-,

,,op.rrtment to l)e obtained helore final (lisposal of files.

IU Prtrcha$e,9e0artment

Retention period : Permanent

I files of llegirtered \/endor!

eustodian: Vendrlr registrntioD iection
2. list of otlrcr \/cndors { in electronic fofin)

Cu:todiarl: C & lT Departrrent.
3. lir:cord of ancillary iirrits

Custodian: l/CAncillsry development

Retentioll pcriod : 04 (Four) Years

l. l'urchase r:asc files are to bc kcpt fo! [olrr ye;rs after aornplt]liot.i (.]t ( ontratruJl
obligations.

Custodian: Dealing Pur(hase Officers

2. lndenl Progress Re8i5ter

a.I:itodian: l)!oling PurchJse Officers

Retention period r 03 (Threel Years

1 [ile-< of R.-]flistered Vendorr not rcrtc!./ed thCir rrr-li5tratirtr i-l .,,r1 .rftIr.,vt)i..,, /,1

rc[isttatior]/r errt!/aI

CLrstodian: Vendor'registtation seation

netention peri{rd: un to 02 (Two) years

I. L")ata perlainil.rg t.r tendcr opcning

Cu5todiirn: t)calinH Fur(hase Assistirnt\/O{licers

I ll] Stores Department

Retentlon period : Permenent

1. flin fnrds {()r Storcri iEither in physiral forrn or r:lectronic lorrn)

Custodial]: lle5pective Stores ln charge

Bolention period : 04 (F(rurl Y€ars

llirilw.,ly rr c0i pi regisl.er

Costodian: Respective Stores llc
Purchase Order file in stores & Supply documents file
Custorliar: RL.sL)ectivc Storcs l/f-

l,:'r'r.,i gnrr)e,r t rr0tr'r,/i\t R rec0ipt and rcgilt r r
(.u5t()(liar)i llesl)ective Stores I /L
f'l Lrnnin6 AIC- biil / toirrt maa:r rrenrert Ilci{ist.Jr

Custodian: Ilespective 5tores l/C

Daily Collection receipt/Dry book Registcr

Custodian: Respective Stores l/C

6oods Flei:ejpt l.l(]1e

CustorJiill: Rtsiltdivc Storc! l,/C

6.

5.

1,

1.

PaB* .l/ l
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,r. Di-<crepanr-y letter & Resilter

au5t0dian: Respecti',,e 5iD.er, l/C

8. Stores lssue Voucher

Custodian: Re5ilccti,,,e Stores l/C

9. l/latcrial Return Nore/Regislrr

Cu:itodi;.ln: Respectiv-. Stores l/C

10. lnsLrr;'rrce Clairc Regisler (,1yrs or till tire Ilalm i5 fina]i5Cd !/hich!,]vcl is lnlerl

Custodian: Respective Stores l/C

Retention period : 03 {Three} Years

1, r\11 a.;j,istilerll vcrLiclrers/Physical lf ',/entor,/ Jo!{riic.l;
aLr:ji:o.,iran: {lcspectiv.i SI:ores l/C

l. rlr l6 ay ./ ."rlt reqigte,

C(rrlrrlian. llc5i:rective 5tDr05 l,/C

l. tu1;ir)n,t tr..)n5i1 rlaim/lniurnnce clair fil['

Custodirn: Respective Stores l/C
.'l lndemnify borld ReSister

austo(l;an: Ilesrectl,,,e Stors5 llC

5. Al!el ir,lf'!tcr vo Lr clt r,r

Custcdian: Respective 5l:ores llC

ii. ilcspatclt note: & llrspatch regiiter
fu,ilodierr: ll{:5peciive Stores 1/C

Retention period: 02{Two) years

1. Convey noie

a,.r5todirn: fi espective Stores l/C

.l \,1/iillo!'r r.rii.iding rcjr,ist:r

au.iudi,rl R(:spe(iive 5tores l/'C

3. Go,,e pass bock ,.ind reAister

Custodiln: Respective Slores l/'C

4. r..lnlonClr!l ilegistcr

Custodian: Respectrve Slor€s l/C

5. Lot fcrmation register
(--l,rstodioni Re5pective 5tore5 l,/C

6. L!)nn/'Urg,:nt 15",!o Ragi.,i(]r
(:usiodiafl : Fcspr,rctive Stores l/'C

Illll l3qblical Services Group

lletention period : Permanent

1- List of ltem codes and related attributes (ld eleclronic form)

Cuslodian; rsc iUCS groupl

Rr,ltentior p€riod : 03 (Three) Years

1. M3acrirl:; Puraha5e requisiticn & register

t'
l
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I I vl !],spsrliri.L9epq!tr!lel!!

lletentioti period: Peimanelrt

1, Meistlringlnstrum€ntsileBi5ter
Ctrstodiarr l/C lrr!Jrc.ti0o

2. L.ist oI currentlY approved LaLlut;ltorie5 for te:'ting and lelor(1"

CustQdian: l/C lnsPection

Retenllon period: up to 04 lFosr ) years

l. llr:l)c.tiorr ['r.) fl111

( uatr)rliall: l/( lrrspcrtiorl

2. Testing Register & te5t repoIts

Custodian: l/c ln5Pection

3. Calibratiorl rcrords of mea!urin8 instrumtnt5

ae!tr)rli.r, : l,/C ln5pc.iiorr

Retentiou petiod: up to 03 (Thtee ) years

1. lnspc.ti(x) ' c r tificate regisle'

Custodianr l/C InsPectlon

2. Approved Sample register

CtJstodiarrr l/C InsPeclion

L Ilef.(-rllj'. ,elatcd Lo qunlitY (-'JrlrPla;rrls

ClJslr)dian: llI ln5Pecliol']

'1. Sarnple lPgtirre l'legirlnr

{- tr:l orJiin l/L lnsPecli(}r1

neteltion periodi tlp t(l (01 )Year

1. Cnll lettcr Register for outstation Calls

Cirstodinn I t/C lrl3Iecl.ion

gs!te!!!ilrqr!!r -el,!!t

Retertlon P€riod : 03 (ThreelYears

1, n udil net)ly files

Cusl otii;tr : l/C Adlr inistr atioll of Pur cltosel 51ores Pr l'sl)''( t irln

2. lncorning/outSoing Oak registers

Custodian : l/C Administratiorr of Pttrthasc/ 9torcs & lnsl)e'llon

-1. RcPIY 1o n l l qlreries

Crl5lorji;rr, r l,/a,ldrninisl.rltillrr oI Plirr])a!'j,' !lr-'lll:j & lril)tr;lir)f

4. Report of l5O Audit\

Cuslo(lirrr : l/C l5O rrtalttrs of t'urchase/ Stores & In5pertiorl

\ 11{rrl,r /lr f)crtrioing t(, SA 8000 {lunlitY & t)roccs5 impr ovcrrrcrlt

Cu\Lotliirrr i l/C 5A 8{100 mattcrs of Purthas('l 5tore5 & {nspeciion

/" ''.

Iragr: ]ll


