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ZIHTW | TELEPHONE — 011-26104038; olitherT / FAX - 011-26104183

f&ATd / Date: 4— December, 2015

Office Memorandum

Subject: Record Retention Schedule of Institute of Secretariat Training and Management-reg

A copy of the Record Retention Schedule for records pertaining to substantive functions of
Institute of Secrtetariat Training & Management, duly vetted by National Archieves of India, is
forwarded herewith to all Faculty Members, Officers and staff .in ISTM for information and

compliance.

2. This issues with the approval of Director, ISTM.

Encl: Copy of Record Retention Schedule, : %
as mentioned above. P A IN
_ (Vadali Rambabu)
Deputy Director (Admin.)

Tel. No. 26102597"
Copy to:

All faculty Members/ Officers, ISTM

PS to Director, ISTM

PA to Addl. Director.

DD(A)/ DD(Coord)

Shri P.K. Roy, Assistant Director of Archieves, National Archieves of India, Janpath,

New Delhi-110001w r.t. their letter No. F.17-6/2015-RS, dated 30. 10.2015

6. Deputy Director, (System Administration Unit) with the request to upload record
Retention Schedule in the website of ISTM. -

7. Coordination Section/ Cash Section/ Infrastructure Unit/Foundation Training
Cell/Library /System Administration Unit/ Hindi Section. -3

8. Office Order Register
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RECORDS RETENTION SCHEDULE (RRS) FOR SUBSTANTIVE FUNCTIONS OF
INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT (ISTM)

SL No.

Archives of
India (NAI)

Annexure-|
1. Training Policy Files
Retention
Period
. Recommended Remarks
Sl. No. Subjects/Records-groups by National
Archives of
India (NAI)
i Training Policy Files - '
B
8 Central Secretariat Service (CSS) Courses
Retention
Period
. Recommended Remarks
Subjects/Records-groups by National

Assistant Direct Recruits
Foundational Courses

Cc-3
or
One year after
completion of
audit,

| - whichever is

later.

ii.

Level — A

C-3

or

" One year after

completion of
audit,

whichever is
later .

iii.

Level— B

C-3
or
one year after
completion of
audit,
whichever is
later.

Level =D

C3
or
one year after
completion of
audit,
whichever is
later.-

Level - E

C-3

or




o 3o

one year after
_completion of
audit,
whichever is
later.

vi. Level -F C-3
or
one year after
completion of
audit,
whichever is
later

3. Central Secretariat Stenographer Service (CSSS) Courses

Retention
Period |
Recommended | Remarks
by National
Archives of
India (NAI)

SI. No. Subjects/Records-groups

1: Stenographer Direct Recruit(SDR) C-3
Foundational Courses or
one year after
“completion of
audit,
whichever is
later..

i Level -1 C-3
or
one year after
completion of
audit, -
whichever is
later.

iii. ‘Level -1i C-3.
or one year
after
completion of
audit,
whichever is
later

iv. Level = 1lI C-3
or
one year after
completion of
audit ,
whichever is
later.

v. Level = IV C-3
or
one year after
completion of
audit,
whichever is
later.




Peripatetic (PT) Courses

C-3
or
one year after
completion of
audit,
whichever is
later.

Organization Specific
programme(OSP)/ Cadre Specific
Programme (CSP)/ International
Training programme (ITP) Files

C-3
or
one year after
completion of
audit,
whichever is
later.

Other Calendared Programmes

Sl. No.

Subjects/Records-groups

Retention
Period
Recommended
by National
Archives of
India (NAI)

Remarks

Basic Management Service(BMS)

. C-3
or
one year after
completion of
audit,
whichever is
late

Advanced Management Service
(AMS)

C-3
or
one year after
completion of
audit,
whichever is
later

iii.

Workshops

C-3
or
one year after
completion of
audit,
whichever is
later.

iv.

Trainers Development programmes

C-3
or
one year after
completion of
audit,
whichever is
later

Faculty Assistance to other
organisations

C-3
or
one year after
completion of
audit,




o

whichever is
later.

Miscellaneous matter

C-3
or
one year after
completion of
audit,
whichever is
later

Training Calendar/Annual
Report/General

C-3
or one year
after
completion of
audit,
whichever is
later

10.

Implementation of Official Language
Policy

C-5

1L

Training Research

12,

General Management

C-3
or
one year after
completion of
audit,
whichever is
later.

13

Citizens Charter and Business
Management Process Re-
engineering

C-3
or
one year after
completion of
audit,
whichever is
later

14

Result Framework Document
(RFD)

C-3
or
one year after
completion of
audit,
whichever is
later.

15

Computer Programme on Software
Application package.

C-3
one year after
completion of
audit,
whichever is
later.




Annexure-ll

Retention
Period
SI. No. Subjects/Records-groups R;;o:::;:::;ﬁd Ieeals
Archives of
India (NAT)
I Examination question papers
C-3
2 Answer Scripts
C-1
3. Consolidated Result Sheet Master copy
signed in ink is
. to be kept
B permanently
with
coordination.
Division
4. Internal Assessment Sheets for
individual/group presentations.
Project study reports, study tour C-1
reports, syndicate presentation, field
visits, peer assessment etc.
3 Syndicate paper, concept papers,
legislative analysis papers, reports
on state citizen interface/stat C-1
attachment
6. Public Policy Analysis report 4 copy of each
: report to be kept
B permanently in
the ISTM
Library.
7 Project Study Reports in respect of 4 copy of each
BMS programmes. report to be kept
' B permanently in
the ISTM
Library.






