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Sr. Name & No. of Record Location of Storage & | Retention
No. Type of file Period

1 2 3 4

1 | Muster Roll Est52D 1 year
2 | Casual Leave Est53D 1 year
3 | Efficiency Bar Est 19 (a) C 5 years
4 | Charg Report Est 18C 5 years
5 | Posting ,Transfer, Promotion Est 19C 5 years
6 | Employment and training of Est 13C 5 years

state service probation

7 | Est. Complants Est ZC 5 years

8 | Obligatory Exam.including Est 15D 1 year
language exeptions

9 | Leave all kinds except CL Pay 50 D 1 year
10 | Additional pay special pay Pay 47 C 5 years
11 MCSR 27(4)Certificate Pay 62 C 5 years
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12 | Pay fixation Est19C 10 years

13  Monthly Dairies ADM 64 C S years

14 | Work sheet RCD53aC S years

15 | Rgr.of receipts and despath | RCD 53 B 30 years
of PR

16 CR EstZC S years

17 | Deem Date Est 19C1 10years

18 | Court Cases Law 22 A

18 | Additional charge Pay 47 C

19 | Departmental inquiry Est 28 ZB

20  Compulsory waiting Est 2C
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