ci)agscbcsaé@oﬁa

TO03023.0T |

o SNt

0NTReT-584133, ToODNBRTY, BJOF LT, RTI
SROT wgen

| RAICHUR

UNIVERSITY

8,%0: m@m/&@e?@ﬂOM—ZS/

scsémﬁm& 4 3TIN NONTH SIOBOONT.

©) TIF FTWEIMSL.
Q) VDD IRFNY JIVNI IBSNO.

F) TR THFNE TSNS IBSAR.

B) 0B [IRFNY IEINWD.

eSS IPROIT IB3ING INEITR 83 FPNT0SH.

A. Permanent

Service Register

Personal file

Statutes and statute approval file
Ledgers/ Registers of examinations

Stock Register
Course regulation

001 =1 BN Ph s 2 bolES

Books of award of convocation degree/gold medal/Ranks
Files Register pertaining to institution of gold medals/Cash prizes

9. Agenda & proceedings of Syndicate & Academic Council

10. Syllabus regulations

11. Estimate files of original Works
12. Annual Report

13. Audit Report

14. BOA proceedings

15. Audit observation files

16. Property Register

17. Award of D. Lit degrees

18. MB.

B. Five Years

. File pertaining to award of Ph.D
. M.Phil. Ph.D files

. Advertisement files

. Tender form sale Register

. Quarters Occupation & Vocation Register

. Affiliation Notification
. Affilion fees Register (DCB)
M.Phil. Ph.D fees Register(DCB)

1
2
3
4
5. EMD Register
6
7
8
2
10. Attendance registers
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11. Issue registers

12. Stationary file /Dead- stock Register, membership records, books/thesis/Dissertations
Accession register/Periodicals Registers/Meeting records and Personal files of
administrative.

13. Research projects, UGC planes

14. Surgical equipments, registers

15. Leave Maintenance file (Other than C.L)

16. Constitution of Syndicate and Academic Council files

17. PG Admission notification & application forms

18. Book procurement files, consumables/user statistical journal procurement/subscription
files, contingency bills, attendance register files, personal files of administrative.

19. Students fellowship/Scholarship (3 Years after expiry)

20. Major research project (3 Years after expiry)

21. Maintenance works estimate files.

22. Migration DCB Register

23. Migration Counterfoils

24. All Duplicate marks list

25. All plan and non plan vouchers

26. Advance pay bill, Bills payment Register

27. Tender files original works

28. Tender and purchase files

29. Affiliation files of each college (year wise)

30. Admission fee register

C. Three Years

1. Files regarding Appointment of central valuation/codes/Decoders/Senior
Supervisors/Tabulators/Secrutinisers and squad
Files regarding notification of marks
Despatch of marks card to colleges
Work allotment register
Circular files
Student attendance register, general correspondence, visitors registers etc
Attendance Register
Circular files
9. Inward register
10. Dispatch register
11. M.Phil. Ph.D Applications and Notification
12. Co-ordination files (Academic)
13. P.G Admission Notification
14. P.G Admission application
15. Eligibility files
Two Years

Sl O W B W 1D

Delivery Books

C.L letters & Registers

Cancelled Marks cards

Patients enrolment register

OPD register

Mislleancous files

All files regarding correspondence with colleges
Miscellaneous correspondence file

Routine correspondence
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10. All Dissertation copies including M.Phil(to be shifted to library after one year)
11. All project report

12. All Ph.D. Thesis(after one year thesis to by sent to University Library for reference
purpose)

13. All answer scripts and examination application (six months)

14. All schedules for conduct of examination

15. All time tables for conduct examination

16. “A” Forms and Junior Super dairy received from various college

17. Hotel and house bills etc

18. Construction proposals etc

Note.

All records of A.B and C are to be sent to Record section after the period mention as
above the following proper procedure & these are to retained at the record section. In the
record Section, files are not more than 30years are called current files and are to be maintained
properly. Files of more than 30 years are current files (SECTION No.219 to 246) and the
maintenance of these is to be followed as per manual & Secretariat manual of the Office

procedure.
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