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The following manuals and rules have been specifically laid down for proper record management,
they are:

> Chapter-XI of Manual of General Procedure (3" edition), issued by PAG, Kerala
» Rule-320 and Appendix-9 of GFR-2017



>

Chapter-XII Destruction of Records of CAG’s MSO(A) Vol L.

In view of the above provisions, all Branch Officers and AAO (in-charge) of Sections at Main office

Trivandrum and Branch Offices (Kottayam, Kochi, Thrissur and Kozhikode) are instructed to

following points :

a)

b)

d)

f)

9)

h)

All old records/ files/ registers (of previous years, which is not in use) should be scrupulously
reviewed and transferred to the Record room. A list of such records/files/ registers, sent to
Records room, should be made in duplicate, one copy of the list should be kept in the Record
room and other will be retained by the Section.

The file list will be examined to see that the year of destruction has been entered in the
appropriate column and that it tallies with the year of destruction noted on the cover of the
file.

Necessary steps should be taken for weeding-out/destruction of old records, finally selected
for destruction, after the orders of the competent authority, in accordance with the prescribed
preservation period.

All unwanted documents of ‘Confidential’ and ‘Secret’ nature including pamphlets,
drawings, blueprints, stencils, perforated monotype paper, metrics, proofs etc. are required
to be destroyed by burning.

It is to be ensured that documents which are known to be required by the Government or
Court of Law, or in connection with settlement of outstanding cases, are not destroyed.

A certificate that these records are due for destruction, not useful for audit purposes and the
records/contents in the files are not involved in any court cases should be produced by
concerned Asst. Audit Officer(s)/in-charge, along with list of files proposed for destruction.
A list of all such records which are destroyed (through destruction) shall be prepared and
retained permanently for future reference by Sections.

The procedure of transferring of old records/files/registers from Sections to Records room
and weeding-out/destruction of the same should be done periodically, in regular intervals.
For proper record management, all the Sections are directed to immediately take appropriate
action on the matter and follow the above instructions with immediate effect. A compliance

report on the same may be submitted by 30.04.2024.
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