Important Circular

No.R/12/Weeding Out/Vol-II
O/o the CDA Guwahati
Udayan Vihar, Narangi
Guwahati—781171
Dated:-28/04/2021

To

1. All Sections in Main Office
2. All the Sub-offices

Sub: Weeding out of old time barred records.

Part I (revised edition 2014), the records as and when fal] due for
disposal/destruction as stipulated in ANNEXURE-A & D of OM Part II Vol I
(revised edition 2014), APPENDIX 13 of GFR, APPENDIX A of UA Manual (for AO

are finally settled as the case may be. Ih,e‘secr‘et_,and‘co_nfid,ential records and
tim&exp,i1:ed,;h,e,qu,es,,,,(,if,an,y,) will invariably be destroyed by burning in the



bag will be marked serial No. (1,2,3...... ) and a copy of list prepared thereof
invariably be pasted on each bundle/bag and then send it to the record rooms
where the bundles/bags will be kept in specified racks of each section/groups
of sections. One copy of the list will be handed over by the concerned section/
group to R section at the time of transfer of records for verification of
transferred records with the covering list by Record clerk who will enter the
particulars of records in Register of index of records. The stage at which the
current records in sections are to transferred to the record rooms will depend
on the nature of the files maintained and is left to the discretion of the CDA as
specified in Para 57 of OM Part II Vol 1.

3)Action to be taken by the sub-offices:- The Officer-in—Chargc of (i) AAO
Shillong (ii) PAO (ORs) 58 GTC Shillong (iii) PAO (ORs) ARC Shillong will take
similar action as the action of sections/ Groups of Main Office described above
as these sub-offices have separate record section. However the PAOs will
dispose the time expired records as per Para 26 of OM Part X Vol I wherein it is
clearly mentioned that IRLAs and IAB-64 will be destroyed by burning only

after obtaining the sanction of Main Office and they should not be disposed off
in any other manner. Other sub-offices will take actions as described in Para 2
above.

This issuegwith the approval of CDA.

(Gautam Doley)

Asstt. Controller
Group Officer (Records)

The Officer-in-Charge } It is requested to upload this important circular

EDP Section (MO Ghy) in CDA Guwahati Website.

D K Kalita
Accounts Officer (Records)



