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Wﬁ‘l’qm/ Office Memorandum

The Record retention policy and its implementation was issued vide OM
No.AS/PS/OM/F-20/1111 dated 21.10.2021 and subsequent amendment order was issued
vide No. AS/PS/OM/F-20/65 dated 09.03.2022. It is noticed that difficulties are being faced

for the quick retrieval of the retained files when required.

As such it is decided that all the Head of the Departments and the Head of the
Projects shall develop a methodology for Head Quarters and field formations, respectively
for proper indexing of the retained files/ documents and their arrangement in assigned

Cabinets/Almirahs for accessing/ locating the required files in shortest possible time.

The methodology must be prepared and submitted to the Executive Director (HR) /

the undersigned within 15 (fifteen) days from the date of issuance of this Office

Memorandum.
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