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       India Government Mint, Mumbai 
 

Record Retention Schedule 

GUIDELINES ON MAINTENANCE OF RECORDS  
 
 

 All Files / Registers are to be maintained on financial year basis. 
 

1. In the court cases, the connected documents/files should be retained till Disposal of the 
case by the highest Court of appeal. 

 
2. Records not listed with Retention Schedule shall have a retention period to be decided as 

per the requirement. 
 

3. Where ever records are also being maintained in electronic forms, such data in electronic 
forms should also be maintained for the retention period as mentioned in this schedule. 

 
Retention, Disposal and Destruction of Records: 

All live as well as old records, including those kept in the record room/ with external storage 

shall be reviewed / scrutinized periodically, at least once in a financial year preferably in the 

month of April of the following year by a committee consisting of minimum three Executives. 

In case of disposal the recommendations of the committee shall be recorded in Disposal 

Register (standard format) and the same shall be recommended by HR Head, subject to 

approval of Department Head (Chief General Manager of the Unit), records due for 

destruction may be disposed of in a manner as mentioned in this schedule, under the 

supervision of HR Head and duly certified as under. 

The records maintained in hard or soft form shall be under the purview of these guidelines 

and retained or disposed accordingly. 

 
 

STANDARD FORMAT  
 
This is to certify that the below mentioned records were destroyed on …………………by shredding/other 
means in presence of following members; 
 
 
 
1. 
2. 
3. 
 
 
(Signature of Committee Members)      (Signature of HR Head) 
 
Name          Name 
Designation         Designation 
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1. HR DEPARTMENT 
 

S. No. Function Record Classification Retention 
Period 

   1 Circulars/OMs/Guidelines 

A  All 
circulars/orders/guidelines 
related to organization 
structure/ life cycle events 
for regular employees. 

10 yrs in 
hard form 
& 
subsequent
ly in soft 
form (after 
digitization). 

B  All circulars/orders/guidelines /OMs 
related to engagement of persons 
on non-regular or contractual basis 
including consultant/retainers etc. 

10 yrs in 
hard form 
& 
subsequent
ly in soft 
form (after 
digitization). 

C  Subject wise Guard File 
containing all DOPT/DPE/ 
Government OMs/guidelines, 
Presidential Directives related 
to executive, Non-
Executive/Supervisor, 
Unionized, Contractual,  
and Direct Contract employees.  

10 yrs in 
hard form 
& 
subsequent
ly in soft 
form 

D  Notice of formation of 
Sexual harassment 
Committee, approvals 
thereof, record of 
quarterly meetings 

10 Years 

E  Local/ Regional Office Notice/ 
Circulars 

5 Years 

2 Life Cycle Activities 
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A  Processing File for Organisational 
Changes 
/Transfers / Resignation /Postings / 
Re- designation of Non-
Executive/Supervisor, Unionized 
employees, Direct Contract & non 
regular employees 
{Original Office orders/approvals 
related to Life Cycle events shall 
be transferred to the 
Personal file of the employee. 

 
5 Years 

B  Processing file for Resignation cases  
{After processing, the approval 
documents are 
to be transferred to Personal file} 

5 years 

3 Leave 

A  All Leave records For Executives Till the 
employee 
is on the 
rolls 
+1years 

B  All Leave records For Supervisors 

C  All Leave records For Workmen 

D  All Leave records for/Direct Contract 

E  Processing file for 
Earned Leave 
Encashment. 

Till the 
employee is 
on rolls of 
the 
company 

F  Process file for 
Maternity 
leave/Paternity 
leave/Special 
Casual Leave/CCL 
etc. 

Till the 
employee is 
on roll + 1 
Year 

4 Correspondences  

A  Correspondences-Internal Till FY + 5 years 

B  Correspondences-External  
(With outsourced agencies and 
statutory local authorities) 

 
 5 Years 
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5 Personal Files/Service Books 

A  Personal Files of Supervisor, 
Workmen, Direct Contract & 
employees. 

Till the 
employee is 
alive +5 
years if no 
dispute is 
pending. 
Soft copy to 
be retained 
permanently
. 

B  Personal files of Consultants, 
Retainers engaged in the Unit 
containing all approvals and 
other statutory documents 

Till the 
Consultant, 
Retainer is 
engaged + 5 
Years 

C  Processing files for Pay Fixation 
of Employees 

10 Years 

D  Processing Files for Leave 
Encashment 

5 Years 

6 Medical Facility/Dispensary 

A  Process File for Annual Health Check-
up of all employees 
 

5 years 

B  Process File for Annual Health Check-
up for CISF 

5 years 

C  Stock Register of medicines and 
medical instrument/Medicine 
Dispensing register/ First Aid 
Register/Medical Camp related 

5 years 

D  Hospital empanelment related 
documents  

Till the validity 
of 
agreement/ren
ewal agreement 
+ 2 Years 
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E  Medical Records of employees Till the 
employee is in 
service + 2 
Years 

7 Guard File Guard file containing all 
DOPT/DPE/Ministry 
guidelines and Presidential 
Directives related to Reservation 

Permanently 

8 Welfare Intra Unit sport events 5 Years 

A  Towel and soap files 5 Years 

B  Any other welfare activity 5 Years 

C  Welfare committee related 
documents 

5 Years 

D  Welfare fund related files Permanent 

9 Recruitment/ Engagement 

A  Files containing Approval of 
Competent Authority for 
Recruitment and engagement of 
consultants/fixed tenure 
employees 

10 yrs in 
hard form & 
subsequentl
y in soft 
form 



Record Retention Schedule  

India Government Mints 

7 

  

 

B  Process files (Recruitment 
Master) for all regular and 
non-regular employment/ 
engagement in the region in 
Officer, Unionized Category, 
Contractual and Direct 
Contract employees and 
non-regular positions 
consisting of all documents 
as per applicable 
Recruitment Rules 
{Documents related to the 
selected candidate shall be 
transferred to the personal 
file of the candidate.} 

5 years & 
subsequently in 
soft form 

C  File containing applications 
of unsuccessful candidates 
along with attached 
documents. 

5 years after 
completion 
of 
recruitment 
process for 
the position 

D  File containing applications 
of empaneled candidates 
along with attached 
documents. 

5 years in hard 
copy and 
subsequently in 
soft copy 
(documents 
shall be 
transferred to 
personal file) 

E  Processing file for Confirmation 
of employees recruited including 
all confirmation appraisal 
documents {After confirmation, 
the approval documents are to 
be transferred Personal file}. 

5 Years 
and 
subseque
ntly 
transferre
d to 
personal 
file 

F  Process files for all deputation  
Till the period of 
deputation + 2 
years 
subsequently 
transferred to 
personal files 
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G  Process files for engagements of 
persons of Out Sourced 
Agencies/Contractors in terms of 
approved Company Policy. 
 

10 Years 

H  Year wise Recruitment Reservation 
Register/Rosters for 
Supervisor/Staff/Workmen position. 

15 yrs in hard 
form & 
subsequently in 
soft form 

I  Approved bills of outsourcing agency 
for 
recruitment/ recruitment agency 

10 Years 

   J  Caste verification 
certificate and 
correspondence 
{Documents related to 
the selected candidate 
shall be transferred to 
the Personal file of the 
candidate.} 

5 years 

  K  Documents pertaining to 
recruitment on 
compassionate grounds. 

15 Years 
subsequently 
selected 
candidate 
information 
transferred to 
personal file 

10 On Boarding 

A  Document related to 
verification of documents- 
qualifications, character and 
antecedent and other related 
documents 

5 Years and 
subsequently 
transferred to 
personal file 

B  All process papers related to 
On-Boarding of Non-
Executives {After on boarding, 
the approval documents are 
to be transferred to 
Personal file} 

5 years  
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C  Documents related to Verification 
of Character & Antecedents forms 
for Officers & letter to authorities, 
- registered AD slips, replies 
received {Documents related to 
the selected candidate shall be 
transferred to the 
Personal file of the candidate.} 

 
5 Years  

D  Induction plan, admin/ IT requisitions 
for new joinee 

5 Years 

E  Requisition for new ID card, medical 
card, etc.  

5 years 

11 Disciplinary Actions 

A  Employee wise Process files 
consisting of all documents 
(including Domestic Inquiry 
documents) as per SPMCIL 
CDA Rules. 
 

Till the 
employee is 
on the rolls 
+ 5 years 

B  Files for empanelment of 
Inquiry Officer 

5 Years 

12 Performance Appraisal 

A  Appraisal for Supervisor, in 
respective 
files or Online Database 

Till the 
employee 
is on the 
rolls 
+5years 

B  Appraisal forms of staff and 
workmen in hard copy 

Till the 
employee is 
on roll + 2 
years 

13 Promotion and Financial upgradation 

A  Process file for 
Promotion and 
financial 
upgradation of Non-
Executive. 

 
10 years in hard 
copy & 
subsequently in 
soft form 
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B  Promotion orders for Non 
Executive to be maintained in 
Personal files. 

 
Lifetime in 
personal files 

   C  Year wise Promotion 
Reservation Register/Rosters 
for supervisors, staff & 
workmen positions.  

15 Years 

   D  Seniority List 10 Years 

14 Manpower planning   

A  Files related to any manpower study 20 Years and 
subsequently in 
soft copy 

B  Files for sanctioning of hiring 
manpower 

5 Years and 
subsequently to 
be linked with 
recruitment 
files 

15 Wage & Salary Admin 

A  Attendance register/ soft copy punch 
data 

5 yrs in hard 
form & 
subsequentl
y 
in soft form 

B  Time-off/ out-door duty/ 
tour/ attendance 
regularization slip in 
hard/ soft form as 
applicable 

5 years 

C  Process files for Pay Fixation of 
Employees and Non-regular 
employees positions 

10 years 
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D  Employee claims for withdrawal 
from EPF, Gratuity claims (copy to 
Personal File) 

Till the final 
settlement of 
the employee 

 16 Security 

A  Visitors' entry register 3 Years & 
subsequently in 
soft form 

B  Material in/ out register 5 yrs in hard 
Form & 
subsequently in 
soft form 

  C  Security report register 5 Years  

   D  Company accommodation allotment 
approvals, letters 

5 Years 

E  CISF vehicles 15 Years 

G  Administrative expenses/ approvals 
file 

 10 Years 

H  Approvals for misc. administrative 
expenses 

5 Years 

17 Properties 

A  Copies of all original property related 
documents for properties 
owned by the Company 

Permanently 
in hard form 
or in 
Digitized 
Form 

B  Original documents related to 
rented/ leased 
properties incl. approvals  

  C  Correspondence with external 
agencies, payment of charges, 
municipal charges and other 
utility payments for Company 
owned/ rented properties 

Till the 
property is 
owned/rented 
by the 
company & 
subsequently 
in soft copy 
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18 Raj Bhasha 
Vibhag/Official Language 
 

  

A  Files pertains to Parliamentary 
Committee inspections  
Internal inspection OL Internal 
inspection report (preparatory 
documents and approvals) 

Till the 
Committee’s 
next visit & 
subsequently in 
soft form 
 

  B  Correspondence with 
ministry/Department of official 
language/CHO  

 

10 Years 

C   
Quarterly/Half-yearly and Annual 
Report/meeting of OL implementation  

10 years 

D   
Parliamentary Committee inspection 
report on Hindi and compliances (Final 
report) 

Permanently in 
hard and digitized 
form 

E   
OL Policy, Act & Rules, OL Check 
points, Guard File 

05 years in hard 
form & 
subsequently in 
soft form after 
digitization. 

F   
Correspondence files-internal & 
external (TOLIC) 

5 years  

G   Hindi Training Register 
Till the employee 
is on rolls. 

H   
Sanction of Awards under Hindi 
Incentive Scheme 

Till completion of 
audit + 02 years 

I  Hindi Roster 
Permanently in 
Hard Form and 
digitized form 

J  Process file of Hindi Phakwada 5 years 

K  Process file of OL Awards 5 years 

L   Process file of OL Magazine 
5 years 
 

M  Qtrly, Annual, Half Yearly Report  5 Years  

N  

Ministry, Regional Office, SPMCIL. 
Internal inspection report and its 
compliance and related 
correspondence. 

5 Years  

O  
Roster & Individual Order and other 
correspondence.  

5 Years  

P  
OL Policy, Act & Rules, OL Check points 
Guard File 

5 Years  
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Q  
Purchasing of Hindi Books and its 
record 

10 Years  

R  Departmental OL meeting/ Conference 5 Years  

S  

Hindi Training Register, Hindi 
workshop, Quarterly meeting, Sanction 
of Awards under Hindi Incentive 
Scheme Hindi Pakhwada, Govt. 
Circulars 

5 Years 

T  Outward Registers, Translations,   5 Years 

  U  Correspondence with 
Ministry/Department 
of Official Language 

  5 years 

  V  Correspondence files-internal & 
external 

5 years 

   19 
 
 

CSR Correspondence with HO/ NGO 
Partners/ Local 
administration regarding CSR projects 
(process file and CSR proposal and 
correspondence related to it) 

 
5 Years in hard & 
subsequently 
soft form 

20 Employee Relation   

   A  Process file for Long Term 
Settlements 

Permanently 
in hard form 
or in 
Digitized 
Form 

B  Agreements with Unions Permanently 
in hard form 
or in 
Digitized 
Form 

C  Incentive agreements. Permanent 

21 Union and Association 

A  Election related documents 5 Years 

B  Routine Correspondence with Unions 5 years 
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C  Agreements with Unions/Incentive 
Schemes 

Permanently in 
hard form or in 
Digitized Form 

22 Annual Declaration   

    A  Annual Property return Till the 
employee 
is on the 
rolls 
+5years 

23 Reward & Recognition 
Award 

Processing files for Reward & 
Recognition 
Awards 

5 years 

24 Registers/Returns/Forms 

A Contract Labour (R&A) 
Act 
& Rules 

All Statutory Registers, Returns and 
Forms 

5 years after 
the 
last entry 

B Factories Act & Rules All Statutory Registers, Returns and 
Forms 

5 years after 
the 
last entry 

C Industrial Disputes Act Register Of Settlements 5 years 
from date 
of last 
Entry 

25 Statutory Records   

A Contract Labour 
(R&A) Act 1970 

Registration Certificate in 
compliance to the provision 
under section 7(1) of CL(R&A) 
Act 
1970 

Permanently 

Certified copy of Contractor’s License 
under 
CL(R&A) Act 1970 

Permanently 

Copy of employment Card in Form 
XIV 

5 Years 
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Copies of all statutory notices 
displayed as relevant to 
establishment/ operating unit 
incl. Abstract of acts, Notice 
under Contract labour 
Act 

10 Years 

 All statutory registers, returns and 
forms and, Copies of separate e-
challans/ECR, in respect of contract 
employees employed by 
Contractors 

5 Years from 
last date of 
entry 

 Details of remittances to ESI/ 
PF with supporting statements 
- for employees on direct/ 
contract rolls, copies of PF/ 
Pension 
Forms 

5 Years from 
last date of 
entry 

B Factories Act & Rules 
FORM-1 

Request
ing 
Approva
l for 
Factory 
Building 

Permanently 

FORM-2 
Factory 
License 
Renewal 
applicatio
n 

5 years 
from date 
of last 
entry 

FORM - 3A Notice of Change of 
Manager 

FORM - 4 Factory License 

FORM - 5 Fitness Certificate 

All other statutory Registers, Reports, 
Records, Returns, Cards, Certificates 
and Forms 

C Employment 
Exchanges 
(Compulsory 
Notification of 
Vacancies) 
Rules 1970 
(On applicable 
provisions) 

 
Requisiti
on Form 

Central /local 
Employment 
Exchange 
depending on 
the nature of 
vacancies 

5 years 
from date 
of last 
entry 
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D The Gratuity Act 1972  

 
All Statutory Registers, Returns and 
Forms 
 

To be 
retained 
as part of 
Personal 
File. 

E POSH Constitution of committee, Minutes of 
committee, Annual Report, Related 
Documents 

  5 Years 

26 Electronic data All electronic data maintained in ESS 
database 

Till the 
employee 
is on rolls 
of the 
company 
+5 
Years 

27 Grievance Process file for Grievance redressal 
Committee proceedings containing 
Grievances, action taken report and 
report to 

Ministry and other statutory of Govt. 
bodies. 

5 years 
from the 
date of 
filling of 
Grievance 

28 RTI 

A  Cases disposed without attracting any 
1st Appeal 

5 years 

B  Cases attracting 1st Appeal 5 years 

C  Cases attracting 2nd Appeal 5 years 

D  Files relating to implementation, 
suggestion, guidelines 

etc. of PIO, APIO, Appellate Authority  

Permanent 

E  Nomination of Authorities under RTI 
Act 

10 years  
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29 Legal 

 A  All files/registers/ court documents 
pertaining to 
Arbitration/Litigation/court cases 
under trial or execution 

Until the 
case is 
disposed 
of + 5 
years 

 B  Arbitration/Litigation/Court cases 
settled and the reward is executed 
Arbitration/Litigation/Court cases 
settled and the reward is executed 

5 Years  

C  Files for bill of advocates 5 Years 

D  File for empanelment of advocates   5 Years 

E  Legal opinion/ legal vetting of 
documents 

5 Years 

30 Estate Related 

A   Process file for Company 
accommodation allotment approvals, 
letters 

10 Years 

B   Process file for Electric Bill payment in 
respect of estate meters 

10 Years 

31 Works Committee Election related paper, minutes of 
works committee, Constitution of 
works committee etc.   

10 Years 

32 Training and Development 

A  Training feedback forms 5 years 

B  Training calendar including approvals 5 Years 

C  Annual Training need analysis record 5 Years 
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33 MIS 

A  Quarterly manpower report, 
actuarial valuation data, HR 
inputs to Management 

report, holiday list incl. approval 
thereof 

10 Years 

34 Policy Related Documents   

A  Copies of Company HR policies incl. 
amendments, interpretations, 
clarifications 

Permanently 

35 Canteen 

A  General aspect/Instructions 
/Maintenance of Accounts /Purchase  
of crockery, cutleries, plates 
/furniture 

10 Years 

B  Fixation of price of the eatable etc. 
 

10 Years 

C  Canteen Committee Meeting 
Minutes 

10 Years 

36 Security   

A  Visitors' entry register, Security 
report register, Security Minutes and 
Correspondence. 

5 Years 

B  Material in/out registers 10 Years 

C  IB File Permanent 

D  CISF MOU & Strength Survey Report Permanent 

E  CISF Daily Situation Report, Monthly 
Report, Requisition of various items 

5 Years 

F  Security SOP and Contingency Plan 
etc.  

Permanent 
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37 Dispatch Section 

A   Post Office Agreement / Post Office 
Bill record 

10 Years  

B   Internal Register / External Register/ 
Speed post receipt/ 

5 Years  

C  Index Register / Register of list of files 
sent to record rooms or destroyed 

Permanent  

38 Time Office 

A   Attendance register/ soft copy punch 
data 

10 years in hard 
form and in SAP 
System. 

B   Time-off/ out-door duty/ tour/ 
attendance regularization slip in 
hard/ soft form as applicable 

5 years 

C  All Leave records Executive, Non-
Executive, non-regular or contractual 
basis employees 

 

Till the employee is 
on the rolls + 01 
year 

39 Guest House Management 

A   Guest House allotment register  5 years 

B   Guest House Bill Book  5 years 

C  Procurement Register/file of Guest 
House related items 

 5 years 
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2. MAINTANANCE AND SAFETY DEPARTMENT 
 
 
Safety & Environment Department 

 

Sr. No.  Record Classification Retention Period 

1 Accident Register 
10 Years or till completion of 
reportable/non-reportable case  

2 Safety Audit Reports 04 Years after audit 

3 Safety Manual  
03 Years beyond review of old Safety 
Manual 

4 Disaster Management Plan 
03 Years beyond review of old Disaster 
Management Plan 

5 DISH & MPCB Officer Inspection Reports 05 Years 

6 Consent Certificate issued by MPCB 10 Years beyond validity of consent.  

7 
Form-IV & Form-V submitted online on MPCB 
Portal  

05 Years 

8 Environment Monitoring 05 Years from date of issue 

 
GWS Department 

 

Sr. No. Record Classification Retention Period 

1 Calibration of Measuring Instruments 05 Years from date of issue 

2 
Machine Preventive & Breakdown record as 
per ISO format 

05 Years 

 
 

Millwright & Fabrication Workshop Department 
 

Sr. No. Record Classification Retention Period 

1 
Reports of Examination of Pressure Vessels, 
Lifting Tools and Tackles 

05 Years from date of issue 

2 
Machine Preventive & Breakdown record as 
per ISO format 

05 Years 
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PWD Department 
 

Sr. No. Record Classification Retention Period 

1 
General and Civil maintenance records for 
Factory and colonies maintenance 

05 Years 

 
Electrical Department 

 

Sr. No. Record Classification Retention Period 

1 Oil Testing Reports for Transformers, OCB 05 Years 

2 Machine Preventive & Breakdown record 05 Years 

 

Log Books 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

Sr. No. Classification Description Period 

1 Log Books All company hired vehicle logbook 5 years 
after 
expiry of 
the 
hire period 
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3. FINANCE AND ACCOUNTS DEPARTMENT 
 

Sr. No. Function Record Classification Retention Period 

I Vendor/ Employee related 

1   Bill Register 8 years 

2   Domestic TA Bill Book 8 years 

3   Foreign TA Bill Book 8 years 

4   NPS File OF IB officers 8 years 

5   GPF, HBA, CGEGIS Records of IB Officers 8 years 

6   
Gratuity & EL Encashment file of Retired/ 
Resigned 

Lifetime 

7   
Payment File of lumpsum grant of 
Compassionate  

Lifetime 

8   
Monthly telephone Payment 
details Executives                                                     

8 years 

9   
Medical Reimbursement of Executives/ 
Retired Employees 

8 years 

10   Cashless Medical 08 years 

11  EL encashment of on roll employees 08 years 

12   LTC reimbursement Register 8 years 

13   Master & Saving Records Lifetime 

14   Monthly PBR Abstract 8 years 

15   CGEIS files 8 years 

16   Monthly Misc recovery related files. 8 years 

17  
Process Files in respect of pension cases of 
employees  

Lifetime  

18  
Communication with Pay & Accounts Office/ 
SPMCIL Pension Trust reg pension cases 

05 Years 

19  

Process file for nominations in respect of 
family pension 

Lifetime 
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Sr. No. Function Record Classification Retention Period 

II CSD Finance 

1 Sales Bills 
Office copies of all Finished Product Sales 
Bills & Scrap Sales Bills / Various Bills i.e. 
BSNL Rent, Freight Bills of Finish Product etc. 

8 Years 

2 
Outstanding 
(Recovery) Letters 

All recovery letters, Sanction letters 
After recovery, 8 

years 

3 Approvals  
Sales Price approvals, Tour Approvals, Rate 
dispute approvals, New Policy approvals etc. 

Lifetime 

4 Tour Reports 
Tour reports of our representatives, Notes of 
representatives, suggestions etc.  

8 years 

5 Selling prices Schedule of selling prices Lifetime 

6 Audit  
Para & Replies raised by various auditors i.e. 
CAG, Statutory, Internal etc. 

After closure,  
8 years  

7 Cheque registers  
Incoming payment Registers, Copies of 
Vouchers 

Lifetime 

8 Circulars 
Various circulars issued by the CHO, Higher 
Authority of ISP etc.  

Lifetime 

9 Sales Tax 

Sales tax record, Paper Books submitted to 
HC, Appeals filed before First, Second 
Appellate authority & Assessment 
documents & relevant Record i.e. Settlement 
orders etc.  

Lifetime 

10 Budget Budget estimates/ revised estimates 8 years 

11 Taxation 
Record relating to Direct Indirect Taxation & 
Challan of Tax, etc. 

After completion of 
audit, 8 years 

12 Other  

Another relevant document i.e. Notes, 
instructions of Higher Authorities, Internal 
Notes, attendance register, extra work 
registers, stationery notes etc.   

8 years 
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4. TECHNICAL DEPARTMENT 
 

Gold Melting Department 

 

S no. Main Group Record Classification 
Retention 
Period (In 

years) 

1 

Registers/File 

Daily Production Report 5 

2 Weekly Production Report 5 

3 Monthly Production Report 5 

4 Gold Muster book for Assay 5 

5 Gold Melting received books 5 

6 Strong Hold book 5 

7 Preventive Maintenance Checklist 
Till the 

machine life 

8 Machine Breakdown History Card 
Till the 

machine life 

9 Gold/Silver Account books 10 

10 
Gold/Silver Account books (Pre-

Melting) 
10 

 

Die Department 

 

S no. Main Group Record Classification 
Retention 
Period (in 

Years) 

1 

Registers/File 

Daily Dies Account Book 10 

2 Daily Punch Matrix Records 10 

3 Weekly Waste Defaced Certificate 5 

4 Workmen Distribution Book 5 

5 Leave Record 5 

6 Attendance Book 5 

7 Heat Treatment Register 5 

8 Coinage Hard Dies account book 10 

9 
List of Machines & Utilities 

Till the 
machine life 

10 
Preventive Maintenance Checklist 

Till the 
machine life 

11 
Machine Breakdown History Card 

Till the 
machine life 
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Medal Department 

 

S no. Main Group Record Classification 
Retention 
Period (In 

Years) 

1 

Registers/File 

Commemorative coins & Medals Account 
Book 

10 

2 Green Account Book 10 

3 Bullion Indent (Voucher Book) 10 

4 Material Received Book 10 

5 Returnable Book (Outside) 10 

6 QA & Silver Blanks Account book 10 

7 Leave & Coming Back book 5 

8 Daily Manpower Distribution book 5 

9 List of Machines & Utilities 
Till the 

machine life 

10 Preventive Machine Checklist 
Till the 

machine life 

11 Machine Breakdown History Card 
Till the 

machine life 

 

Weights & Measures 

 

S no. Main Group Record Classification 
Retention 
Period (In 

Years) 

1 

Registers/File 

Daily Manpower distribution 5 

2 Dispatch Details Register 5 

3 Balance Checking Records 5 

4 Stamping Equipment Incentive book 5 

5 Weights & Measure Incentive book 5 

6 Requisition for store 5 

7 Order Information 15 

8 
Reference standard weight E-2 class 
accuracy Calibration Records 

15 

9 
Reference standard weight F-1 class 
accuracy Calibration Records 

15 

10 
Reference standard weight F-2 class 
accuracy Calibration Records 

15 

11 
Working Standard Capacity Measure 
Calibration Records 

15 

12 
Secondary Standard Capacity Measure 
Calibration Records 

15 

13 
Working Standard length Measure 
Calibration Records 

15 

14 
Secondary Standard length Measure 
Calibration Records 

15 
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15 List of machines & Utilities 
Till the 

machine life 

16 Preventive maintenance checklist 
Till the 

machine life 

17 
Machine Breakdown History Card 

Till the 
machine life 

18 Job Order Book 5 

 

Assay department 

 

 

 
 

 

 

 

 

 

 

 

 

Refinery department 
 

 
 
 
 
 

 

Bullion Department (Base Metal) 

 

Sr.  Document Title Document No. File Type  
Retention Period 
Proposed (Years) 

1 
New coin bag receipt and 
issue register 

BUL/BM.FR.01 Register 
15 

2 Base Metal Register 01 BUL/BM.FR.02 Register 15 

3 Base Metal Register 02 BUL/BM.FR.03 Register 15 

4 
Daily Production and RBI 
delivery  

BUL/BM.FR.04 Register 
15 

5 
Coining daily production 
Register 

BUL/BM.FR.05 Register 
15 

6 
Unexamined coin balance 
and ready for delivery to 
RBI register 

BUL/BM.FR.06 Register 

15 

7 RBI custody stock register BUL/BM.FR.07 Register 15 

S.No. 
Main 
Group Subjects/ Records- groups 

Retention 
Period 

1 

File/ 
Register 

Testing records including test method, sample 
details 15 years 

2 Equipment Calibration (external) record 15 years 

3 CRM Record  

15 years 

4 Record of authorized signatory 15 years 

S. No. 
Main 
Group Subjects/ Records- groups 

Retention 
Period 

1 

File/ 
Register Production record 15 years 
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8 Stock of Blanks BUL/BM.FR.08 Register 15 

9 
Sample Issue to Assay 
Register 

BUL/BM.FR.09 Register 
15 

10 Metal Issue Register BUL/BM.FR.10 Register 15 

11 Documents Issue Register BUL/BM.FR.11 Register 15 

12 Monthly Statement of coins BUL/BM.FR.12 File    15 

13 
RBI delivery challan and 
gatepass 

BUL/BM.FR.13 File    
15 

14 
Other Delivery challan and 
Gatepass 

BUL/BM.FR.14 File    
15 

15 
Daily and monthly report of 
base metal 

BUL/BM.FR.15 File    
15 

16 New coin Balances BUL/BM.FR.16 File    15 

17 RBI indent copy BUL/BM.FR.17 File    15 

18 Assay report  BUL/BM.FR.18 File    15 

19 Physical inventory BUL/BM.FR.19 File    15 

20 Coin sets of AKAM series BUL/BM.FR.20 File    15 

21 Daily production report 1 BUL/BM.FR.21 File    15 

22 Daily production report 2 BUL/BM.FR.22 File    15 

23 
Monthly inventory and 
fortnight report file 

BUL/BM.FR.23 File    
15 

24 
B.M 20 re blanks Jindal GRN 
/ FAC statements 

BUL/BM.FR.24 File    
15 

25 
B.M 20 re blanks Mittal 
GRN / FAC statements 

BUL/BM.FR.24 File    
15 

26 
B.M 20 re blanks CCC GRN / 
FAC statements 

BUL/BM.FR.24 File    
15 

27 
B.M 10 re blanks Jindal GRN 
/ FAC statements 

BUL/BM.FR.24 File    
15 

28 
B.M 10 re blanks Mittal 
GRN / FAC statements 

BUL/BM.FR.24 File    
15 

29 
B.M 10 re blanks CCC GRN / 
FAC statements 

BUL/BM.FR.24 File    
15 

30 
N.B 5 re blanks Jindal GRN / 
FAC statements 

BUL/BM.FR.24 File    
15 

31 
N.B 5 re blanks Mittal GRN / 
FAC statements 

BUL/BM.FR.24 File    
15 

32 
N.B 5 re blanks CCC GRN /    
FAC statements 

BUL/BM.FR.24 File    
15 

33 
FSS 2 re blanks Salem GRN /    
FAC statements 

BUL/BM.FR.24 File    
15 

34 
FSS 1 re blanks Salem GRN /    
FAC statements 

BUL/BM.FR.24 File    
15 
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35 
FSS 2 re blanks Jindal GRN /    
FAC statements 

BUL/BM.FR.24 File    
15 

36 
FSS 1 re blanks Jindal GRN /    
FAC statements 

BUL/BM.FR.24 File    
15 

37 Stronghold no. 5 log book BUL/BM.FR.25 Register 15 

38 Stronghold no. 6 log book BUL/BM.FR.26 Register 15 

39 Stronghold no. 10 log book BUL/BM.FR.27 Register 15 

 

 

Bullion Department (Precious Metals) 

 

Sr. No. Document Title Document No. File Type  Retention Period 

1 Gold -Silver Sample Register BUL.PM.FR.01 RG 15 years 

2 
Receipt & Account Register 
(Confiscated Gold for final 
Disposal) 

BUL.PM.FR.02 RG 
15 years 

3 
Receipt & Account Register 
(Confiscated silver for final 
Disposal) 

BUL.PM.FR.03 RG 

15 years 

4 

Receipt and account 
Register (Gold for 
Conversion) CBIC, 
Devasthanam, Merchant, 
SBI 

BUL.PM.FR.04 RG 

15 years 

5 Silver Account Register BUL.PM.FR.05 RG 15 years 

6 
Issue/ receipt/ balance 
Register (Standard Gold 
Bar) 

BUL.PM.FR.06 RG 
15 years 

7 
Consolidated Gold Account 
Register 

BUL.PM.FR.07 RG 
15 years 

8 
Commemorative Coins 
Receipt & Issue Register 

BUL.PM.FR.08 RG 
15 years 

9 
Document for Account 
Office 

BUL.PM.FR.09 RG 
15 years 

10 Gold Refining Approval BUL.PM.FR.10 PF 
15 years 

11 Silver General Approval BUL.PM.FR.11 BF 
15 years 

12 
Commemorative Coin 
Approval 

BUL.PM.FR.12 PF 
15 years 

13 Gold Gate Pass BUL.PM.FR.13 BF 
15 years 

14 Silver Gate Pass BUL.PM.FR.14 PF 
15 years 

15 
Commemorative Coin Gate 
Pass 

BUL.PM.FR.15 BF 
15 years 
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16 Alligation Pot Approval BUL.PM.FR.16 PF 
15 years 

17 Gold Re-melting Approval BUL.PM.FR.17 PF 15 years 

 

 

Bullion Department (Coining) 

 

Sr. No Documents Title Documents No. File Type 
Retention Period 

(Years) 

1 Daily Accounting Book BUL.BM.COIN.FR.01 Book 
15  

2 
Daily Combined Accounting 
Book 

BUL.BM.COIN.FR.02 Book 
15  

3 
Daily Accounting 
Register(Denomination 
wise) 

BUL.BM.COIN.FR.03 Register 
15  

4 SAP Entry Register BUL.BM.COIN.FR.04 Register 
15  

5 Voucher Book BUL.BM.COIN.FR.05 Book 
15  

6 Daily production form BUL.BM.COIN.FR.06 Form 
15  

 

 

Bullion Department (Examining) 

 

 

Sr. No Documents Title Documents No. File Type 
Retention Period 
proposed (Years) 

1 Daily Account Register BUL.BM.EXAM.FR.01 Book 
15  

2 
Daily Account Individual 
Register(Denomination wise) 

BUL.BM.EXAM.FR.02 Register 
15  

3 
Combined Account 
Register(Denomination wise) 

BUL.BM.EXAM.FR.03 Register 
15  

4 
Issue Voucher Book(Waster & Coin 
Cabinet 

BUL.BM.EXAM.FR.04 Book 
15  

5 SAP Entry Register BUL.BM.EXAM.FR.05 Register 15  

6 Bags Issued to Bullion Register BUL.BM.EXAM.FR.06 Register 15  

7 Daily Account form BUL.BM.EXAM.FR.07 Form 15  
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5. IT DEPARTMENT 
 
 

S. No.  Record Classification Retention Period 

1 SAP and Email Authorization Records 10 Years 

2 Purchase Orders & Material Suitability Lifetime  

3 IT Audits Reports 
10 Years 

4 IT Assets & Handing Over Records 
10 Years 

5 Training Records  
10 Years 

6 DSC Dongle Issue Records 10 Years 

7 External Media Device Access Register 
10 Years 

8 External Media Device Access Approval 
10 Years 

9 Internet Service and Approval Records 
10 Years 

10 Software Licenses Records 
10 Years 

11 Incident and cybersecurity records 
10 Years 

12 System and Network Diagram Lifetime 

13 Firewall and Network device Log 2-3 Years 
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6. MARKETING DEPARTMENT 
 

 

Weights & Measures 

 

Sr. Document Title File Type 
Retention 

Period 

1. Customer Order / Inquiry 
Individual 
Customer 

File 
10 years 

2. 
 

Proforma Invoice / Estimate 
Register / 

File / 
Folder 

10 years 

3. 
Confirmed Orders – Sales 
Orders. 

Folder / 
File 

10 years 

4. 
Dispatched File (Order 
completed) 

Individual 
Customer 

File 
10 years 

5. 
Logistics file – Allcargo / GPO 
Consequent MIGO Service file 

File 10 years 

6. 
Payment register / Customer 
details of payment received 

Register 10 years 

7. Tax invoice Register 
Folder / 

File 
10 years 

8. 
Transit Insurance – for 
shipments 

Individual 
Insurance 

file 
10 years 

9. E-way bill file File 10 years 

10. Miscellaneous File File 10 years 
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Refinery 

 

Sr.  Document Title File Type 
Retention 
Period 
(Years) 

1 Gold Lot File File 15 

2 Silver Lot File File 15 

3 SBI Lot File File 15 

4 Dust Sample Report File File 15 

5 Sample Test Reports File File 15 

6 Proficiency Test File File 15 

7 Surplus Gold File File 15 

8 Surplus Gold less than 4 gms. File File 15 

9 Surplus Silver File File 15 

10 Surplus Silver less than 40 gms. File File 15 

11 RBI Gold rates File (LME) File 15 

12 CBIC for Customs Gold File File 15 

13 Deposit appointments File File 15 

14 Miscellaneous File  File 15 

15 Silver Process Order File File 15 

16 Gold Process Order File File 15 

17 Vigilance File File 15 

18 Schedule of Charges File File 15 

19 Counterfeit Coins Case, File File 15 

20 Guard File File File 15 

21 IBJA Gold/Silver rates File File 15 

22 CBIC Gold Lot Register File 15 

23 Confiscated Gold Account Book File 15 

24 
Confiscated Silver Suspense (SGJA) 
Account book 

File 
15 

25 CRM File File 15 

26 RTI file File 15 

27 Gold Lot Register 
Register 
soft copy 

15 

28 Job Order File File 15 

29 Medal Account Book 
Register 
Book 

15 

30 Merchant Gold Account Book 
Register 
Book 

15 

31 Process Order File File 15 

32 Sample Receipt Register 
Register 
soft copy 

15 

33 SBI Gold Lot Register 
Register 
soft copy 

15 

34 Silver Lot Register 
Register 
soft copy 

15 
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35 Silver Mintage Account Book 
Register 
Book 

15 

36 Surplus Gold Account Book 
Register 
Book 

15 

37 Surplus Gold Receipt Register 
Register 
soft copy 

15 

38 Surplus Melted Silver account Book 
Register 
Book 

15 

39 Surplus Silver Receipt Register 
Register 
soft copy 

15 

40 Treasure Trove Coins Book 
Register 
Book 

15 

41 National Defence Gold Bonds  
Register 
Book 

15 

42 CBIC Gold (IGMM) Account 
Register 
Book 

15 

43 CBIC Gold (IGMK) Account 
Register 
Book 

15 

44 CBIC Gold (IGMH) Account 
Register 
Book 

15 

45 Standard Gold Bar Account  
Register 
Book 

15 

46 Mint Gold Miscellaneous Account 
Register 
Book 

15 

47 CRM gold Account 
Register 
Book 

15 

48 Assay Department PT items Account 
Register 
Book 

15 

49 Tax Invoice 
Register 
Book / 
Folder 

15 

50 Proforma Invoice 
Register 
Book 

15 

 
Medal 
 

  
 
 
 
 
 
 
 
 
 
 
 

 

Sr. Document Title File Type 
Retention 

Period 

1 Customer Order Inquiry  File 15 years 

2 Order Dispatched / Order Completed File 15 years 

3 Order In Process File 15 years 

4 Sales Order Records File 15 years 

5 Tax Invoice Records File 15 years 

6 Old Register / Books Register 15 years 

7 Miscellaneous File File 15 years 

8 MIGO Service file File 15 years 

9 Individual Customer File (Old records) File 15 years 
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Commemorative Coin (Online & Offline) 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sr. Document Title File Type 
Retention 

Period 

1 Acknowledgment Card Hardcopy 15years 

2 
Individual Theme Commemorative Coin 
Files 

Hardcopy 15 years 

3 Barcode / Dispatch Sheet Hardcopy 10 years 

4 Customer Complaints Hardcopy 05 years 

5 Miscellaneous File Hardcopy 05 years 

6 Orders – Online Softcopy 10 years 

7 RD Register Hardcopy 10 years 
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7. PURCHASE AND STORE DEPARTMENT 

 
 

 

      
 
**  As per SPMCIL Procurement Manual 3.0 Clause 13.3, 

" Records of procurement should be retained for 5 years after the contract/ 
agreement is fulfilled or terminated. In cases where audit objections have been 
raised, however, the relevant files and documents shall not, under any 
circumstances, be allowed to be destroyed till such time as the objections have been 
cleared to the satisfaction of the audit authorities” 

 
***     Coin blank order files are to be maintained for 10 years. 

Sr. 
No. 

Record Classification Retention Period 

I Database 

1 
Vendor/Contractors Database 

Life Time 
(maintained in digital 
form through an ERP-

SAP  
System) 

2 Procurement Register 

3 Procurement Order Guard Register 

4 Procurement Order Progress Register 

II Procurement 

1 
Purchase order log 

** 

2 
Open order file 
(Except coin blank order file) *** 

3 
Closed order file 
(Except coin blank order file) *** 

4 Rate contract file 

5 Purchase reports 


