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F. No. 4859-XX1-B(1).—The Madhya Pradesh Legal Services Authority Rules, 1996 have been drafted for giving
effect to the Legal Services Authority Act, 1987 (39 of 1987) and for providing quality legal services to needy persons

across Madhya Pradesh.

With the passage of time, old documents have been piled up and there is a dire need to weed out the old records
of various sections of the Legal Services Institutions in a phased manner to create space in the store and for effective

space management. For this purpose the rules are framed as under :—

WEEDING OUT RULES

S. Name of Type of Records
No. Section
1) @ 3
1 Court Related Pre litigation
Matters

Pre-arbitration
Mediation

Lok Adalat

Mediation

Forms of Advocates
for empanelment

Work performance
reports of advocates

Preservation period

4

Upto 01 Year of final
order.

Upto 03 Years of final
order.

Upto 03 Years of final
order.

Upto 03 Years of final
order.

Upto Ol Years after the
time to empanelment
expires.

Upto 02 Years after the
time of empanelment
expires.

Mode of
weeding

©®)

By tearing /
Shredding
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2 General Examination Weeded out through By tearing /
Administration Question Papers Weeding Committee Shredding
Section along with Answer
Key after keeping
one copy of the same
in the library through
weeding committee.
Application Forms 06 months from the
of unselected date of declaration of
candidates for result
entrance exam held
Attendance Upto 01 Year.
Registers
Casual Leave Upto 01 Year.
Registers
Documents collected Upto 01 Year from the
for compiling date of publishing of
Annual Report. Annual report.
Annual Report 01 Copy of the Annual
Report is to be kept
permanently
Remaining copies is to
be kept upto 05 years.
Minutes of 01 Copies to be kept
Meetings/Seminars / permanently,
Conferences etc. remaining copies to be
preserved upto 03
years.
Files relating to Upto 05 years,
Questions of Vidhan
Sabha and Lok
Sabha.
Files relating to It is to be kept
Rules / Regulations permanently.
Log Books of Upto disposal of
Vehicles. vehicle and after audit.
3 Establishment Dispatch Register Upto 05 Years. By tearing /
Section Shredding

Receipt register

Personal Files of
Employees

Applications for

Temporary
Employment

Upto 10 Years.

Upto 05 Years. From
the date of sanction of
pension

Upto 05 Years.
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Files of employees Upto 05 Years. From
serving on the date of sanction of
deputation basis. pension and gratuity.
Gradation List of It is to be kept
Employees permanently.
Service book of As per Financial
Employees Handbook
Establishment It is to be kept
Related Orders. permanently.
Annual Confidential Upto 03 Years from the
Reports of date of
Employees. retirement / resignation
Files relating to After 10 years of
Pension. Gratuity sanction and payment.
and Family Pension
etc.
Files relating to Upto 01 year from the
sanction of date of removal of
honorarium. audit objection.
Files relating to Upto 05 Years after
Annual Increment of closing of register
Employees.
Disciplinary Action Upto 01 year after final
Registers disposal of mmatters.
Attendance Registers Upto 01 years from the
of Non-Permanent date of disposal of
Employees, various matters.
old correspondence
etc.
4. Statistical Statement-camps 03 Years By tearing/
Section / Outreach Activites Shredding
5 Accounts Audit related Files of Upto removal of audit By tearing/
Section Accountant General, objections till next Shredding

Internal Finance
Department

Income Expenditure
Estimates

Dead Stocks / Files
related to library

Inspection Note
Files and its
Compliance.

Stationery / Files

T. A. Matters / T. A.
Bills.

audit.

Upto 10 Years

Till entry in Stock
Book / removal of audit
objection etc.

After compliance till
next inspection

Till 03 Years.

Upto 10 Years From
completion of audit.



virous kinds of
Cleaning, Security,
Mess, Photocopy,
other misc. jobs etc.
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Files relating to Upto 01 Year from
Expenditure against final verification by
Budget provisions Accountant General.
made.
Salary Register Upto 35 Years
Bill Register Upto 03 Years from the
date of completion of
audit.
Cash Book Upto 12 years from the
date of completion of
audit.
Treasury Bill Upto 03 Years from the
Register date of completion of
audit.
Monthly Upto 02 Years from
Expenditure Register final verification by
Accountant General.
Receipt Books. Upto 10 Years.
Permanent Advance Upto 02 Years from
Register final verification by
Accountant General.
Valuable Register It is to be kept
containing collection permanently
of Financial
Handbook.
Duplicate Key It is to be kept
Register permanently
House Rent Upto 03 years till the
Received Register completion of Register.
6 Technical Standard works It is to be kept By
Section tenders and permanently tearing / Shredding
quotations relating to
various kinds of
civil, plumbing,
electrical, air-
conditioning,
hardware, painting
interior, passenger
lift, Audio Visual
works. etc.
7 Administrative Tenders and Upto 03 Year from the By
Section quotations relating to date of completion tearing /Shredding

Tender process.

** The MPSLSA as per the Authority decision may pass appropriate orders for preservation and retantion of any

other record not mentioned above.

TEAYSY F TSI F AH F qéAT ARIAR,
faig o fadt, v afee.
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