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- EAST COAST RAILWAY
: ‘ _ Office of the
Pr.Chief Commercial Manager

1% Floor, Rail Sadan
C.S.Pur, Bhubaneswar-17

- Commesrcial Circular No.;2772(oo)/2023’  Date27.092023

e .ﬂ Destructlon of used and old station records beyond preservatlon period.

T kkkk

Divisions had requested to issue guidelines / instructions regarding preservation and

The ‘Iist'of’ station records and period' for preservation of records vetted by HQs Traffic

Accounts office duly approved by General Manager, East Coast Rallway is enclosed herewith for

' 1nformat|on and necessary actlon

AII concerned to note and aocordlngly

(A K Senapati)

‘ Dy. Chlef Commercial Manager(FS) '
{ero PCCM/Preservatlon/Old record/PtI S -+ Dated 27.09.2023

L s AII Statlon Managers/ Goods Superwsors/CommerCIal Superwsors /Sldmg Clerks / Booklng Clerk in Charges /' Weigh
T ,Brldge Clerks / Clerk in Charges /-City Booking Agencies / Out Agenmes

" Copy for lnformatlon and necessary action to the:-

com: ECoR, SDGM/ECoR/BBS, Dy.CVO(TYECoR/BBS, Dy.COM(FOIS )/ECOR/BBS PO/RCT/BBS , ,Audit

* officer/BBS. DRM: KUR,WAT,SBP/ECoR, Sr.DOM- KUR,WAT, SBP/ECoR, Sr.DCM :KUR, WAT/SBP/ECOR
“Dy. CCM!Clalm )/E Co. Rly; - PFA :E.Co.Rly, FA & CAOQT} ECoR/BBS., CAO(FOIS)/CRIS/NDLS - .

AN
(A { Senapatl)
Dy.Chief Commercial Manager(FS}

S

destructlon of old records at stations (i.e. at Bookmg offlce Parcel office & Reservation office
etc.). ‘ )



o LlST OF STATION RECORDS AND PERIOD FOR PRESERVAT|ON OF RECORD

R S : ‘ Perlod of Period of
‘| 8.No Description preservation”’ preservation
S : : “(As per SER) | - Proposed
1 Cash Remitance Note Book 1 Year ' 3 Years
2|Cash Transit Memo of miscellneous recelpts 1Year "1 Year
3[Coaching Balance Sheet Book 1 Year 06 months- - .5 Years
" 4{Coaching Test Balance Sheet Book . - “1 Year 06 months 1 Year 06 months
5|Coal Declaration Note Book. 4 Years ~4Years @ -
" 6|Coal Inveice Paid ‘ : 4 Years 4 Years
_.7|Coal Invoice To-Pay 4Years' 4 Years
8[Coal Invoice (Weight only)  4Years " 4 Years
) ,_Combmed penodlcal & monthly summary of tralns 2 Years 06 months "} - 4 Years
“gleash : : S o
10 Cpnsonldated statement of Cash - , -‘06~Months ' -05 Years
_ 11|Daily Trains Cash Book, DTC* 2 Years 06 months -4 Years
~12|DD message Book and Register -~ = 4 Years ‘4 Years
“13|Excess Fare Ticket Book - 3'Years 4 Years
- 14]Free Service Way Bill Book 4 Year 1 Year
| - 15|Goods Balance'SheeffBookf“ ‘ 1 Year 06 months 5 Years
- 16|Goods Cash Book s | 3 Years 06 months 5 Years
" 17|Goods. Inward delivery Book, Local ' 4 Years 4Years
" 18|Goods Outstanding Book “|. 1 Year 06 months 5 Years
19|Goods Outward Book, Foreign - - "4 Years 4 Years
20|Goods Outward Book, Local ‘4 Years 4 Years
21|Goods outward Index Book . : 1 Year . 1 Year
22[Goods Reciept Book Foreign Paid - .4 Years .~ 4 Years
23|Goods Reciept Book Forelgn To-pay. - . 4 Years ~ 4Xears
~ 24|Goods Reciept Book Local Paid: - 4 Years . 4 Years
" 25|Goods Reciept Book Local To-pay . 4Years 4 Years
26|Goods Tally Book loading and unloading -4 Years 4 Years
| 27|Goods Test Balance Sheet Book ) 1 Year 06 months 1 Year 06 months
~ 28|Guard's Paper Ticket Book - "1 Year 06 months | 1 Year 06 months
29{H.C.Dog Ticket, Local, Single .1 Year 06 months 4 Years
30|H.C.Dog Ticket, Forelgn Smgle : 2 Years 06 months ] 4 Years -
- 3%1|inward delivery’ Book, Foreign T "4 Years 4Years
~ 32|Left Luggage Ticket Book 06 Months 06 Months
33|Live Stock Ticket Book - 4Years 4 Years
| - 34|LPORecords *=~ . % .. NA 5 Years
" 35|Luggage Ticket Book, Fore|gn | 2 Years 06 months |- 4 Years
A4 36|Luggage Ticket Book, Local ; |4 Year 06 months 4-Years
- 37|Money Reciept Book (BO; PO & TC ofrce) ‘ . 1 Year 5 Years
. 1 38 Parcel and Luggage Cash Book. 2 Years 06 months " 4 Years
. [ 30|Parcel Delivery Book, Local . 4 Years . -4 Years
‘|~ 40[Parcel Way Bill Paid, Foreign "4 Years 4 Years
" ~41|Parcel Way Bill Paid, Local ~ - 4 Years 4 Years
"42|Parcel Way Bill To-Pay, Foreign _ 4 Years 4 Years
- 43|Parcel Way Bill To-Pay, Local “4 Years -4 Years «
44|Railway | Matenal Forwarding Note Book - 1 Year - 1'Year
45 Register of Rajlway Materials despatched 1 Year 1 Year
~ 46|Register of Railway Materials’ received = - - 1Year 1 Year
. - '|Records to be produced m Court Cases relatlng to 4 Years 4 Years
- 47 Compensatlon claim’ ) e )
T 48 Reglster of Blank Paper Tlcket Books 3.Years 06 months. | 4 Years
49 Reglster of: Good‘s transhlpped at local Junctions-., - 4 Years : 4 Years
Reglster of Goods Transhlpped Invoices .4 Years 4 Years
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Reglster of Guard's Signature for cash bags

_ 1 Year 1 Year
-+ 52|Register of Junctions Invoices . 4 Years -4 Years
53|Register: of receipt and dispatch of wag‘Ons. 4 Yearsa ‘ 4 Years- )
__ 54|Register of undelivered consignments 4 Years 4 Years
2. . |Register of wagons delivered at. sndrng and other k T -
. 55|records connected herewith. , 4 Years 4 Years
N Reglster of Weighment of wagons on - R e ) '.’ ’r
- 56| Weighbridges , ~ 4 Years 4 Years -
.- “|Register showing time vehlcles made over for ) ' o ‘
57 Ioadmg and unloadmg ‘ 4 Years -4 Years -
.58 Reply prepaid pass book 1 Year 1 Year .
r Reqursmon Shp for Reservatron/Cancellatlon of : ' :
-+ - b9iberths/seats. ) . '6 Months . -6 Months
'B80}Reservation charts » - .8 Months "6 Months
[ 81|Reservation Register/Cardex. - 6 Months- .6 Months.
1" 62|Return Joumney Voucher 3 ‘Years 06 months 3 Years 06 months
.|, |Retumn of Foreign Rallway Vehlcles recerved and ) - o
| - '83|forwarded : : - 1 Year' | 1 Year
| 64|Soldier's Ticket, Foreign . "2 Years 06 months | 2 Years 06 months -
'~ 65|Soldier's Ticket, Locatl . 1 Year 06 months 1 Year 06 months

. 66|Special Duty Pass Book : . - 1 Year 1 Year
_.67|Special Ticket for reserved accomodatron D 2 Years 06 months -5 Years
' 68| Telegraph Money Reciept book - 1 Year 1 Year
- 69|Ticket Collectors Report . , 1 Year . 1 Year
70|Ticket Examiner's Note Book =~ 1 Year 1 Year
- 71|Ticket Indent Book B 1 year 1 Year |
72| Ticket Stock Book r 1 Year - 5 Years
~ 73{Transit Merno of Coaching Returns . 1Year 1 Year
74| Transit Memo of daily invoices. 1 Year 1 Year
75[Transit Memo of Goods Returns 1 Year - 1 Year
- 76|Blank Paper Ticket Book. - .= = . ‘NA 4 Years
__77|Demurrage & Wharfage Reglster Book - NA 4 Years
.~ 78|Error Shest CUNA .. 2Years
- 79|Forwarding Note (Dangerous) . " NA. . 4 Years
80 Forwardmg Note {Ordinary/ General) NA 6 Years
81 Machme Prepared Abstract (Local &Forelgn) ‘ NA 1 Year
82 Rarlway Recerpts& lnvorce ) S ~NA - - B Years
83|Records of PG/RTI/ParIrament Questlon etc: NA 2 Years
84|Records involved in Court cases  NA Till disposal by-Court
85 Records relatmg to claim for: Goods Refund NA 8 Years
86 NA .
L Records relatmg to claim for refund of tlcket fare : 4 Years
87| Records relatlng to compensatlon clarm ' - NA. 8 Years
887Regrster for excess & unconnected consrgnments - - NA 5 Years
89| ‘ " NA e
ol Reglster for unclarmed parcels transferred to LPO ; 5 Years
"~ 90|Regyister of Collected Ticket _NA 2 Years
91|Register of Forwarding Note' SONAC 4 Years
~ 92|Register of Gate Pass’ . NA-- -4 Years
S .93 Reglster of over & undercharges : NA _4 Years -
T 941 Return of Excess fare.Counter Forl (Local & NA ‘ )
B SR & ‘ Forergn) . 2 Years
|- 95 Seal Cards / Pocket levels .. NA. 2 Years
-1~ 96|Season Ticket Stock Reglster ’ NA 5 Years
- *97|Siding Register = : “NA 5 Years
- 9',8 Statement’ of Wagon Regrstratlon Fee depostt and i NA E ‘
=7 refund : R .4 Years
99|Summary of Trains and Parcels NA 4 Years
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Sundry Cash Register

"4 Years

NA .
101]Auction, Sale deed Paper (PO) “NA 4 Years
- 1023|Concession voucher register in PRS NA "3 Years -
1103{Conductor's Trip Report NA 1 Year
~|__104|Daily Account Reports (BO & PRS) ; NA 3 Years
*-105|Daily Terminal Cash Summary Reports (D1) NA 3 Years
1 106[EFT Register (TC Office) o NA 4 Years
'107|Exceptional Data Report (EDR)' NA 1Year
108|Indent Register PO & Goods office = = - NA " 4 Years
_109}Inventory LPO Register (PO) {ONA 3 Years
- 110|Lease Register PO L NA 4 Years
-.111|Manual Refund Register (BO & PRS) ‘ NA " 3 Years
v7_;71_,<1‘2 NI/Special Canceliation Reglster (BO & PRS) CNA “'3Years
113[0ld used EFT (Local & Forelghn) NA '3 Years
- 114|Paid Statement - NA - 3 Years
' 115 Passenger Halt DTC Book (BO) NA * 4 Years
- \116 |PC Register (BO, PRS, TC Ofﬁce &TIE ) NA o i
: amenltles) 1 Year
.. 117 |Perishable Value Reglster (PO) NA 3 Years
" 118|Re-weighment Reglster (PO) NA 3 Years
| 119|Special Ticket (BO) i .NA"- 4 Years”
1120 Suggestlon cum Complalnt Book NA 3 Years
- 121{T-39 _NA -4 Years
S|+ 122|Tigket Deposit Recelpt Reglster NA 4 Years
| . 123|TTE's Daily Journal . NA 4 Years’
’ 124 UTS, PRS & PMS Retufns . NA 3 Years
4 . UNA 4 Years
| ,,7125 Records relatmg to clalm for refund of tlcket fare B :
126] Records relatmg to clalm for Goods refund. - NA 8 Years -
127 Recerds relatlng to compensation claim g NA i ) '8 Years
| 128|Records of PG/RTI/Parllament Questlon etc ~NA _ 2 Years
129 Records mvolved in Court cases NA TI” dlsposal by Court |
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