Indian Overseas Bank Ref. No. :MISC/356 /2022-23
Central Office, Date :24.08.2022

#763 Anna Salai, Issuing Depariment: General
Chennal 400002 Administration

To All Branches, Regional Offices & Other Offices

DOCUMENT HANDLING AN ENTION 2019-
CON L REVIE

We refer to Management Service Department Circular No. MISC / 261 /2013-14
dated 08/04/2013, General Administration Department Circular  No,
MISC/79/2020-21 dated 06.11.2020, Circular No. MISC/194/2021-22 dated
28.07.2021 on Document Handling and Retention.

The First Annual Review of Document Handling and Retention Folicy of the Bank
has been approved by our Bank's Board on 14.06.2021. The Second Annual
Review of Document Handling and Retention Policy of the Bank has been
approved by our Bank's Board on 046.08.2022,

The modifications in the existing policy are enclosed in Annexure |
The Board approved Second Annual Review Policy is enclosed as Annexure Il

Further, any changes suggested by RBIl/any other regulatory authority during the
cumency of the said policy will automatically form part of the policy.

The policy is valid up fo 28.02.2023.

.

Susil Kumar Ghos
General Manager







NNEXURE = |
o ANDLIN MD RETE NP 2019 -
D AN EVIEW - MODIFI N

SN Referred Seclion Modification

Section-2 of Banking Maintenance of “Standing Instructions Daily List"

Companies (Period of of 'Eight years' is changed as ‘Five Years'

I | Preservation of Records)

Rules, 1985

Prevention of Money * Rule-3 provides the types of fransactions for which
Laundering Act, 2002 and documents are to be maintained by the Banks.

Prevention of Money * Rule-é provides that the records referred in Rule-3
Laundering shall be maintained for a period of 10 years from
(Maintenance of the date of cessation of the transactions between

Records), Rules 2005 the client and the Banking Company.

2 * Rule-7 provides the procedure ard manner of
furnishing information refered to in Rule-3 as
specified by the RBl and SEBI.

* Sub Clause-3 of Rule-10 provides that the records
of the indemnity of the clients shall be maintained
for a period of 10 years from the date of cessafion
of the transactions between the client and the
_banking companies.

RTl Act, 2005 As per Jection-8(3), the Public Authority, subject to
Clause (a) (c) and (i) of Sub section-1 of Section-8,
has to provide the information relafing to any
occurence, event or matter which has taken place
20 years or prior to the date when the RTl application
5 made, But the CIC in File No
CIC/BS/A/2015/000383/9975 in  matter between
Mr.Avdhesh Kumar vs CPIO, 5. Superintendent of Post

3 Offices dated 15.03.2014 held that the RTl Act does

not require the public authority to retain records for
indefinite period. The information needs fo be
reloined as per the record retenfion schedule
applicable to the concemed public authority.

Hence, Bank is in order in informing the RTI applicants
that the record/finformation is maintained as per our
Records Retention Policy and Bank will not be in a
position to provide the information for the documents







applicable to the concemed public authority.
Hence, Bank is in order in informing the RTI opplicants
that the record/information is maintained as per our
Records Retention Policy and Bank will not be in a
paosition to provide the information for the documents
destroyed beyond the prescribed period.

Regulation 9 of SEBI
(Listing Obligations and
Disclosures Requirements)
Regulation 2015

The listed entity shall have a policy for preservation of
documents, approved by its Board of Directors,
classifying them in ot least 2 categories as follows:
« Documents whose preservation shall be
permaneant in nature,
+ Documents with preservation period of not less

than 8 years after completion of relevant
fransactions

Banking Companies
(Period of Preservation of
Records) Rules 1985

“"Purpose Statement”, the sentence'in compliance
with the provisions of the Right To Information Act, 2005
" has been replaced with “in compliance with the
provisions of Banking Companies ([Period of
Preservation of Records) Rules 1985".

The paragraph of “"MNew
Developments" may be
modified:

"Mow, wvarious decisions given by the Ceniral
Information Commission held that the RTI Act does not
require the public authorty to retain records for
indefinite period. The information needs to be
retained as per the record refention schedule
applicable to the concermned public authority,

“Infroduction and Background" the 27 paragraph which deals with period of
conservation of records as per Right to Information Act is not relevant, hence

removed,
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Intfroduction

1,

Purpose Statement:

The preservation of business ransaclions and administralive records
relating 1o Bank's decision-making is of utmostimportance. Preservation
and retenlion of documents in bank is govemed by the provisions of
Banking Companies [Perod of Preservafion of Records) Rules 1985.
Therefore, handling and preservations of documenis [ records assumes
great significance.

The Document Handling and Retenlion Policy for the Bank, approved in
the year 2013, sets out the Bank's Policy & mechanism and related
procedures for proper storage, refrieval and disposal of records. This
document has been revised in lune with the recent developments, and
now pul up as, "Document Handling and Refention Policy 2019". It is
perlinent to menlion here that, for eleckonic data, Bank has separale
Data Ownership and Data Relention Policy.

This policy also briets the procedure when physical records are
converted from paper form o non-paper form. In case if the converted
elecironic formal becomes the prime record the same shall be
maintained in accordance with Dala Ownership and Dala Relenlion
Folicy of the Bank.

Objectives:

The objeclive of this Policy is to:

a) Understand the definifions of records, elechonic records etc.
b} Infroduce record preservalion schedule concepl;

¢) Perceive the risks on record storage and maintenance;

d) Procedure for storage of old records;

e) Procedure for refrieval of old records;

fi Classify record preservalion schedule;

gl Procedure for removal and disposal of old records [ archives;
h} Inspechion system

Definitions:

The Bank's decision making in the process of running the business,
transachions and administration are documenied by way of records.
They are the means by which operational processes and funcl




performed, These records have fo be preserved for  vanous
administrative, legal and regulatory requirements, governing the Bank.

Record:

The definilion of ‘Record’ as per Seclion 2(i) of BTl is as follows
a) Any document, manuscrpt and file;
b) Any microfilm, microfiche and facsimile copy of a documents;
c] Any reproduclion of image orimages embodied in such microfilm
[whether enlarge or nol) and
d) Any other material produced by a compuler or any other device.

Electronic Record:

Electronic Record, as per Sectlion 2{1){f) of the Information Technology
Act 2000 means:

Data, record or data generated, image or sounds stored, received or
sent in an elechonic form or microfim or compulter generated
microfiche.

4. Infroduction and Background:

Our Bank also has a Records Maintenance Policy [Systems and
Procedures) in compliance to the above requrements, When this policy
was revised in the year 2003, it had classified preservation of records
based on legal, reguiotory and olher requiremenls of the Bank.
Accordingly. the records were to be maintained by Bank either for
period ranging from OME lo 20 years or PERMAMENTLY.

Meanwhile, the vast technological changes in the Banking Indusiry
necessitaled retention / preservation of huge eleckonic data. The
Bankers' Book of Evidence Act, as amended from fime to lime, pemnits
admissibility of elecironic documents as evidence in the Courts of law.
Hence. retention / preservation of elecironic data also assume greater
significance and cccordingly, Bank had lo have separale Data
Ownership Policy and Data Retention Policy, circulated vide Rel, No.
MISC/321/2013-14 daled 02092013 and Ref. No. MISC/337/2013-14
dated 13.11.2013 respectively.

Mew Developments:

Mow, varous decisions given by the Central Information Commission
held that the RTI Act does not require the public authority to retain
records for indefinite period. The information needs lo be retained as per
the record retention schedule applicable lo the concerned public
autharity.

In addifion to the provisions of Banking Companies [Period of Pre
of Records) Rules 1985, the provisions of Informalion Technolog




Prevention of Money Loundering Act (PMLA) 2002, Righl To Information Act
(RTI) 2005 and Regulation 9 of SEB! [Listing Obligotions and Disclosures
Requirements) Regulalion 2015 are taken inlo consideration for venfying
whether preservalion of the records in our Bank is in consonance with the
provisions of these Acts.

Under this conlext. the exisling Document Handling and Retention Policy
has been reviewed and revised, for adoplion in the Bank.
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Risks

Risks on Record Stcrage and Mainfenanca:

The Government of India has by an order laid down cerlain regulafions for the
preservation of old records and documents of Banks. Under these regulalions,
cerlain records and documentis are lo be praserved permanently while some
others are o be preserved up lo prescibed period of lime. There are cerlain
inherent risks in retaining the records.

Physical Records: The risks involved in holding physical records, when stored in

places that are not cperated frequently are:

3
2.
3,
4.

Insect attack;

Fire:;

Weather, normal wear & lear and olher factors;
Thefi, mis-handling. mis-placement etc.

Elechonic Record; The records stored in elecironic form, & prone lo the
following risks:

L

Transmission of dakba from source system:;

. Processing, which infroduce unintended changes to the original record;

2
3. Some lypes of mablware may intenfionally comupt files;
a.
5

Hardwaore and sofhware [ailure;

. Emvironmental threats such as lemperature, humidity and maognetic

field;
Obsolescence of hardware, system and applicalion softwarea,

OO0




Storage

Sterage of Old Records:

A. Fhysical Records:

The Branches are to hold the records normally in the Branch premises itself.
where for some valid reasons viz., space constainis, high renfals, multi-
storied buildings etc., if it is necessary o hold records al a different location,
Branches shall do so with the prior approval of Regional Office.

In this regard, Regional Offices can explore the possibility of having
common Off-Site record reoms for Cily Branches, in sub-urban areas /
peripheral areqs, where premises rent would be cheaper. This would bring
down the cost of holding records considerabily.

Qif-Site Records Rooms:

1. Regional Office shall idenlify and approve such Off-site Record
Rooms, fo keep all old records of Branches [in thal Region). [f shall
however be noled thal the records of each Branch are kept
segregated ond kepl separately within the some offsite record
FoOMm.

2. All records, older than three years, may be sent lo such idenlified
place.for storage.

1. Branches to keep proper record of the documents sent to such off-
site record rooms for preservalion.

4, Il is to be noled that all those documents requinng dual conlrol viz,,
Securly Documents, shall be kept in Branch only and nol in olf-site
record rooms.

The risks invalved in holding physical records, shall be mitigaled by ensuring
the following:

1. Records shall be kept neally and methodically in condifions that are
secure and clean with low risk of damage.

2. A Record Regisler sholl be maintained in the Branches for descriplion of
each books and files. Separate page [ sheel shall be used for each lype
of registers / ledgers / files / computer floppies, compact discs & other
elecironic medium authorized by Ceniral Office /| compuler pullouts
[binders / bound volumes / files) and Iheir refenlion pedod recorded
thereon. ;
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3. i the records are maintained in approved places other than the Branch,
then address of the localion where the records are held should be
clearly menlioned in the Record Register,

4. Old records shall be ploced in charge of Record Keeper [/ Dafiry who
should be held responsible for the records lodged al Branches / Offices
[ Oft-5ite Record Rooms.

5. Manager / Depuly Manager from Branches or a designated Official
from Administrative Offices shall inspect the record room once a monih
and ensure that the records are properly maintgined. The Record
Register and Record Requisition Regisler should be verified.

6. The elechical wiring inside the record room shall be properly concealed
in casing, so as not lo have exposed wiring. No adhoc / bare electric
connection is lo be permitted inside the record room. The record rooms
shall have delachable plug and socket arangement for power
conneclion, lo minimiza the sk of fire due to electric shor-circuit, dunng
non-office hours.

7. Fire Safety Measures: Physical records fir prone. Therefore, proper
arangements should be in place in fine with the fire safely guidelines
issued by the securly department of the Bank. Fire Safety Audit and
Electrical Safety Audit of the record room shall be conducted as per
stipulafions by the department time to fime,

8. Fire exlinguishers [ABC - Dry Powder lype) shall be available and fixed
prominently _oulside the record room. The powder shall be refiled
peanodically, before its expiry.

9, Pest confrolfsuitable treatment of the record room/godown fo be
conducted penodically to ensure safety of the records preserved,

10. Standard Operaling Procedure:

(a) Each registers and files being conspicuously numbered and daled for
easy reference.

ib) All records kepl for preservalion inside the Branch or with off-site
record room, shall be given seral references [ index number based
on the number of years of storage. Such reference shall be only with
the authenticalion of authorized official nominated for the Branch /
Office etc.

() All Vouchers shall be slitched and stacked in racks, affer proper
indexing, up o a period of THREE years. Beyond THREE years, the
same shall be packed month wise in gunny bags and stacked after
indexing.

B. Hectronic Record:

Electronic record shall be slored in any of the electronic media /
form depending on the period of preservation.




1. If records are converted from poper form 1o non-paper form and the
underlying paper documents have to be subsequenily destroyed. then
the converted formal becomes the prime record. In such a case, @
certificate of authenficity duly signed by the official responsible for
overseeing the conversion process, shall be obtained al he fime of
CONYersion.

2. The following shall be noted:
.. The elecironic record that k stored has fo be reviewed os loits access
and availability once in every sx months.
i, If the electronic record is stored away [moved) rom the source
systemn, then it shall be ensured that all relevant software to access
such record is also stored approprately.

iii. If such electronic record is stored in database or any such formal, any
changes made fo the version of data base, lables, software
precedures and application programs in the system that s currently
in use; should be camied out and be in sync with the system where
archived data is retfained.

iv. However, it shall be ensured that when the physical records are
converled frorm paper form o non-paper form, the converted
electronic format shall be maintained in accordance with Dala
Ownership and Dola Retention Policy.

3. Further, it is o be noled that certain documents that are lo be
J rmandatorily mainfained in physical form, may also be kepl in electronic
form, for reference ond operatfional convenience. This will avoid
frequen! handling of physical documents, 50 s o minimize physical
damage lo the documents while handling. However, il shall be ensured
that such physical documents shall NOT be destroyed, but continued to

e maintained salely.

€. Website Content;

In terms of Regulalion 30(8) of SEBI [Listing Obligalions and Disclosure
Requirements), Bank shall have 1o disclose on its websile all such events /
information which have been disclosed lo the slock exchanges(s) under
this regulafion, and such disclosuwe shall be hosted on the website of the
listed entity for a minimum period of AVE years ond thereafler in terms of
the archival policy of such enlity, as disclosed on the websile.

Accordingly, the following shall be noled for compliance in terms of SEBI
guidelines:

1. The informalion disclosed fo the stock exchanges shall be uploa
the Bank website. All such disclosed information shall be host




1

the section “Investor Relation” Section for a perod of AVE years from the
date of first hosting such information.

The disclosures shall Therealler be archived in Ihe folder named as “Past
Events / Information™ and shall be retained on the Bank's website in
“Investors Relation” section, for a period of ONE yeaor.

. Data Owner: The Company Secretary shall ensure that the disclosures

made to the Stock Exchange(s) are provided to the IT Department,
Cenfral Office for uploading on the website of the Bank concumrenily
with the gnnouncement of events / information made to the Slock
Exchange(s]. In the absence of Company Secrelary, DGM [ AGM of
Inveslar Relations Cell under Balance Sheet Management Department
shall be responsible for ensuring above compliance.

(m [ [




Retrieval

fefrieval of Old Records [ Data / Archives:
A. Physical Records:

11

aj

o)

d}

e}

Refrieval of records from the Branch Record room shall be only through
Record Keeper [ Dafiry.,

For refrieval of Records, from an- off-site record room approved by
Regional Office, Branch shall ensure the following:

= Make a request to Regional Office wilh clear purpose and proper
authentication, with o copy marked to the record room. Reqguest to
be considered for processing by lhe concemed Office wilthin 24
hours.

The request is registered in the Records Requisifion Register, clearly
menhlioning fhe details of ilfems foken out with the initials of the
receiver, date of re-deposit elc. The above shall have 1o be duly
authenticated by the authorized official.

Mo record sholl be allowed to go out of Record Keeper / Daftry custody
withoul being enlered and- receipted by the employee under due
authority requiring it, in the Records Requisition Register,

It shall be ensured that all such records are promptly relumed and duly
authenlicated with date in the Register by the Record Keeper / Daftry in
charge of Records,

To avoid lampering:

+ Records are o be handed over only o Stalf duly authorized by an
Officer of the Bank.

« On receiving back, the Record Keeper [ Daflry has to physically
verily the tolal number of vouchers again and tally with the lolals
recorded in the voucher register / cover sheet of the voucher
bundle

In all cases, where records are to be taken possession by the Police [
Governmental authorities, a wrilten reqguisiion has to be laken and an
acknowledgement oblained krom the recipient in respect of the
particular record to be laken possession of or delivered fo, retaining
copies of Ihe records delivered,
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g) Itis the duty of the Branch lo ensure thal, items / documents which are
taken cul from dual control are once again ploced inside al the end of
the day.

h) A separate register shall be mainlained for listing and recording all books
of accounls, files and registers in current use with the respective current
numbers and separate register for those itemns retained for preservation.
The register shall be complete, recorded with updates.

A proper lobeling of each of the items, placed in the records, will
facilitate easy location and handling of items in old records.

Electronic Record / Data:

Information must be consistently prolecied throughout its life cycle, from ils
ongination to ifs destruction. Infermation must be protected in @ manner
commensurate with its sensitivity, regardless of where il resides, what form if
takes, what technology was used to handle if, or whot purpose(s) it serves.
To achieve consistent informalion profection, employees will be expected
lo apply and exiend these concepls lo fit the needs of day-to-day
operofions, It is imperative that dola, especially archived daota, should be
accessible in the fulture and software application and daota base version
changes should be applied 1o this data to ensure its accessibility.

Access Contral:

« The Data Conftroller must grant permission, including the appropriate
level of aceessfread and [/ orwrite access), for ony dala user.

-

« Head of the respeclive enfities / Deparlments which are defined as Data
Owner /| Data Controller shall have the autheority to grant approvals /
permissions and for any ofher acfivity to be administered under the
provisons of this policy.

Assignment of the Dala Owners) / Controller(s) for any new dofa or
information gathered or changes made o the Data Owner(s) / Confroller(s)
shall be approved by ED f MDACED.

Website Content:

The disclosed infarmalion on the Bank's websile including the contents in
the archived lolder shall be accessible 1o public.
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Classification

Classificalion of Record Preservation:

The retention peried of information is an important aspect in the records life
cycle. It identifies the duration of time for which the information should be
maintained or retained”, imespeclive of formal [paper, elecironic, or olher).

In order to hove a Reftenlion 3chedule for records, common fto all
administrative Offices [/ Branches, a classification has been drawn in line wilh
the Records Maintenance Paolicy (Systems and Procedures), 2003, In
formulation of the Schedule, utmost care is laken to ensure that files are neither
premalturely deslroyed nor kept for period longer than required.

Schedules of books and files, which are maintained manually, at
ADMIMISTRATIVE OFFICES (Central Office, Lonal Offices, Regional Offices elc.).
with the perod for which these must be retained on record, are furnished as
Annexure | to this policy. Similarly, schedules of books and files, which are
maintained manually, at Branches, wilh the period for which these must be
retained on record, are furnished as Annexure |l to this policy.

The retention period specified in Annexures, in the case of a file. i fo be reckoned
fram the year in which the file is closed (i.e.. action thereon has been completed) and
nat necessarnly from the yvear in which it & recorded.

In the cose of records other than files, .g. registers, the prescribed retention pedod
will be counted from the year in which it has ceased 1o be Curend,

In exceplional cases, a record may be retained for a period longer than that specified
in the schedule, if it has certain special features or such a course & waranted by the
peculior needs of the department. In no case, however, will a record be refained for
a period shorter than that prescribed in the schadule.,

If a record is required in conneclion with the disposal of another record, the
former will not be weeded out unfil after all the issues raised in the latter have
been finally decided, even though Ihe retenlion perod marked on the former
may have expired in the meantime. In fact, the relention periods initiclly
marked on such records should be consciously reviewed and, where
necessary, revised suitably.
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Disposal

Removal and Disposal of Old Records:

As fime passes, the period for preservation lapses and such items are permilied
to be withdraown from the records and disposed, approprialely. If the process
of elimination of records is systematically done every year, the tolal quanturm
of records for disposal is not sizeable and will aveoid accumulation and demand
On space.

For destruction of records upon expiry of the period prescribed in this policy
statement, control measures including [bul not limited to) the following, shall
be adhered lo:

1} Authorizafion and approval prior to destruction, from next higher layer of
authority;

21 Procedures for destruction of electronic media like lapes, floppies. etc.
as per the Bank's Information Security Policy;

3) Branches / Offices of the Bank shall maintain record in the registers giving
details of the documenis in paper / electronic / other form deslroyed,
along with the date and means of deshuchions.

The destruction shall be by means of shredding and disposing the same, if the
quaniity is loo small for sale or disposal o waste paper dealers. Regional
Cffices are required lo call for rates from bwo or three waste paper dealers
locally and dispose of the records duly shredding / learing in to pieces in the
presence of the Head of the Branch or a person designaled by him [ her for
the purpose. Regional Offices can arrange for sale of old records by aranging
common purchaser for the Region, through empanelment of vendars, as per
Procurement policy of the Bank,

After disposal of the records, a certificatle has to be sent to the concemed
Regional Office about having deslroyed the old reconds in pre-defined formal.

In respect of old records of Regional Offices. General Administration
Department, Central Office & the Competent Authornty o permit the
alimination. Regional Offices shall ensure compliance.

The procedure for eliminafion of records prescribed lor Branches as above is
applicable lo Regional Offices also, while seeking permission from General
Administralion Department, Cenfral Office for elmination of old records
perlaining to them. General Manager of General Adrinisiration Department
would be the Competent Authority.
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A. Physical Records:
The process of elimination of records can be conveniently taken up by the
Branches, preferably in the month of February, when relalively other waorks

are not heavy. Method of shredding con also be used as it is safer and has
realizable value loo.

15

b}

c)

]

All records, Books and Files shall be destroyed after the expiry of the
respeclive retenlion perod provided they are nol required for any
spacial reason,

Wherever invesligalions / liigations are pending. records lo the same
such as Registers, Vouchers efc. should be preserved beyond Ihe
shpulated perod. lill such time the investigalion [ litigation is over and
the destruction of records is to be approved by the Regional Office /
Ceniral Office.

Prior permission from Regional Office f Cenlral Office to be oblained to
dispose off / destroy any records before the expiry of stipulated retention
period or where a parficular record is not listed. Heod of the Region at
Regional Offices and respeclive Verlical Head al Central Office would
be the Competent Authorily.

Papers in all corespondence files both inward and outward should be
scrutinized and only such of the papers which are not of any importance
may be destroyed. Fapers which are of a permanent nature should be
filed again in a file to be marked "File of Permanent Nalure” for the years
from o

Subject to the aforesaid condifions and keeping in view the time limits
prascribed for preservalion referred to above, annually a list of records
proposed to be destroyed should be drawn up as per the organizational
setup of the Bank and shall be submitted accordingly to the controlling
Office(s) concemed, for approval. Such list shall be forwarded to the
office concemed on or before 30" June every year. The said lisl to be
drawn up and should be signed by Officer|s) concemed,

Written Of Loan Accounts:

i.  Written Off Loan Accounts for which CGTMSE / CGTSH [/ CGFRML
claims have already been setfled ond adjusted to the loan
accounts, the loan papers, files, registers elc., be maintained for
a pericod of 5 years from the dole of closure and later efiminated,
provided there is no chance of recovery.

i. - Written Off Loan Accounts for which, claims have been lodged
with CGTMSE / CGT551 / CGFMU bul are pending for setflem
the loan papers, files, registers elc., be maintained for o




not less than 5 years from the dale of closure of accounl of current
colendar year,

ii.  Mon- CGTMSE f CGTSSI f CGFEMU loans (General Category) which,
have been fully written off, the loan papers, files and regisiers for
these loan accounts, be maintained for a period of 5 years from
the date of closure and laler eliminated, provided there 5 no
chance of recovery.

w. Written Off Loan Accounis for which CGTMSE [ CGTSSl / CGFMU
claims have aready been selfled and adjusted lo the loan
accounls. the loan papers, files, registens elc., be maintained for
a period of not less than 5 years from the dale of closure of
accounl of curent calendar year.

v. Written Off Loan Accounts for which, claims have been lodged
with CGTMSE / CGTS5l / CGFMU but are pending for selflemeant,
the loan papers, files, registers, efc., be maintained tor a perod of
nol less than 5 years from the date of closure seiflement of the
claim of the current calendar year or date of closure whichever is
later. '

vi. Mon-CGIMSE / CGTS81 / CGFMU loans (General Category). which
have been fully written off, the loan papers, files ond registers for
these loan accounts be maintained for o perod of nof lass than 5
years from the dale of closure of the account, in the current
calendar yeaor.

vii.  Any Written Off Loan Account in which iraud has been detecied
or investigation is in progress and staff accountabiity is ascnbed,
in such cases prior permission to be obtained from the Compelent
Authority for elimination of records imespective of the period since
they are maintained.

gl Government Transaclions:

The records pertaining to Governmenl fransaclions should be desiroyed only
affer geliing prior permission from Government Accounts and Curency Chesl
Department, Ceniral Office,

B. Website Content:

The information disclosed fo the stock exchanges and uploaded on the
Bank website, shall be remaved from the website, as below:

a) Alfter the expiry of one year from the date evenls / informatfion became
past events / information, the archived disclosures / announcements
shall be reviewed on half yearly intervals for removal from the
websile,

16
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b) The information removed from the websile, shall be preserved as hard
copies, for such period as decided by Invesior Relalion Cell, Ceniral
Office, from fime to fime.
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Miscellaneous

Inspeclion and Follow-up:

If in the Inspection Reporl, a menlion is made aboul the slorage of records
and the imeguarilies there in, the inspeclorate will send a copy of the
inspection report to the Regional Office for follow-up aclions,

Such ireqularnifies will have o be taken up with the Branch by lhe Regional
Office and it has lo be ensured thal the Branch rectifies the iregularities
wilhin a reasonable fime and reports to the Regional Office.

Interpretation:

This Policy has been fromed to comply with extanl lows of the land,
goveming the Bank. If under any circumstances where the terms of Ihis
policy differ from any exisling or newly enacted law, rule, regulafion or
standard goverming the Bank, the law, rule, regulation or standard will toke
precedence over this policy.

Conclusion:

18

Validily of the Policy:

The policy shall be valid for a-period of three years from the end of the
monihin which RMCB approves and shall supersede the existing policy. The
policy shall be reviewed once in a year.

Extension of Validity:

Managing Director and Chief Executive Officer s empowered lo exiend
the validity of the policy for a period of six months in case of exigencies.

ot uvidelines:

Any guidelines given by RBl or any Statutory f Regulatory Authority in
belween, would become parl of the policy, automatically.

mminlunli]




Annexure |

PRESERVATION PERIOD OF RECORDS - FOR DEPARTMEMNTS AT CENTRAL OFFICE,
IONAL OFFCE, REGIONAL OFFICES, BRANCHES AND OTHER ADMINISTRATIVE
OFFICES.

SECTION: A :
DEPARTMENTS' AT CENTRAL OFFICE, ZOMAL OFFICES AND REGIONAL OFFICES
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1
2]
3]

4)
5
6)
7

E]
9)

Records o be preserved for THREE YEARS

ldentity Card Checking Registers

Facully movement/ Register

Hindi classes Application of Members and Hindi Class Altendance
Regisler, Honorarium Payment Register

TOLIC - Competifion Winners Fle

Review of performance under various Schemes

Review of BC pedormance

Competiion Result File [Hindi Day, All India Hindi Essay, Reserve Bank (in-
house| House magazine, Raj Bhasha l!r‘vhﬂuse] Hindi Day Competifions
=Winners Lisl

Farm Bulletlin file

Staff commitiee meeting files.

10} Approved Notes of RAM Raling validalion
11} General Corespondence

12) All miscellaneous reports

13) Budget utilization register

14) Review of vendors

15)5MS logs

14)System logs

Records to be preserved for FIVE YEARS

1} Corespondence relating to nomination of Licison Officers
2] Corespondence relating to transfer / additional qualfication which are

laded in fo computer data bose on an ongoing bass,

3) EE.-g:sfersfFeepc:rrs.rFulas

Register for physically handicapped Conveyance Allowance
Might check [ Day check files / regisher

Duty Register for walchman f Officers

Dispatch Register and Translation entry/exil ragister
Duplicale keys Register

Caution Regisler

Visitors Register

Workers Regisler/ Gate pass- Workers Pass
Courier Register
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Irward/Qutward Register [All Departments)
Vehicle Register

Idenfity Card Checking

Big-metric reports

Letter Received Register

Loan Proposal Register

« All Regsters of IBR Department

= Any other Register like Willful Defaulter, OTS efc.

« Holidey OFF / Compensalory Off/ Permission Register

4] Internal /External Training - Comespondence

« Seminars/Programmers/Original Training / Intensive Training /Work
underiaken by Students and Apprenfice training refated file

« Schedule File Correspondence and Registers relating to project

5] Branch Visit Reports

4] CS0's Visit Repaorts

7] Organization Chart files

8] Execulive Visits to Branches files

9) QPRs, OLIC Minutes and Half-yearly Reporis received from Regional
Offices

10} Fles relafing to adhoc references/ Miscellaneous Fle

I 1)Sanction copies from regional Offices

12)Copy of monthly reports on cash verification al Cumency Chest by
Regional Offices

13)Monthly postfion of Currency Chest Bolonces

14)5pecial Depasit Scheme 1975

15)REC Schemes sanclioned (affer the Closure)

18)Corespondence with Regional Offices/depariments/branches/
inferest rate & any other clarfications sought on scheme related
queres

17)5cheme wise/Interest Rate corespondence with Regional Offices/
Branches

I8)Quarterly Return of GPPR outstanding

19)Provident Fund Check Lists

20)Retums relaling lo ending non-vigilance cases

21)Official Language Department Letters

22]5tatements of RBl Account.

23]5HG linkage Proposals [after the closure)

24)Review of Security Arrangements sent to RBI

25) All Review Papers/ Review of Vendors

26)Suspense and Sundry Creditors Review

27| Review of Concurrent Audit report of Overseas Branches

28] Regional Rural Banks Board Minutes and Agenda MNotes

29 Agenda and Minutes received from all the districis of Tamil

30)5LBC Agenda received from other stales
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31 DICGC Statements

32| DICGC claim papers after the sellement of claim

33) Claim against Bank clause file after final disposal and statements
received from ROs,

34)Retums received from Regional Offices, Member Banks ond Lead
District managers

35) Suit File Accounis - Balance books; stafistical Returns received from
ROs/branches/ Files after the closure or writing —off of the accounis
IMiscellaneous corespondence with Branches and ROs

35)Copies of Quaortely CRCC reporls submitted by Regional
Offices/Overseas branches/branches.

37)CRCC un-availed/un-hedged declarations submitted by the branches.

AB)STL/LR/IRS/LCR reporis submitted o RBI

39 Daily LR/STL reports

40) MID office reports.

41)5tatistical Data reporied o olher Departments

42)Compliance Cerfificate

43)RBS return.

44) Exam fee, Exam Day Conveyance and refaled matiers.

45)Incident Reports

45) Charges slatement of Regional Offices

47)Comespondence relaling to confidenfial Reporis

48) Government Communicalions

49 Master copies of franster orders issued-Clerical

S0)Files relating to Bonus, OT wages and F.14

S1)IR Clearance File

52)misc. matiers of all Regions

53)Ceniral Office/Staff Security/ Chief Security Officer -Comespondence

24) Guard/Guns files

53) Police Verification files

54)Review of Meeting of Chairman of Regional Rural Banks

£7) Al Customers related ie. Meeling files, Customer Advisory Service,
Seminar on Cuslomer Service, Cusiomer Educalion. Customer Day files

5B} Copies of Preventive Vigilance meetings & OR stalements submilled by
Regional Offices/TIonal Offices

57)Files relating to Quarterty Meefings

&0) Monitoring implementation of instructions of Governmeni and

Reserve Bank of India

&1)5tatement received from Regional Offices regarding Expaort Credit
eligible for refinance f UBD culstanding eligible for rediscounting

&2)Interest advices files

43)Comrespondence -FEDAI/RBI/Branches

&4) Mostro stalement of accounts from foreign corespondence Fﬂq [

45)General comespondence wilh Regional Offices -':v-u.._* 2

46)Industry wise and sectoral Flow of credil %-;.
D6 AUG 2
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&7)Export credit data

&8)Lease of the vacated premises-files

&%)Lease of Officers Quarters, after surender.

70)Empanelment files from the date of empanelment

F1AMC Contract files from the date of award of work

72)Concurent Audit report of Finacle - Hard copylmonthly]

/3| Relerence on miscellaneous legal matters (after disposal of the relaled
issues refered)

74]Legal Opinions of general nature

75| Minutes and notes of CO commillees such as [T Sleerng Committee, IT
Project Committee, ACE meeling

I 6| Ales-donations: Visit of pardioment Commiltesas -

771Ghosh Commiltee recommendalions

7B|Notes ploced to PRMC, BPRC elc.

7%)Software Development fife cycle documents and change
management document.

80) Creation of GL code [file)

B1]Lost/hot List/cancellation file

82)Profit and Loss Turmn-over/ Commission file

83]Other Bank’s cord/TOD and OD/Staff file

84) Business/ Corporate card/Ihird party lefler

85| Duplicate cords issued /P & L Turn Over

B&)Register of Passport pemissions issued

87| Register relating lo CAS, Hindi Increment and Faslival Advance

88| Filing registers |officer, clerical, sub-staff)

89| Saetflement of complaints / Staff lapses/ Analyss of cﬂmp-ll:unfs

90) Comespondence / Miscellaneous files related to staff matters.

1) ATMs and SPNS/MSD Fles/FRD/Markeling Dept. / Fle

92) Joint publicity file

23| Warming Bulletin file

24)important lunclions celebrated by our Bank-files

95| Copies of QPRs sent lo Ministry/Reserve Bank of Indio

94) Various Sludy notes placed 1o lop managemen! on Concenfralion Risk,
Stressed sectors, Liquidity Rafio, Stock approach, Reputation Risk and
Downlime anakysis elc.,

97|Financial Disclosures dala/oulsourcing reports submilted to RBI/BSMD
efec.,

98] All MOUs, after expiry

99)HR Comespondence - file

100) All Corespondence with 20 / RO / Branches

101]1BA/RBI/MOF communications file

102} Statistical Data reporied to IBA/RBI/NHE/SLBC/MOF and other
Regulators

103} Change Request approvals by 15D, CO to nebwvork division,

104) Comespondence pertaining to repafriafion of members
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105) Qutfit allowance notes / records [Overseas Branches)
106) Corespondences on Customer services/compiaints
107) Guidelines / directives from ministry of finance/IBA
108) Documents provided by Outsowced Vendor for ADF and MIS file
109) Office Noles
110)Loan Relalted: [Five years after closure of loan)
= Permission o extend guarantee for study loan and credit facilities
for close relalives
e List of OTS Setfled accounts
Review of loons sanclioned by Regional Offices
Review of OT5/Write-off proposals sanclioned by Regional Offices
MNHB soft- loan accounls after closure
Loan proposal /sanction [after the closure)
Loan Proposal / Sanction [after the closure)
Sanction endorserments, Motes, files and registers relafing to Staff
Consumer Loan
« Any other loan related documents

111 IOBONLINE-archives

112} Incoming/ouigoing hardware register

113])Bills payment register

114)5anction note file

115)5ource code of critical systems developed inchouse [CROWN,

1 18)FINS, TRIMS, AlMS, CHRIS) for a perod of five years after withdrawal
of package from production environment.

117)RFP { Tender documents

118)Data archives {on media) from other than the critical systems other
than the following:

« Crifical systems (CBS dala from inception of CROWN)

CHRIS/AIMS/TRIMS/ANS) along with required applicafion for
reading faccessing the data-20yvears
« For new application, user departments must specify the period
as required-20 years
Records to be preserved for EIGHT YEARS

1) Approved Lst of Loy Companies

2] Sports files- General expenses

d] Interbank Expenses - Files

4) Agreement f Bonds

5) Registers-Medical Reimbursement / Social Security Benefit Scheme/
Voluntary Contribution for Retirement Benefit Scheme

&) Provident Fund Registers

7) Standing Commitiee Meeling on Security

8] SL5C Meeting

9 Vouching Check Uist/Fair List/Adjustment books

06 AUG 2017
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10)Cloim Papers of accounts of deceased customers

I1)Profit and Loss registers and files relating to adverfisement [ sponsorship
under Publicity Budget

1 2)Cormespondence relating to posting of Officers

13)Budget Wilization Register

| 4)Vani Prinfing File (Quotation, Expenditure] etc.

1.5]Tender opening register

18] Purchase order Register/file

17]Software purchase register

Records to be preserved for TEM YEARS
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1] Records of subscribers ol sovereign gold bond schemes and other
sChemes

2] Scheme formalion —files

3] Fles reloted to sanctions advised to RO/I0s on
concessions/relaxafion in scheme norms - Account specific actions

4] BSRB [ IBPS Comespondence

51 Overseas stalf matters

&) Registration memo files relating o clerical Staff

7} Circulars relaling to deceased stalf members

8) Staff death Circular filef Scavenger wages file

?) Ex-servicemen's files

|0)TA/LFC Registers

| 1}SC/ST cell-Files refating to Government instructions

12)Pension cell - Daily Payments; Journal and general correspondence

13)Branch credit advice-PF

14) Dacoity/ Robbery/Burglary/fire incidents Corespondence

15)Uniform and liveries [Security Department)

| 6)Crime Rate Andabysis

| 7|Peity cash — Vouchers and Register \

|8} Goiporia Committee Recommendations

19)Banking Ombudsman relaled Corespondences

20\ Treasury

= Special Forlnightly refums

« Interest provision on Call Money ransactions

» Paid COD receipts / related hles.

o Conftract Mote File

s Interest Rate file

21)Registers ~Suspense/iundry credilors/Banker's cheques/ Copifal
work-in-progress

22)Payment delails for the Officers quarters rent

23)Major repair and renovation project files.

24)Office Copies of returns submitted to RBIf NABARD/DFS
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25)Annual Credil Plan booklets for each Disirict

28] Reimbursement claims submitted lo HABARD / STATE GOV, /
CENTRAL GONT.

27 |RBl Inspection reports of Branches and Regional Offices

28| RBI/Indicn Banks Association/NHB/MOF/GOI and other regulatory
related comespondence documents

29) Annual Financial inspeciion by RBI

J0JNABARD Refinance Regisier

31|B8C Office Nole, after termination

32)CO Inspection reports of Branches - Soft copy in eTHIC server and
hard copy al Inspeciorate [In case of CO Impection reports of
branches, it is to be noted that eTHIC package was infroduced from
01.04,2013. Soft copies of CO Inspection Reports are available in the
package for inspechions conducted from 01.04.2013, Besides this
hard copies are also taken, 5o in all the cases where CO Inspeclion
ws conducted upto 31.03.2013, hard copies are fo be preserved for
10 years. For CO Inspactions conducied through eTHIC package,
both soff copy and hard copy is o be preserved for 10 years)

A3)Inspechion Progress Report

34| Credit card Division:
= Lost Cards applications -Duplicate not issued
« Cancelled due fo non-payment
= Cancelled [surendered applications
« Copies of Credit card monthly clams raised against branches
= Complaint register

35|DPG [Directorate of Public Grievances] Complainis

36| Comespondence on Customer complaints received through
Ministry /Other Regulators [afler disposal of the complaints)

37| Complaints / Suggestion received/ Grnevance cell/ Redressal
meaiing

38 TUF Files, after closure of Accounts

39)Files related to Subsidy received from Govemment/Other Nodal
Agencies

A0)HLCC|GM]/HLLCCED)/CAC Notes

41)5LA [Service Level Agreement)

42|NDA |Non-disclosure Agreement)

43) Standard Operating Procedures

44) Concurrent Audit reports of branches - Hard copy at branch and
Soft copy ol RO/Inspeclorate

45)Revenue Audil reports of branches - Hord copy at Branch and soft
copy al RO(if soft copy is not received, Hard copy to be preserved)

44&)Concumrent Audil reports of CO Departments

471DC Audit, DR Audit of DR Centres

48)15 Audit reports of CO Departments/Branches/RCCS




49)Reply lo Audit Reporls (15 Audit / 15 Security [ other Audit = Reply lo
CSTIE. elc.)

50)Reply to RTl queries

51)Management Audit reports of Zonal Offices - Soft copy

52)CGRR Audit reports of CO Departmenis/ROs - Soft copy al
Inspection Depl /hard copy at user Depl.

53)Migration Audit report - Hard& Soff copy

54)Ministry of Home Affairs -Prabodh, Praveen, Pragya, Hindi fyping,
Hindi Stenography Exam Results, BOH Examn Resulls/Unicode Training
list. IOB Praveen file (containing particulars on guestion paper seifing,
evalualars, examinalion day expenditures, Central office exam
arangement expendiiures)

55)Cash Incenfive Sanclion Register

56)All Motes put up to various layers of Authorifies with respect to
individuol NPA account with Book oulstanding Rs.50 Crores and
above

57 )Details of accounts sold to ARC

58)All circulars related to any matters other than listed under pamnanent
head.

59)Pardiomentary  Committee-Visils, reporls, replies (Central Office,
regional Office, Branches)

&0) OTS/Write-Off Proposals - Sanction [afler the closure)

&1)Purchase order Register file

62)Fles-Purchase of car, other office equipment elc.,

&3)5ponsaring Official Language Aclivilies, Donations elc., File

&4)Hindi Day Celebrations: Statemen! of accounls and expendilure

Records lo be preserved for THIRTEEN YEARS

1) Staft welfare-files

2) Matters relating disputes/cases/Vigilance matters

3} Staff Car loan sanction endorsement / Register

4) Files relaling to claims arising out of frauds from the date of final
decision

5) RLASC Minutes

&) Files relafing to Welfare and Travels

71 C5S review notes

8} GQuarlerly Review Note on slippages during the quarter put up o ED /
CMD f MDACEQ.

9] SMA Review notes.

10) Stock Audit Review Reporls

11} LRM Review Repaorls

12} All Audit Reports [Inlemal & External)
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13) Central office-Official Language Implemeniation Committee Minules
Register
14) CAF-1A review notes

Records to be preserved for TWENTY YEARS
INT related
o External software icenses
+ Project files of completed projects
«  Media for released products
« Dafa relofing to CBS & other major migration projects
« Customer reloted data on media
21DATSf media files are fo be disposed as per it secunty policy
31Data archives on media [tape or disk)

« Critical systems [(CBS data from inception of CROWRN)
CHRIS/AIMS/TRIMS/FINS) along with required applicalion for
reading foccessing the dala

+ For new application, user departments must specify the period
as required.

Records 1o be preserved PERMAMNENTLY

V) Circulcrs:
«  CGTSS CGTMSH CGRMU Circulars
« ECGC Circulars
- CCS circulars
« Ceniral Office-Official Language Depariment circulars, Official
Language Manuals
« [Interest Rate [Advances) Circulars
- Discrefionary powers/ Service charges/ locker Rent —circulars
»  Circulors issved by CVC/Ministry/RBIJIBA etfc., related o Vigilance
Department.
Circulars issued register
2] EEIE!CIWE credit conftrol direclives
3] Share Clearance Register / file
4) Al pension files
5} Compassionate Appointment -Office Motes
&  Seniorty List of Officers
7} Ciculars file relafing o Clerical sectlion
B) Dossiers on subordinate staff and sweepers
9]  PF nominations files/LIC files
10) ©Cut of turm promolions file
11} Recruitment file
12) Registers relating lo Transfer requests ; Roll numbers; Sub staff
Vacancy: and appointment of sweepers
13] Registers relafing to salary payments [ overheads

7
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14}
15]
1]

17)
18]
19]
20]
21
22
73]
24)
25)
24)
27)

28)

29).

30
3)
32)
33
34)

34
37

38]
39]
40)
41)

47)
43]
44)
45)
ad)
47)

All dossiers, service files and papers relating to promotions
Registers for voluntary relirement.

Pension Cell: Service files of refirees/ deceased from 1¥ January
1984; PPO file; Pension Fund Colleclion investment Register; VRS
application Register

Registers; Depariment/ Voluntary refirement [Special Leave/
Disciptinary authority/Clerical officers/ Sub-staff

Record of Terminations (box files) for all regions

Letter of voluntary cassafion of employment

Files relating fo conciliglion proceedings/ Indusinal disputes, written
petitions and miscellaneous legal matters

Retumns relating to Movable/immovable properties of staff members
Retumns relaling to investment in shares and debentures

Appellaie Authority Order Register

Files relaled fo disciplinary proceedings.

Files relaled fo sabattical leave, permission accorded for
employment after refirement, clearances for leaving abroad elc,
Files relating to Vigilance and non-vigilance cases relating to
employees '

Suspension orders, charge sheets, orginal orders, oppellate orders
and review orders issued to the employeaes,

Agency Arrangements with foreign correspondence including
privale exchange houses

Form-A and Form-X Registers

Al Ledgers/ Balance books

Funds Books

Exporl Credil Refinance Consolidation Register

Government Securilies Registers or Ledgers

Registers or ledgers of Bank's own investmenis

Licenses Registers of Branches/Offices

Studies conducted by Costing Cell and other Sections of the
Department

All Capital Projects including purchase of property, new
construction elc.

All Bank owned properly documeants

Furnilure and Fixture Registers

Library Register

Guidelines on varous Govermnment sponsored Schemes/ather
scheames

SLBC Agendas and minutes

Books relating to merged [ segregated entries

CO/DDR Remittance summarias

Register of Panel Lawyers

Systems and procedures - Corespondence file

CCCP and R Claim Fraudulent transactionsin accounts




48)
49)

0]
51)
52)
53
o4
55)

56)
57)
58)
57)
&0)
&1}
62)
63
64)
45)
46)
67)
68)
69)
70]

71)
72)
73)
?4]
75)
78)
77)

78}

&0)

81)

82)

Owerdue accounts
Copies of Credit Card maonthly billing statements senl to cardholders
[Credit card Division)
All files with regard to examination of Staff accountability
General Ledger/GL monthly exiract
Profil ond Loss supplementary /Ledger
Bank Balances ledgers (Mostro accounts)
Bank supplementary / Ledger
Unclaoimed Balances Accounts Ledgers and slalements received
from Branches
Suspense/ Sundry Creditors ledgers
Tax Audit Report
Return of Income
Assessment Orders
Appeal papers
Appellate Orders
Olher comrespondences related to Income Tax
All Ihe files relating to lower lier Il and upper tier linstruments
All files relating to perpetual tier | instruments
Dividend payment files
Annual Repaorts
AGM [/ EGM related files/ Minutes of EGM [ AGM
Files relating o raising of Capital
Directors’ files
Constitution of share transier, share grievances and direcior
appointment files.
Share holding Pattem
Corporate Governance: files
NSE and BSE files
SEBI related matfer files
Files related to quarterly compliance
Quarterly resulls submitted to NSE and BSE in the SEBI formal file
Palicy on appointment of Statutory Central Auditors and Stalutory
Branch Auditors
External software licenses
Annual Action plan of Minisiry of Home Affairs, Governmeant of India
Office Memaorandum, Inspection of central offices, Branches, Ministry
of Home Affairs, Ministry of finance {Banking division), Government of
India, Reserve Bank of India and replies and reparts thereon,
Inspection file of Area Implementation Office, Kochi-of Ministry of
Home Alagirs
REl related:
- Reply submitted to RBS/RBI/AFL
SME = RBI Circulars




» Circulors issued by MSD and Operations Department on KYC [
AML / TF& circulars by RBl on KYC
«  Comespondence Files with RBI [ IBA
- RBl Avtomated Data Flow - Comespondence File
- RBl and Ministry of Finance directives - files
« Al DB returns submitted to RBI
- Agri-RBI circulars; guidelines on various Schemes
RBl and NABARD circulars
83) Shuel-ds, Cerfificates, Cups and photographs of important Events
84) Official Language Systems, Procedure, rationalization File
85) Hindi Library Books, library Purchose and stock Registers and
Movermenl Register, specimen of Hindi /BL/TL Documents, Registers,
Brouchers, Pamphlets, Publications
85) Carespondence Files with FIUIND [Financial Inteligence Unit - India)
87) Hard copy of AIR filed with FIR-IND (Financial Inteligence Unit - India)
88) RGG (Returns Governance Group) - File

89) Policies
?90) Leoanrelated files:
Staff:

« PFloan Register

« Al files relating to PF Loans

+ Clearances for Staff loan efc.

« Slaff Housing Loon files of individual members
Mon-Staff:
- Al files / records relaling o existing borrower accounts
= Al bomower files

Credil Files List of Willful Defoulters
- List of Non-Co-Operative Bomrmowers
« List of Fraud Declared NPA accounts

Al documents, records and files
| IE]Dfﬁ::e Motes:
Office notes relating to policy decisions and guidelines,
procedures/ backgreund papers in respect of permanent
circulars
- Office Notes, files, roster [with regular changes and updation).
119) Board related files:
- Board Notes for opening and closing of Curency Chests.
« Board Motes on manpower planning and faining stalistics SC/5T
cell; Rosters and Board Mofes
« Agendas, minutes, action and ATRE of all Risk Management
Committee meetings i.e. ORMC, CPC, ALCO, PRMC, TMC, AC-ED &
AC-GM [CO) elc.
« RMCB, ACB, MCB and Board approved Noles relating fo P
Studies, information notes elc.,
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All review noles put up to ACB / Managemen! Commiltee of Boord /
Board / GM Committeas

Board Notes relate 1o various schemes

Board Notes relaling fo Performance Budgeling, Credil Planning,
Branch Expansion, Cosfing and MOU cell

Share fransfer memorandum books / Board notes / Minutes

Share grievance Committee Board note / Minutes

Green Files {conlaining Board notfes & sanchlions of borowers)
MDACEO Sect/ ED sect/ Board services file

Copies of all recorded Board Notes

Boord Services files

Hali-Yearly report on Official Language Implemenlalion submitted
o Board

Board notes for purchase of equipment for Branches

Board Reviews - Quarterly Reviews

Review Notes pul up to various Autharities including Board

" Records o be preserved for Other Periods:
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1. Records lo be preserved fill Next Inspection by REI/AF/STATUTORY
ALUDITORS fINSPECTION DEPARTMENT

a. Deals slipsfposition sheets/ R refurns.
b. IR/CAR reporis.

—————iei




Annexure Il

LIST OF BOOKS AND FILES INDICATING THE PERIOD UP TO WHICH THEY SHOULD
BE PRESERVED BY BRANCHES

SECTION: B
BRANCHES - Books and Files to be Preserved by Branches.

La Bronches: : To be preserved for TWO YEARS
La.fi) BOOES:
|. Pons Books Dspalch Register
2. Bilk Redlized / Returned Register
3. Stationery Requisition Book
4. Local Delivery Book

L. Branches: : To be preserved for THREE YEARS
L. (i) BOOKS:
1. Statements Dispatch Register
Cutward Cash Remittonce Register (thro' Slaff)
Cutward Cash Remittance Register (thro' post)
Inward Cash Remiftance Register
Business Referred Register
Post Parcel Register
GR/PFP Forms Dispatched Register
DP Register for Advances against bills for collection
9. Statfionery Slock Register
10. Tokens issved Register
1. Petty Cash Book
|12, Leove Register

L.bfii) FILES:

1. Leave Applhcafion and other General Comespondence of ofl Staff
2. Siolionery indeni and Invoices
i Closed Jewel Loon Applications (From dale of closure of accounts

e -l

l.c. Branches: To be preserved for FIVE YEARS
Lcli) BOOKS:
1. Stopped Cheques Regisier

32
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Cheque Book Register

Cheques Referred Register

Cheqgues Returned Register

Eecening Counter Scrolls

Paying Counter Scrolls

Cash Balance Book

Vault Register

Shares and Securities ex-custody Register

10. Business Proposal Register

1 1. Padiock Register

12, Dedivery Order Book

13. Bils Acceplonce Register

14, Letter Received Register

15, Letters Dispotch Register

1 4. Letter received and dispatched to Central Office
|7, Register of Daily Quistonding under odvances lo Diectors
18. Pass book issued Register

L.c (i} FILES

. Cheque Book Acknowledgement

Insurance policies lopsed

Retums [Office copies)

Miscelaneous Relums by branches to ROJCO

Propasal files from the date of closure of borowal occounts

Cheques requisition Letlers

Comespondence of complaints

Manager's Cerlificate

Comespondence of Loss of Keys, Cash Shortage, loss of Tokens etc.,

'D Compulsory Depaosit [ITP) Schemea: All primary Records where poyment has
been made to legal heirs

11, Decuments relating o closed advances |after closure five yedrs)

2N e W
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Branches : : To be preserved for 51X YEARS

I.clfi) EILES
1. Periodical Progress Reports of RBl Inspection Reports
2. Mizcelaneous corespondence [Procedure and Rouline|

Branches : : To be preserved for EKGHT YEARS
i.e (i) BOOKS

1. Cash Scroll
2. Remiltance Register




Bills Rexgister

Demand Liability Register
Demand Loan liability Regislers
Drawing Power Register

Stock Register

stocks and Shares Register
Safe Cuslody Register

SR

10. Standing Instrections Daily List ¢

kefij) HLES

1. Application for overdrafis / Loans and advances (affer closure)

2. Accouni opening forms of closed accounts from the date of closure of the
account {If no Litigation of investigation & pending)

3. Standing Instructions regarding Curent Depaosils

4, Relieving Officer's Cerlificate

5. Other closed documents (from the date of closure]

Lf. BRANCHES : : To be preserved for TEN YEARS
LE(i) BOOKS

Accounts openad and closed Register

keys regsler

Locker Due date Diary

Locker Rent due Nolice Register

Limits book

Insurance Policy

Godown Regster

. Godown Inspection Register -

2. Tokens Record book

10. Supplementary Cash book

I1. $taff attendance Register

12. Food Cradit Register [Fort Mumbai Branch / any other Branch handling the
matter)

13. Account Opening forms, inventories prepared in respect of articles in safe
custody and safety locker and nominafion farms,

14. Clearing lodgment Printouls

m N oA W N

15, Cash trarsactions of more than Bs, 10 Lokhs oc its equivalant in foreign cumency.

14, Records relaling to seres of cash lransacfions below Ten Lakhs or ifs equivalent
in foreign cumrency where the fronsactions taken ploce ina maonih.

17. Cash trarsactions involving forged or counterfeil curency or any forg
valuable security or a document has faken ploce locilitaling the f

1B. Suspicious fransactions whether or not made in cosh of Dy woy of -@’w




a. Cheques including 3¢ party cheques/pay orders/demand
drafts/cashiers cheques/electronic receipts o credits/elecironic
payments or debils.

b, Travelers cheques.

¢. Transfer from one account to another account of our Bank including
Mostro ond Vostro accounts,

d. Credit or debits from D-mat accounts/fsecurty account in any
cumency.

e. Remittances in fovour of other customer of our Bank or 3 party
resicing in Indéa or abroad through own account.or in any curency
throuwgh any mode.

f. Allloans and advances including credit or loon substitute, investmeant
and contingent liability.

Lifii} FILES

1. Confidentfial opinions

Half - yearly Bolance statements

Central Office Statements o RBI and registrar of Joint Stock Companies

Companies balance sheets

Closed Account papers under ARDRS 1970

Al inspection reports (in case when an investigafion is pending , the reports

shaoll be preserved fill' the investigalion is complete / the Vigilance

Department permits destruction in writing )

7. Slock statements relating to advances

B. RBlInspection reporis of Bronches ond Regional Offices

9. CO Inspection reports of Branches

10. Credit Linked Capital Subsidy scheme files (Teynampel Branch [ any other
Branch handling the scheme)

11. Concument Audit reports of branches

12, Revenue Audit reports of branches

13. Specific cheques required for any investigalion, enquiry (Beyond Ten
Y&ars)

14. Tuncoted images of all Government Chagues with themsehvas or through

the MNational Archival System put in by National Payment Comporation of
India{NPCI).

oot st

L.g BRAMCHES : : To be preserved for TWELVE YEARS

l. Paid cheques

2. Vouchers

3. Treasury:

« Bills Furchased and Discounted Register
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LC bils Receivable Register

Lefters of credil Opened Register
Letters of credit Inward register

Bills for collection Register

Forward Soles Confract Register
Forward Purchase Confract Register
Forward Sales Register

Forward purchase Register

- = & w ® # # @&

I)h BRAMCHES : : To be preserved for TWENTY YEARS
Lg.[i) BOOES
1. Standing Instructions Register /7
Locker Rent Register
Documents Execulion Register
Credit Card Applicafion cum Sonclion Regisier
PME-Purchose Eegister
FMS5-5ales Register
Doty Transaction Log Sheets bound Yolumes
Manth wite Computer prinf-out of Excepfional fransactions approved By
Authorized Officials

@ gt a N
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i.j. BRAMNCHES: ; To be preserved PERMANENTLY

v

Lh.(i) BOOKS

1. Power of Attamey Register

Cument Accounis Ledgers

Cosh Credit Ledgers

In-operative Cument Account Ledgers

Unclaimed Balances fransferred o CO Register
Savings Bank Ledgers

All Temn Deposits Register

Equitable Morligage Regsiters

. Special Depasit Registers

10. Overdue Deposit Registers

11. Overdrafts & Loan Registers

12. Safe Custody Register / Ledger

13. Secuily Register/Ledger

14. 5afe Deposit Locker Key Register

15, Register of Lockers Broken Opean

14, Safe Deposit Register

17. Guarantee Register

18. Furniture and Fixtures Register

19. Premises Reqister

20. Branch Stalistics Books

21. Trade, Industries and Crop Register

72 General Ledger and GL Balance Books

23, Branch Documents Register

24, Credit Cord Ledger|cc.12)

25. Hot lists and Waming Bulletins on Credit Cards

26, Computer prinf-out of Daily GL bolances [Bound Volumes)
27. Half-yeary GL Code wise Computer print out

28, Haolf-yearly Profit and Loss Codewise compuler prnt-oul
29. Monthly Computer print-out of S8/CDJCC Ledger extracts in bound volumes

. hiﬂl FILES:

All files relafing to Merchant Banking activities

Indemnities executed by conslifuents

Special letters file

Specimen Signature Cards of Closed Accounts

surrendered Sate Custody Receipls

sumrendered Safe Deposil Receaipls

. Safe Vault ond Safe Custady Application

a Disciplinary Proceedings laken against Bank Award Staff/ Officers

e S o o
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%. Claim papers and Documents of deceased constituents

10. Files conlaining Permanent Circulars and RBI circulars

11, Malaysian Government Pension Files [Adyar Branch / any other Branch
handkng the maiter).

L.k BRAMCHES : : Records relating to Government Transaclions:

The records pertaining to Governmenl fransactions should be desiroyed only after
gelting prior permission from Government Accounts ond Cumrency Chest
Department, Cenfral Office. The period for which the records should be preserved is
shown below for the information of branches.

Records prescribed as here under:
=« Scheme for acceplonce of Income and other Direct Taxes
» Scheme for collection of Central Excise, Customs and other dues.

Period of
SLNo Record /Register Form No. preservafion
(in years)
Part: A: Scroll ond Surmmary Records
Receipt Scroll PSB.7 [F421/471) Ten
2 Poyrent Scroll P3B.7 Ten
3 Daily Summary PS6.8(|receipts] Three
4 Dby Surnimany P3B.8 [poyments) Three
5 Daily Record of collection  PSB.Y Three
& Advice of ransaction of P58.10 Three .

" Focal Paint Branch

Port: B: Records prescribed under Scheme for payment of Centralf Civil/
Defence/ Raoibways/ State Government Pension

Period of
SLNo Record/Register Form No. preservalion
(in years)
1. Application  for  drawal  of F429/472/489  Permanent
pension
2 Applicofion for fomily pension F.432/475 Parmanent
3 Index Register for Pension F.438/478/473 Pemanent
paymend [Link branch)
4, Incdex  Register  [Unk/Paying F.437/47T8/493 Permanent
Branch)
5 Pension Payment Account F438/479/493 Twenty Fve
Register
&, Pension Payment Scroll F.434/489/471 Five
7. Summary Sheefs-Link Branch F.434/481/4%4 Five
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PART Il-RECORDS REQUIRED FOR INVESTIGATION

Branches and regional offices are advised to note that all records, books and files shol
be destroyed after the expiry of the respective refention perod mentioned in the
above schedule provided they are not required for any special reason. Wherever
Investigafions/Lifigatfions are pending. records to the same such as registers, Vouchers
efc, should be preserved beyond the stipulated period, fill such time the
Investigation/ifigation & over and the destruction of relaled records & approved by
ihe Regional Office/ Central office,

SECTION: C
BRAMNCHES - Printouts to be Preserved by Branches.
Mole: These documents perlains to the period prior to Finocle.

C.1 To be preserved PERMANENTLY
Account Ledger
(Module-name-Report -name)

Adv-Ledger printout

Be-befge ledger

cdcc-dedger print

clg-ledger

ddr-ledger

dep-ledger

de-1A Ledger printout
expo-chaques kedger printoul

. expodiability ledger prinfout

ID expo-bills ledger prinfout

11, expo-FC raparting details

12, expo-inward remittances ledger
13, fels-ledger printout

14, gkbalonce sheel prinfoul

15. gh-general ledger printout

146, ghdaybook printout

17. ibp-ibp bills ledger prantout

18. ibp-ibp liability ledger printout
19. ibp-ibp margin register printout
20. ibsa-ibsa responding details
21, icb-icb ledger printoul

22, impo-merchant contracts ledger printout
23. impo-impi bills ledger prinfout
24, pc-pc ledger printout

25. sb-sb ledger printout
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24, scsusp/fsers ledger prantout

27, Master Modification

28, Ackv-Master modification

29. cdec-mioster modification

30. dep-fenrb ac opened and efiminated
31, lcde amendments report

32. sbsb master modification report

C 2:To be preserved for TEN YEARS
Bolonce Reports

40

Adv-Balance report
Bc-balances

Cdcc-outstanding balances
Cdeoc-tod balaonces
DPr-balances

Dep-balances

Dep A, IAP Balances
Expo-cheques balances printout
2. Expo-bilk balance printout

10, Expo- miorgin bolonceas

I 1. Fels-fet oulstanding reports

12. Glpl balance prntout

13. Ibp-ibp outstanding report

14, Ibp-ibp iobility/margin balances
15, lch = ich balances panfout

14, Impo-merchant contract balances
17, Impodmpo bills balancing

18, Imooe-dimpo lability baloncing

19. Le-le daily statement

20, Pe-pc balances prinfout

21, Pe-pc liability printing

22. 5b-sb balances report

23. Sb-sb-tod balances report

24, Sc-susp/fscrs oulstanding repaort

@ e th

I nlarnes
Adv-supplernentary
Be-Supplementary
cdcc-Supplemeniary
Ddr-supplernentary
Dep-supplementary
Expo-supplementary
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7. Fetssupplernentoary

8. Glgl-pl supplementany

2. Glexin cir details printout
10. Inp-bp supplementary

11, Ibsa —bsa supplementary
12, Impo-impo supplementary
13. Pe-pe supplementary

1 4. Sb-sb supplementary

| 5. Sc-suspiscrs supplementary

Adv Inferest List

Adv-detdails of inferest applied
Adv-bomower profile
Adv-miterest rales

Adv-security details

Adv-npa account details
Bateh-details printout
Be-outstanding report

2. cdcc-interest kst

10. cdcc-interest rates

11. cdcc-penally collecied

12, cdce-sb-stop cheques prinfout
13. cdoce-cdee uncloimed balances fransfered fo co
4. ddr-outstanding

15, ddr-surmmory

&, ddr-issue dedails

1 /. ddr-poid details

18. dep-interest rales

1%9. dep-inferest provision list

20. dep-ids deducted

2. dep-ids exemplions ksl

22. dep-list of deposits under lien
23. Bxpo-expo interest working fist
24, lbp-ibp inferest rates

25, Iop-ibp interest working list

26, Po-pc interest rates list

27, Pe-details of pc interest applied
28, Po-pc interest working st

29. Pc-ecge premium worksheel
30. 5b-sb interest list

31. 5b-sb penalty collected report
22, Sb-sb blocked accounts repor
33, 5= sb unclaimed baolances fransfered to co
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Exceplion Reporls
Adv-Excepfion Repord
cdcc-axceplion repart
Pc-pc exceplions report
Sb-sb excepfions report

Trgngaction Logs
1. Gk lot entries prinfout

2. Gl -ransaction log printout
3. Gl-glpostedlog
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