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~IRCULA~ 

G .B. Pant Hospital prepared a Record Retention Schedu le of SQ iterns _as 

per thei r need/requirement and the matter was referred to the Administrative 

Department, GNCT of Delhi which i . t. ·rn referred it to 1~ ,rc1ives. Departrr~ent, GNCT of 

Delhi for opinion . The Archives c:epartrnent op in~d that Record Retention Schedu le may 

be decided by the respective department(s) as warranted by peculiar needs of ~he 

d•=partments, in additior to the Recorci Retentirn Schedule pub!ished by AR 

Deoartment, GNCT of Delhi vide no.F.4/1 9/961ARi41 1·1-4380 dated 16.1:2.96. 

The Record Retention Schedule, issued by AR Department, Gcivt. of NCT of 

Delhi dated 16.12.96 for the Hosbitals lis :s ~m ly 29 :tems while it is ·) bserve-d that 
/ 

number of items over the years may have increased considerably as indicated in the list 

or (;B Pant Hospital which woulo be mote or less common to all Govt. Hospitals. 

However, it would be prudent on the part of G·Jvt Hospital::- tb retain their 

record/documents in case the same a >E recuired by the Aujit Departrr :ent til l such time 

audit is finished and audit para jf any, therecf are settled and for such pu~pose rerention 
1

period should be enhanced accordingly. 

Sim ilarly, in case any record (s) /documents is requi red as co!lateral 

e·.1idence in any other matter/court of law I by any othm investiqating a(Jency then the 

record should not be weedeo out till suer tims the requimmsnt is over and the matter is 

finalized. 

Further, the Govt. Ho~, pitals would also constitute a cornrr,itt.sE: .:if ihree 


off icers comprising one Accounts Officer. one Medical Officer. .::ieside$ the .ViHO to 


...).? review/revise 
the retention schedule for the item::: requ ired tc be. weedec: out in 
-~ Y' 	 «

\)~ to: -s,\v respective Hospital(s), keeping in view their i ndivid ~ a i and specific requirements. 
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· Subject: weeding out of old record 

The committee members assemble in the chamber of Dr. R. Agarwal, Chairman weeding out 
committee Ward-10, Room No. 249 on 18.08.2010 at 3:30PM and after examining the comments of A. R. 
Departrrtent Govt. ofNCT of Delhi at P5/N and observation of the Dy. Director, Archive Department, Govt. 
ofNCT of Delhi at P4/N. In the meeting the members reviewed the earlier retention scheduled suggested at 
Pl/N and modified as under: 

The modified list of retention period is as under· 
PeriodName of the Items/Record SL. No. 
02 Years Doctors Call Book 1. 
02 Years Absent Book 2. 
05 YearsMedical Book-Fitness Book 3. 
05 YearsDuty Book 4. 
02 Years Complain Book 5. 
02 Years Blanket Book 6. 
02 Years Lab Book .7. , 
02 Years Daily consumption book 8. 
1 Year Signature book staff & sisters (Roll Call Book) 9. 
02 Years Signature book Class IV 10. 
02 Years Repair Book 11. 
12 YearsOffice Information Book 12. 
08 Years (AR) Procedure book /OT record book ·13. 
02 Years 14. Article Book 
03 Years (AR) Poison book ...15. 

16. OT Cloth Book 02 Years 
03 Years (AR) 17. Treatment book 

18. Assignment book 02 Years 
19. Room vacancy book 05 Years 
20. C/L record book 02 Years 
21. Syringe + Bag receiving book 02 Years 
22. Staff address book 02 Years 
23. Indent book consumable items 03 Years (AR) 
24. General Store Indent Book (Non consumable) 05 Years (AR) 
25. Oz Cylinder book 05 Years 
26. Stationary Book 03 Years 
27. Discharge book I Admission 05 Years (AR) 
28. S.D. Officer book . 02 Years 
29. Stock Register 03 Years or till audit is done 
30. Condemnation book 03 Years (AR) 

~ 31. Medicine book 03 Years 
32. Culture report book 02 Years 
33. OT List file 02 Years 
34. Annual demand file 05 Years 

M.S. Book 02 Years 35. 
Red alert Circular file 02 Years 36. 
ECG Record book 02 Yeais 37. • 


02 Years Mutual duty book 38. 
05 Years39. Blood Bank book 
02 Years Telephone book 40. 
1 Year (AR) 41. CSSD book 
02 Years 42. Daily drug book 
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;-c..-;: ...";::Ultra sound book . ·- - • _.,1:,. ··- .....  . 
Follow up meditation book --r =·:~ ·:~-e£:"'E -· 

~rUsed SDF I '_, -Ye2.:r~ -
Old register ! ?'~ Y elil's (or till au.cfr~ 
Dressing book I Lw 'feE.!§ 

SDF book I '.:'.2 -'!ecsI r r ·c/Echo reporting register : t/ ~-ears 
I -r

Patients appointment book i ....{. -!e2.rs 
,~.

Tee. Book Stress book _J 
,... 

t.fears 
·-·· ..... - ---····--

Cath List I C2 Years 
ANS report book I 02 Years 

-- -· 
Posting Register I02 Years -
ANS Duty Roster IG2 Years 
Internal Dak book I ._,~""' '>TL ears 
Observation book IC2 Years 

---·· 
Late sign book I C2 Years 

--- -
Leave record book IC2 Years 
ANS record book ; 

IO>~L. y_ears 
Drug book I 03 Years 
Balloon Book I (Jg Years 
PWF Book I m.~ Years ---· 
Inventory book I 02 Years 
Suture Recovering book I 03 Years 
Gas book 03 YearsJ 

Value Entry book I02 Years 
Perfusion Accessories Utilization book I 03 Yef.}rs 
Special items book I03 Years 

. . - -/U. F~ccessone:s booK I ..:2 Yea.rs 
71. UGE Register 02 Years 1 

1-------+------""---------------------+----------~~--i 
17..2. .__,, Colonoscopy Register 02 Years 

73. ERCP book 02 Years 
1--- 7_4_. --r-E_S_T_ b_oo_k _________________l:-0_2_Y_ ea_rr_s __________! 

75. Sigmoidoscopy book 03 Years 
76. Polypectomy book G5 Yeers 

1. Further it is informed that SL. No. 9,13,15,17,23,24.,27,30,41, of list placed at ~/N 8..r:~ 
already included in the retention list of A.R. Department Govt. ofNCT of Delhi at P6C. 

2. The serial no. 80 has been added i.e. TMT and holter tracing recordJ~r 


