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VMV Commerce fMT Arts & IIP Science College, Wardhaman

Preamble

VMV Commerce fMT Arts & fJP Science College, Wardhaman Nagar, Nagpur,

holds a crucial policy: maintaining accurate, high-quality records. These records,

essential for operations, are to be kept for immediate use, unless longer retention is

required for official reference, contractual, legal or regulatory requirements, or other

purposes as may be set forth below. Records no longer needed orhave satisfied their

required retention periods shall be destroyed.

It is to be observed strictly that no Officer or employee of VMV Commerce fMT

Arts & jfP Science College, Wardhaman Nagar, Nagpur, shall knowingly destroy a

document with the intent to obstruct or influence the investigation or proper

administration of any matter within the jurisdiction of any government department or

agency or about or contemplation of any such matter or case. This poliry covers all

records and documents of VMV Commerce fMT Arts & flP Science College, Wardhaman

Nagar, Nagpur. Non-compliance can lead to severe consequences.

VMV Commerce fMT Arts & IIP Science College, Wardhaman Nagar, Nagpur,

reserves the right to amend, alter and terminate this poliry at any time. Any changes to

this policy will be communicated to all officers and employees after acquiring due

approval from the College Development Committee (CDCJ.

ResuonsibiliW of Execution

The Principal shall be responsible for administering this poliry.
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Statement of Policy

in various statutory rules/general procedures specific to educational

institutions,

ongoing academic relationships.

follow the rules and procedures set forth herein. Please be aware that

"documents" include not only documents in paper form but also e-mail messages

and all other forms of electronically stored information. Also, be mindful that the

rules and procedures apply to all computers and other electronic devices

provided to employees by the organisation for use in the organisation's

business, regardless of whether those computers or devices are used on the

organisation's premises or elsewhere.

Rules and Procedures

From time to time, the Principal may issue a "legal hold", suspending the

destruction of any records due to pending threatened, or otherwise reasonably

foreseeable litigation, audits, Government investigations, or similar proceedings. If

and when informed of this by the principal, no one shall discard any documents

relevant to the lawsuit, investigation or proceeding.

Employees will be informed of the specific types of documents that are relevant

and must be retained for these purposes by the Principal. Until that point in time, do

not discard any document that may be relevant without the written approval of the

Principal. If in doubt, save the documenL

In all other circumstances, employees must retain the documents listed in the

schedule below for the periods set forth. The schedule reflects legal obligations for

document retention. Attention is drawn to the fact that the information listed in the

schedule below is intended as a guideline and may not contain all the records VMV

Commerce JMT Arts & ff P Science CollegeWman Nagar, Nagpur, may be required
il 
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to keep in the future. Questions regarding the retention of documents not listed in this

schedule should be directed to the Principal.

Failure to follow this policy can result in possible civil and criminal sanctions

against VMV Commerce fMT Arts & ffP Science College, Wardhaman Nagar, Nagpur and

its Officers and employees, and potential disciplinary action against responsible

individuals.
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ir No Type of Document Minimum Retention
Requirement

1 Accounts payable ledgers and schedules & Bank
Statements Ten years

2 Audit Reports
Permanently

3 Tax returns and worksheets
Permanently

4 Withholding tax statements Seven years

J Bank Reconciliations
Ten years

6 Bank Statements
Three years

7 Cheques ffor important payments and
purchases) Permanently

I Contracts and leases fexpired)
Seven years

9 Contracts and leases fstill in effectJ
Permanently

10 Correspondence (General)
Two years

11 Correspondence flegal and important matters)
Permanently

L2 Depreciation Schedules
Permanently

13 Duplicate deposit slips
Two years

L4 Employment applications
Three years

1.5 Expense Analyses/expense distribution
schedules Seven years

t6 Financial Statements [Year End)
Permanently

1.7 Insurance Policies (expired)
Three years

18 Insurance records, current accident reports,
Policies & Claims. Permanently
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Internal audit reports

Trademark registrations and copyrights Permanently

Minute books, bylaws and charter

Payroll records and summaries

Personnel files of the Teaching & Non-Teaching
Staff Ten years after retirement

Retirement records

Service Books (Retired & Working)

CAS Proposals & PBAS forms

Confidential Reports of Working Teaching &
Non-teaching Staff Three years after retirement

General Applications of the student

Poliry Documents of the college

ssR (NAAC)

NAAC Accreditation Certifi cates

AQAR Hardcopies

AQAR Soft Copies

Examination Results of Students
TR Sheets

Test/Term Examination Answer books One Year

Term Examination Result sheets

Question Papers

Internal assignment books/copy

Internal Assignment Marksheets (University
LevelJ

Answer books of University Level Examination

Transfer certificates Permanently

Admission & Discharge Register



43
Character Certifi cate Register Permanently

44
Old textbooks (not prescribed) Ten years

45
Reference Books Permanently

46
Rare books Permanently

47
Annual Magazine of the College Permanently

48
Quarterly Bulletin of the College Permanently

49
MoUs (ExpiredJ Five Years

50
Leave Cards of the staff. Three years

51 Muster/ Attendance Register of the Teaching
and Non-Teaching Staff 30 Years

52
Scholarship forms/Admission forms Five years

The Governing Body and the CDC may, whenever necessary add to the records to

be preserved for a definite period or delete a record's preservation.

The CDC duly passed this policy in its meeting on 27tr April 2024.

,0I x-z?y)
Prof. AShay Mudgal

ffiftolallng PnncPd

I t' t&sant 
i1';, ji!l;'; !,;{J'ir' 

*
ffirdhman Naga' l'lagPur8

Ilvr,/vr/
Adv. Saniaf rn"mt
Gertrd Aecrcfl

SM NagPrr Gu|omg Fllnr#at
hlegpw

Document Retention Policv 2024
PageT of7


