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sfuhft clen]v tyf w'nfO{ gLlt (Document Retention 

Policy) @)&$ 
-lk|m8d kmf]/d cfly{s k|zf;g ;DaGwL lgdfojnL @)^# sf] kl/R5]b ^ sf] Joj:yfnfO{ cBfjlws / kl/k"/s 

ug{ lk|m8d kmf]/dsf] vl/b gLlt @)&$ hf/L ul/Psf] xf] ._ 
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sfuhft clen]v tyf w'nfO{ gLlt–@)&$ 

-lk|m8d kmf]/d cfly{s k|zf;g ;DaGwL lgdfojnL @)^# sf] kl/R5]b ^ sf] Joj:yfnfO{ 

cBfjlws / kl/k"/s ug{ lk|m8d kmf]/dsf]  vl/b gLlt @)&$ hf/L ul/Psf] xf]_  

 

-s_ e"ldsf M 

sfuhft  clen]v tyf w'nfO{ gLltn] sfof{nosf] sfuhftsf] Joj:yfkg tyf clen]vLs/0f ug{ 

/ sfof{nosf] sfuhft Joj:yfkg ug]{ lhDd]jf/L s:fdf lgxLt /xG5 ;f] s'/fsf] hfgsf/L 

lbnfp5 . of] gLltsf] sfo{Gjog lk|m8dkmf]/dsf] lhDd]jf/L x'g]5 .  

 

sfof{nosf] sd{rf/L, :jod;]js, af]8{ kbflwsf/L tyf ;b:o, ljleGg ;ldltsf ;b:ox¿n] 

sfuhft clen]v / w'nfO{ ug]{ ;DaGwdf tn lgb{]lzt lgodx¿sf] kfngf ug'{ kg]{5 . o; 

gLltsf] p2]Zo lk|m8d kmf]/dn] sfdsf] bf}/fgdf k|of]u ug]{ sfuhft ;+/If0f / Joj:yfkg ug]{ 

lglZrt k|lqmof / sfo{ljlw agfpg' xf] .  

 

-v_ k|zf;g k|zf;gsf] lhDd]jf/L  

sfof{nosf] sfuhft ;+/If0f u/L /fVg] / gi6 ug]{ k|d'v lhDdf k|zf;gsf] /xg]5 jf k|zf;gn] 

c? s;}nfO{ :jod\ of] sfd x:tfGt/0f ug{ ;Sb5 . sfof{nosf c? sd{rf/LnfO{ klg ;+:yfsf] 

sfuhft ;~ro tyf w'nfO{ gLlt ;DjGwdf hfgsf/L lbg'k5{ . k|zf;gn] sfuhftsf] juL{s/0f 

tyf ;do ;dodf k'gMjuL{s/0f ug'{kb{5 .  

 

-u_ sfuhftsf] juL{s/0f / ;~ro ;do 

 sfuhftsf] k|sf/       ;~ro ;do  

n]vf tyf ljQ 

ltg{'kg]{ k};fsf] sfuhft       !@ jif{ 

lng'kg]{ k};fsf] sfuhft      !@ jif{ 

jflif{s ljlQo ljj/0f / n]vfk/LIf0f Kf|ltj]bg    ;w} 

a}+s ljj/0f ;dfof]hg, hDdf k"hL{÷ef}r/    !% jif{ 

;fwf/0f vftf        ;w} 

;DklQ÷of]ubfg÷cg'bfg ÷pkxf/  

;+:yfsf] rn crn ;DklQsf] sfuhft    ;w}+ 

of]ubfg  ;+u ;DaGwLt sfuhft     ;w} 

pkxf/ ;+u ;DjGwLt sfuhft     ;w} 

cg'bfg /]sf]{8       cg'bfg ;lsPsf] & jif{;Dd 

;+:yfut / k|zf;lgs 

:f+:yfsf] ljwfg / ;+;f]wg                  ;w} 

 

lgod, ljlgod, gLlt, sfo{ljlw,lgb]{lzsf / ;+;f]wgx¿   ;w} 

lg0f{o k'l:tsf         ;w} 
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;+:yf, btf{ / gljs/0f         ;w} 

          

nfO;]lG;ª, ;b:otf        ;w} 

 

xflh/L, ljj/0f         ;w} 

 

sd{rf/L ljj/0f lstfj       ;w} 

 

jflif{s k|ltj]bg        ;w} 

 

-3_ sfo{qmd  tyf kl/of]hgf  

kl/of]hgf cjwf/0ff tyf k|:tfj      ;w} 

kl/of]hgf k|ltj]bg         ;w} 

kl/of]hgf ;Demf}tf         ;w}  

 

-ª_ Digital Data x¿sf] ;'/Iffsf] nflu j}slNks Storage sf ;fwg k|aGw ul/g]5 .  

 o; efudf h];'s} n]lvPtf klg ;w} ;~ro ug"{ kg]{ sfuhft !) jif{ ;Dd sfuhfts} 

?kdf (Document) clen]v ug'{kg]{5 / !) jif{kl5 csf]{ bz jif{;Dd ljB'tLo 

(Digital Archive) ?kdf clen]v ug'{kg]{5 . cGodf ;"rgfsf] xs;DaGwL 

P]gadf]lhd x'g]5 .  

 

 

 

sfo{;ldltsf] a}7s @)&$÷)*÷@$ af6 kfl/t eO{ @)&#÷)&$ sf] ;fwf/0f;ef 

@)&$÷)(÷@! af6 cg'df]bg ul/Psf] . 


