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To

DIRECTORATE GENERAL OF SHIPPING, MUMBAI

No. 18-2301 t I lO I 2O24-Admn-DGS 22.O2.2024

Kindly find enclosed herewith the Record Retention policy of this

Directorate.

All officers and staff are requested to follow the policy in relation to
retention of the office records.

Q4a
Ass rt. D i rector Generar 

""lY#' l--,Trii

All Officers & Staff of this Directorate General of Shipping.
All Allied offices and Staff of Directorate ceneral of S-t ipplng.
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OFFICE ORDER NO.29 OF 2024

RECORD RETENTION SCHEDULE
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DGS iS fOIIOWiNg -RECORD 
RETENTION SCHEDULE IN RESPECTOFRECORDSCOMMON TO ALL MINISTRIES/ DEPARTMENTS ,2012 Of GOVt.Of INdiA.

Preliminary

Govemment of India has enacted the public Record Act, lgg3 to regulate the management,administration and preservation of records of various departments of centrar GovemmenvPublic Sector undertaking and commissions or commiftees constiruted by the centralGovemment As such, the pubric Record Act, lgg3 is atso applicable to DGS. Under theaforesaid Act, Govemment of India has issued pubric Record Rures, 1997 which provide thateach organization shall comp,e a schedule of retention of records in consultation with theDoPT' Accordingly, DGS has arso finalized a schedure prescribing retention period fordifferent documents. This policy shall be governed by the provisions of the public RecordAct 1993 and other applicabre laws for the time being in force including rules and regulationsmade there under.

2 oBJECTIVE: This policy inter alia provides for preservation of documents so thatrecords should be kept no longer than the period necessary for the proper conduct of DGS.This policy sha, cover alr the records of the DGS, including written, printed and recordedmafter and electronic forms of records.
3. DEFINITIONS:

3'l Applicabre Law: "Appricable Law" means any laq rules, regurations, circurars,guidelines or standards applicable on the Central Govemt
provision with regard to the prese.vation of the o"""-""oT::;::ilH#- 

guideline /

3.2. DGS: ,.DGS,' 
means Directorate General of Shipping.3.3. Document(s): ..Document(s),, 

refers to papers, notes, agreements, notices,advertisements' requisitions, orders, declaratiorr, fo.rr, correspondence, minutes, indices,registers and or any other record (including required under or in order to comply with therequirements of any Appricable Law) maintained on paper or in Electronic Form and doesnot include multiple or identical copies.
3'4' Erectronic Form: "Erectronic Form" means maintenance of documents in anycontemporaneous electronic device such as computer, laptop, compact disc, floppy disc,space on erectronic cloud, or any other form of storage and retrieval device, consideredfeasible' whether the same is in possession or contror of the company or otherwise the



r lle NO. l o-zJU l lt lv' zuz'+-AulvltN - u\'o

Company has control over access to it' 
.r ^-r-: onrt tn nrevent from b('

3.5. Preservation: "Preservation" means to keep in good order and to prevent from being

altered, damaged or destroyed' .r , -..L:^^+ r.^,.1. qn, tl

4. CLASSIFICATION OF DOCUMENTS: After listing the subject-heads and thetr

sub-heads/ records-groups' their retention periods are prescribed in accordance rx:t:tlntO

reference value and ,n. irnponun"" of the subject.. The retention period is the period a

particular agency is 
'"qui'"d- 

to keep the records before their final disposition' For the

purpose of prescribing the retention ieriods' the records are classified into three categories

viz. ,A,. ,B, and ,c,. An .rustrative rirt of .".o.d. fit to be categorised as 'A', 'B' and 'c'

categories' 
-'- '--r^- rlaic ^'reonrv are meant for permanent preservation and

4.1 . 'A' Category: Records under this category are me

are to be microfilmed because they contain: i' a document so precious that its original must

be preserved intact and "ttttt '" 
it in the original form must be *:::ttO':^::'O**'

minimum; or ii' material likely to be required for frequent reference by different parttes'

4.2. ,B' category: R"co.d, under this category are also meant for perrnanent preservation

but they are not to be microfilmed'

4.3. 'C'Category: records under this category are meant to be maintained for a limited

lThli'.;#lt*lliiili;*'"n period for'c'category nres' srabs of c-r' c-3' c-5 and

C-10 may be followed, *y't" tt't nu'nt'ul' represent the number of years that a file is to be

retained after being closed or recorded'

5. PRESERVATION OF DOCUMENTS / RECORDS

5.1. All statutory records required to be maintained under any law shall be preserved for

the period, if any, prescribed there under'

5.2. Documents mentioned under the schedule finalized with the National Archives under

the provisions ofthe Public Record Act' 1993 and rules made there under' shall be preserved

for period given in the schedule' 
^L^-:r, r^r rneinrenance of ce

5.3. If any direction has been received from any authority for maintenance of ceftaln

records for specified period' tio'" tt"o'a' shall be maintained for specified period'

5.4. Documents' in respect of which no minimum maintenancc timelinc is stipulated

under any of the laws o' u"J"t the schedule finalized by National Achicves India' shall be

preserved for such pt'ioO ut may be decided by the concemed head of Department in

consultution with Head of Vigilance Department'

6. CUSTODY oioocurtail{TS: All documents shall be under the custody of

concemed functional head(s)'

'1. DESTRUCTION OF DOCUMENTS: After retention period' concemed functional

head shall decide the t"to'at *t'itt' are to be destroyed' A list of the Documents

disposed/destroyed shall tio O" rn"trrttined' It shall state the brief particulars of the



Documents destroyed, date of disposal/destruction and the mode of destruction. Beforedestruction ofdocuments, the concemed head of department may opt for preserving copies ofthe same in Electronic Form.

8 The records other than the records as mentioned in the ,,REC.RD RETENTI.NSCHEDULE INRESPECTO FRECORDS COMMON TO ALL MINISTRIES/
DEPARTMENTS, 2012 0f Govt. oflndia is retained in the DGS as per the Annexure-I.9 ARCHIVAL poLICy: The poricy applies to documents / information hosted onthe website of the department including events/information required to be disclosed onwebsite' The disclosure of material events sha be hosted and retained on the Department,s
website-

10. AMENDMENTS TO THE pOLICy: The Head of Department of DGS isauthorized to make such alterations to this poricy as considered appropriate, subject,howevet to the condition that such alterations shall be in consonance with the provisions ofRegulation and other applicable laws.
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Annexure-IRccord Retcntio D sch ed ulc of 0d uC nleo 1s rta npc I)i orcct arDg (ltc rcnc ofal hisxt ll bnl :l pip(h() re ng'than th t rec dr ASs Dnre nrdtio Itl h RIi oC RI) RE ITI]NT No Cs IIE I)IN U t.Rtl Ps E ECT oF RECORDS CONI i\I () t'o .{t-L i\I s-I'RT
ES/ uD ARP ET}I N )0 ITS. ofC to n ladst.

\o
Type of Record
(Examples)

Retention
Period

l-ocation of Record Category
of
RecordRegister of Ships Permancnt hi

ffi
c ostrar Sfgr ps

o c sI')
& Audit of Recognized Organizations

RO Agreement
en years DGS

C

l Casualty Investigation Reports Permanent DGS website B
.1 List ofApprovcd

lnstitute
Maritime Training Permanent On DCS website B

Repon of Port State Control en ycars IOMOU IOCIS Database c- l06 Flag State Inspectton analysis Ten years t'SIDGS Database C- IO7 Re fo PSCport obroad f lndi il S ll ps Ten years FSIDcS Databasc -10
IJ List of Exemptions to Ships l!'e years On E-office c-5

nlcnt
Re

Port Reception Facilirics Assess Five years DGS PRF Module c-5
t0 Register of Bunker Suppliers Five years On D(iS website & E-office c-5li

ton
ag / Port StatcList ofAuthoriscd Fl Permancnt Ind ividual MMD oflices B

at respectiye

,s

9
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llD offices &lndividual MM
DCS casualtY cell

Pcrmanent
CasualtY lnvestigatorsList oft2

B
On DGS websitePermanent

manufacture

SSMDGFFSA/LrovedaofistL pp
el gcncMG approvcdlceServ

DG\1edppronestlTSM CB 1.1

13

B
On DGS websitePcrmanenties under lSM

List of ShiPPing Companl4 l
On DGS websiteyears

nd exList ofRPSL ComParuesl5
I]

DGS websitePermanent

f tMO instruments

lcmentationtowards impl6
c-3

On DGS website

I) dex
Two years

of seafalersSTCW Certi ficationt'l
c-10

On E-officcTcn years
Investigations o fseafarersl8 c-5

DGS,4\4M b/Ro Database
Five years or

till i'aiidi
d to Vessels

Sunrtory certr ficates issuel9 l
On DGS website

nd ex
o years

ed Medical PractttronerDGS APProv20
c-5

DGS websiteFivc yearsof Flag State/PortEvaluation and Review

State functions
2l

c-5
tssuing MMDFive years

l1oatcdrcl inspectiCargo
IMDGtraonccnc B

22

DGS websitePcrmanent
List of MTO27

DGS rvebsitcPcrmanent
Seafarcrs identitY documents24

Stations,
Labs.

Executive Orders

(Grain,


