A statement of the categories of documents that are held by it for under its control

	S. No.
	Nature of Record
	Details of information available
	Unit/ section where available
	Retention period, where available

	1.
	Establishment Check Registers 
	Details of salaries  and allowances paid to staff from time to time
	C.B.S. Section
	30 years.

	2.
	Form 16 & 24 of Income Tax Act.
	T.D.S. on salaries and other payment 
	---Do---
	4 years.

	3.
	Pension payment files & registers, scrolls submitted by State Bank of India.
	Payment of Pension paid to retired employees and family members of the deceased employees.
	Pension section
	Upto 5 years of ceasing of Pension sanctioned

	4.
	Records of advances to employees
	Details of advances granted and recovered
	Accounts Section
	10 years

	5.
	Security Deposit register
	Details of earnest money & Security Deposit 
	Accounts Section
	10 years

	6.
	Monthly / Yearly accounts of N.D.M.C.
	Headwise details regarding monthly / yearly Accounts. 
	Compilation Section
	----

	7.
	Cash books
	Receipt and Payment
	Cash Section
	10 years

	8.
	Records regarding Fund Investment policy and registers containing such investments.
	Details of investments made form time to time
	Investment Branch
	10 years

	9.
	Work registers
	Record of payments made to the contactors against their bills for supplies made/works executed. 
	Various divisions of NDMC as well as Accounts Branch
	10 years


