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[endnoteRef:1]List of Records [1:  ] 


	Sl. No
	Process
	Record Title
	Format No. if any used
	Retention Period

	1
	Batch Coordination
	Attendance Book
	DCSMAT/CO/BCO/F 007
	

	2
	Course Design
	Syllabus/Course Plan Record
	DCSMAT/CO/CDN/F 001
	

	3
	Exam Coordination
	Internal Mark Register
	DCSMAT/CO/EXM/F 003
	

	4
	Library
	Accession Register
	DCSMAT/CO/LIC/F 001
	

	5
	Library
	Periodical’s Register
	DCSMAT/CO/LIC/F 002
	

	6
	Library
	Library Gate Register
	DCSMAT/CO/LIC/F 003
	

	7
	Library
	Newspaper’s Register
	DCSMAT/CO/LIC/F 004
	

	8
	Library
	Inward Register
	DCSMAT/CO/LIC/F 005
	

	9
	Library
	Outward Register
	DCSMAT/CO/LIC/F 006
	

	10
	IT Services
	Inventory Register
	DCSMAT/CO/EXM/R 001
	

	11
	IT Services
	Complaint Register
	DCSMAT/CO/EXM/R 002
	

	12
	IT Services
	Distribution Register
	DCSMAT/CO/EXM/R 003
	

	13
	Administration
	Inward Register
	DCSMAT/CO/ADM/R 001
	

	14
	Administration
	Outward Register
	DCSMAT/CO/ADM/R 002
	

	15
	Administration
	Local Delivery Book
	DCSMAT/CO/ADM/R 003
	

	16
	Administration
	Guest Faculty Register
	DCSMAT/CO/ADM/R 004
	

	17
	Administration
	Canteen Register for Guests
	DCSMAT/CO/ADM/R 005
	

	18
	Administration
	Acquittance Register
	DCSMAT/CO/ADM/R 006
	

	19
	Administration
	Stationery Register
	DCSMAT/CO/ADM/R 007
	

	20
	Estate & Infrastructure 
	Car Diary
	DCSMAT/CO/EST/R 001
	

	21
	Estate & Infrastructure 
	Service Logistics Register
	DCSMAT/CO/EST/R 002
	

	22
	Estate & Infrastructure 
	Day Book of Electrical and Plumping works
	DCSMAT/CO/EST/R 003
	

	23
	Estate & Infrastructure 
	Daily reports of Security persons
	DCSMAT/CO/EST/R 004
	

	24
	Estate & Infrastructure 
	Day book of House keeping staff
	DCSMAT/CO/EST/R 005
	

	25
	Estate & Infrastructure 
	Register for Plant Engineering
	DCSMAT/CO/EST/R 006
	

	26
	Estate & Infrastructure 
	Service logistics Register
	DCSMAT/CO/EST/R 007
	

	27
	Estate & Infrastructure 
	Ambulance Diary
	DCSMAT/CO/EST/R 008
	

	28
	Purchasing and Stores
	Purchase Register
	DCSMAT/CO/PST/R 001
	

	29
	Purchasing and Stores
	Inventory Register
	DCSMAT/CO/PST/R 002
	

	30
	Public Relations
	Admission Register
	DCSMAT/CO/PRS/R 001
	

	
	
	
	
	

	31
	Alumni Interactions
	Guest Register 

	DCSMAT/CO/ALM/R 001
	

	32
	Alumni Interactions
	Alumni Meeting Register 

	DCSMAT/CO/ALM/R 002
	

	33
	DCSMAT Support Centre
	Adalat Register
	DCSMAT/CO/SUP/R 001
	

	34
	DCSMAT Campus Connect
	DCSMAT Campus Connect Soft Copy
	DCSMAT/CO/CC /SC 001
	

	35
	DCSMAT Digital Networking
	DCSMAT Digital Networking Soft Copy
	DCSMAT/CO/DN /SC 001
	

	36. 
	DCSMAT Advertisement System
	Minutes of the Admission Meetings,
Budget approvals and Copy of the News paper/Magazine.
	DCSMAT/ CO / ADVT/MO 001
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