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TAMIL NADU PUBLIC SERVICE COMMISSION 
 

Office Order No. 179, dated 28.04.2021 

 

Sub.: Commission’s Office – Data Retention Policy 

- Regarding. 
 

------- 

 

The period of retention of both hardcopy and softcopy of data in the 

Commission’s office shall be as prescribed in the Annexure to this office order.  

 

(1) The hardcopy of data shall be recorded as disposals, as provided for in 

the Annexure and processed in accordance with the stipulations in the 

Government Office Manual. 

 

(2) Softcopy of data shall be stored in the manner and for the period as 

specified in the Annexure. 

 

(3) Data / papers in respect of any matter that is the subject of litigation / 

disciplinary / vigilance / audit proceedings or the subject of proceedings 

initiated by statutory bodies, shall be retained until the resolution of 

the dispute / proceedings or the period specified above, whichever is 

later, in read only storage media. 

 

(4) Records / data of a confidential nature, whether hardcopy or softcopy, 

shall be retained for the periods specified, in the sections concerned 

and shall not be handed over to the Records and Forms Department 

(RFD). These shall be in the personal custody of the Section Officer and 

the Assistant / Assistant Section Officer / Assistant Section Officer-cum-

Programmer concerned. A year-wise index of such confidential material 

shall also be maintained to facilitate retrieval whenever required. 

 

 

… Annexure                                               K. NANTHAKUMAR, I.A.S. 

                                                                                             Secretary 
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