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[Section 4 (1) (b) (VI)]  

 

 

Categories of documents held 

S.No.  Nat ure of  Record Det ai ls of  informat ion 

avai lable 

Unit / sect ion 

which 

avai lable 

1 O.P.D.  Regist rat ion Name Age and Sex of  

Pat ient  

MRD 

2 Lab Report  Regist er Invest igat ion Report  Pat hology  

3 X-Ray & Ult ra Sound Report  

Regist er 

X-Ray and Ult ra Sound 

Report  

Radiology  

4 M.L.C Regist er Complet e MLC Report  MRD 

5 Case Sheet  Det ai ls of  pat ient s 

t reat ment  & dai ly progress 

while in t he hospit al 

MRD 

6 Casualt y Regist er Name/  Age/  Sex Diagnoses 

ant  Tt .  

MRD 

7 Court  Summon Regist er Name of  Doct or & Pat ient  

wit h dat e for summon 

MRD 

8 Tender Document s Rat es quot ed by f irm Purchase  

9 Dif ferent  f i les relat ed t o 

procurement  of  goods & 

services.  

Cost  & quant it y of  i t em 

procured 

Purchase  

10 Comparat ive st at ement  and 

relat ed document s 

Compares relat ive rat e Purchase  

11 Hist ory Sheet  of  Equipment  Det ai ls of  repair 

expendit ure on equipment  

Purchase & 

maint enance 

12 St ock Regist er Ent ry of  al l  i t ems received 

in hospit al wit h rat es.  

St ores 

(General 

Medical & 

Surgical)  

13 Receipt  Voucher Det ai ls of  issue of  i t ems for 

use in various sect ions 

St ore 

14 Salary Bi l ls Det ai ls of  Salary Paid Account s 

Branch 

15 Cont ingency Bil ls Det ai ls of  payment s for 

purchase 

Account s 

Branch 

16 Personal/ Misc.  f i les,  Service 

Books 

Relat ed wit h document s of  

working and ret ired 

employees and t heir 

service record 

Est abl ishment  

branch 

17 Dif ferent  f i les pert aining t o 

administ rat ion for running 

of  hospit al 

Dif ferent  circulars,  orders 

et c.  

Branch/ sect ion 

concerned 

18 Misc.  Bi l ls OT,  Medical,  Phone,  

Conveyance et c.  

Account s 

Branch 



GOVT. OF NCT DELHI 
OFFICE OF THE MEDICAL SUPERINTENDENT 

RAO TULA RAM MEMORIAL HOSPITAL, JAFFARPUR NEW DELHI-110073 

 

Page 2 of 2 

 

19 Personal Fi les Personal det ai ls of  each 

employee 

Est abl ishment  

Branch 

20 Service Book All  det ai ls of  employees 

service including leaves  

Est abl ishment  

Branch 

21 Guard Fi le Al l  orders issued in t he 

depart ment  

Est abl ishment  

Branch 

22 Vigi lance Fi les Al l  complaint s,  t heir 

inquiries and result s 

Est abl ishment  

Branch 

23 Mort uary Record Book Det ai ls of  al l  post  mort ems Mort uary  

24 RTI Fi les RTI Mat t ers,  Appeal cases,  Est abl ishment  

Branch 

 


