BIS HQ/ADMN/CIRCULAR(16)2021
Date: 12 March 2021

BUREAU OF INDIAN STANDARDS
(ADMINSTRATION DEPARTMENT)

CIRCULAR

Subject:  Implementation of the Public Records Act, 1993 - reg.

This has reference to the letter No. N-21/06/2021-P&C dated 5 February 2021 of DoCA
forwarding therewith a copy of D.O. letter ref. F.No. 18-03/2020, R.A. Dated 12 January 2021 of
DG, National Archives of India (copy enclosed).

2. All Head of the Departments at ROs/BOs/Labs/CL/NITS including HQ are requested to
ensure the strict compliance of above.

3. This issues with the approval of Competent Authority.

Encl: as above

(N. Vittoba)
Director (Administration)

Our Ref: ADMN/09/04/2014

Circulated to: All Head of the Departments at ROs/BOs/CL/Labs/NITS including HQ
through BIS Intranet for kind information and necessary action, pl.



No. N-21/06/2021-P&C
Government of India
Ministry of Consumer Affairs, Food and Public Distribution
Department of Consumer Affairs

Krishi Bhawan, New Delhi
Dated the 5" February, 2021

To

Director General, Bureau of India Standards (BIS), Manak Bhawan, New Delhi.
The Registrar, NCDRC, New Delhi.

The Director General, NTH, Calcutta.

Director, IILM, Ranchi.

il o

Subject:- Implementation of the Public Records Act, 1993 — reg.
c;.\\_r.l

| am directed to forward herewith a Copy of D.O. No. 18-03/2020, R.A. dated
14t January, 2021 received from National Archives of India on the subject mentioned

above for information and necessary action.

Encl. As Above.

Yours faithfully,
ks Pexe,
(Jasbir Tiwari)
Under Secretary to the Govt. of India
Tele No. 23381233

g



Chandan Sinha,
Director General of Archives
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D.O I'.No. 18-03/2020. R.A. Dated 12" January, 2021
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Subject: Request for identification of office records for appraisal and transfer to National Archives of India
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No doubt you arc awarc that the National Archives of India (NAI) is charged with the task of
keeping, conserving and making accessible to users the permanent records of the Government of India. In
this regard, 1 wish to draw your kind attention to clause (c) of the Sub-section (1) of Section 6 of Public
Records Act, 1993, to be read with Rule 5 of Public Records Rules, 1997, that envisages the “appraisal of
Public Records which are more than Twenty Five vears old in consuliation with the National Archives of
India, ...with a view to retaining public records of permanent value and transfer of these records 1o
National Archives of India.” Further, Sub Rule (2) of Rule 9 of the said Rules, also states that “no public
record which is more than twenty five years old shall be destroyed by any records creating agency unless

it is appraised.”

In view of the above, and in the interest of timely management of records, I would request you to
kindly instruct the designated officials to review and assess the quantum of all records more than 25 years
old in your Ministry/Department, subordinate offices, autonomous bodies, public sector undertakings,

te., functioning under your administrative control and to inform NAI about the requirement for the
appraisal of records. Based on your information, we shall depute a team to appraise records 25 years old
and older, and the subsequent transfer of these documents to NAI for their scientific preservation and
management.

[ look forward to your support in strengthening the record management practices in Government
of India and the efforts towards the long term preservation of records of enduring value. | shall be grateful
for an carly response in this regard.
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Yours sincerely,

~K .
it Chandan Sinha
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F.No.14 (1)/1/2020-R.M.
Government of [ndia

Ministry of Culture /
National Archives of India [L
Janpath, New Delhi =110 001 \‘;. M
E-mail: archives@nic.in e

Website: www.nationalarchives.nic.in

Dated:

0 4 SEP 2020

To,
As per list
(President’s Secretariat/Vice President’s Secretariat/Prime Minister’s Office/Cabinet Secretariat/All

Ministries of the Government of India)

Subject: Report from Records Creating Agencies in Form-1 of Public Records Rules, 1997 wrt Rule 5(2) i.e
Records due for Appraisal

Sir/Madam,

As per rule 5 sub rule (2) of Public Records Rules, 1997, the Records Officer have to intimate the Director
General or the Head of Archives, in Form-1, the particulars of all public records of Permanent Nature
which are due for appraisal during the year. The appraisal will be conducted by National Archives of
India in consultation with the RCA. It will result in achieving economy in maintenance and preservation
of the records alongwith efficiency in retrieving them if required for official use.

it is therefore, requested that instructions may please be issued to all concerned officers and
Departmental Records Officer in your organization including all the Attached and Subordinate Offices,
Public Sector Undertakings functioning under your control to inform about the status of the records due
for appraisal through submission of Form-1 to this department. It may further be added that in case you
find any difficulty inWEﬁ&nﬁtﬁEﬁresaid or any other provision of the Public Records Act, 1993 and
the Public Records Rules, 1997 you may please contact us for advice/ guidance.

Kindly acknowledge receipt of this letter.

W Yaurs faithfully,

T
&\Lﬁ‘t eil(e - W
. (Syed Farid Ahmad)
[ A Deputy Director of Archives
Government of India
" Tel: 011-23388557

f“[ %
’ Fax: 011-23384127
Encl\'\Form 1 of Public Records Rules, 1997
Zd\na ol L
o
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PUBLIC RECORDS RULES 1997

Rule 5 Acceptance of public records of permancnt nature

Sub-Rule (2) Records officer shall intimate to the Director General or head of the Archives. as
the casc may he. cach year hefore 31st day of January. in Form-1. the particulars of all pnblic

records of permancnt nature which are due for appraisal during the year.

Form-1
[See sub-rule (2) of rule 3]
Particulars of records of permanent nature due for appraisai AdUTing The ¥CAr wiviieeiciieanrinrisesirirs vairesirenees

Tr_J-f._aI.r;n.l_.m;E)ers o-fv 'i'_('-J-t<'1-|.T1I|.ITIBF,‘-t'S_OF TT:;t'aI izl-J_mbe;.;» of --fr:}tal-ﬁil-n'llﬁe'_rg bf Rclﬂ..a‘r-ks..., lf_an;_
files of ‘A" and "B’ files of ‘A" and ‘B"  files referred to files due for

categories lying categories undercolumn 1 appraisal
in the records transferred to and 2
rooms aof the records rooms

records creating by the Sections
agencies during the
period under

report
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N TA2)172020-10 .M.
Government of India
Mimstry of Caliure
National Archives of Tndia
JTanpath, New Delhi - 110001
Femail arelivesgimic.in

Mehste: wwaw nationalarchives.nie.in

Dated: -
To.
As per list
(President’s Seeretariat/Vice President’s Seercrariat/Prime Minister = Ofice/Cahinet
Secretariat/All Minisirics/All Depariments of the Government of Incia/PS11s)

Sub:  Downgrading of classificd records - supply of half yearly Returns as required under
Public Records Act, 1993 and Public Record Rules, 1997,

Sir/Madam,

I 'am dirceted 1o draw your kind attention 1o clanse () of Subh Scetion (1) of Scction 6 of
the Public Records Act. 1993 read with Rule 7 of Public Records Rules. 1997 wherein it has been
stipulated that all elassified files shonld he reviewed ance in five years with a view 1o down-
grading classified files and amaleamiting them in regular <eries, Subsequently. afier their
appraisal. thase files which are found 13 for permanent relention will ke transferred 10 National
Archives of India for permanent custocdy and scientific preservation

You are, therefere. requested to kindly initiaic adequate steps for downgrading the
classified files (Top Seeret, Scerer, Confidential, and Restricted) and submit relevant information
in respect of half yearly progress reports for the period ending Jannary ~ Ione. 2019 and luly to
December, 2019 fa this Department in the form enclosed (Form 411 is also requested that you
may kindly ask your Attached! Subordinate Offices/Commissions and Public Sector Underiakings
cle. 1o also send their said hall vearly progiess reports for the period ending Jannary - June, 2019

:SEP

and July 1o December. 2019 1o this Department in the enclosed preseribed form,

Kindly acknowledgce the reccipt of this leticr.

i

;{num faithfully.

N e e,
(Syed Farid Ahmad)
Deputy Director ol Archivas
Government of India
Tel: 011-23388557
Fax:011-23384127

Encl: Form 4. Puhlic Records Riles, 1007
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S.6(1)
(n

Rule 7

(h

PUBLIC RECORDS ACT 1993

The records officer shall be responsible for:
Periodical review [or downgrading of classified public records in such manner
as miay he preseribed:

PUBLIC RECORDS RULES 1997

Down-grading of classificd records .-

The records creating: agency shall by an ofTice order aatharize an officer not
helow the rank af the Uinder Secretary 1o the Gevernment oof India 10 evaluale
and downgrade the classificd records heing maintained by it. A copy of such
affice order shall he forwarded (o the Dircclor General or head of (he
Archives, as the case may be,

The officer =0 authorized under sub-rule (1) shall evaluaie the classificd
records cvery fifth year for the purpose of downgrading.

Alier down-grading il the nfficer declares any record as of permanent nature.
the same shall be deposited, and preserved with the Director General or head
of the Archives, as the case may he, after itz appraisal.

The records deposited under this rule can be requisitioned lor any official
purpasc and returned 1o the Director General or head of the Archives. as the
case may be. in the manner provided under rile 6.

Fvery year in the last week of Innc and December. a. half-yearly statement in
Farm-4 shall be furnished by the officer anthorized under sub-rule (1) (o ihe
Dircctar Gieneral or head of the Archives. as (he case may be. on the action
taken for evaluation and deswnerading the classifizd records.

Form —d

|See sub-rule (5) of rule 7]

(Half Yearly Statement on perindical review of classificd records)

present in the
organization

Tatal No. of No. of elassificd No, of Files reviewedd Remarks
clagsified recovds due for. and downgrades during
records Iying at | reviewing the period under report




I No. 1A(4) 1/2020-R.M,
Ciovernmenl of India
Ministry al Crliore
Natinnal Archives of India
Janpath. New Delhi - 110001

Femail: archives@nic.in

Wehsite: www . nationalarchives.nic.in

EP 2020
Dated: 0 4 ?_ﬁﬂ -
To, -

As per list

(President®s Secrctariat/Vice President’s Scerciariat/Prime Minister's Office/Cabinet Secretariat/All Ministries of

the Government of India)

Subject: Recording, Reviewing, Indexing and Weeding of Public Records and Supply of Half Yearly
Returns thereof under Public Records Act, 1993 and Public Records Rules, 1997,

SirfMadam,

I am to draw vour kind attention (o sih-scetion (1) of scetion 6 of Puklic Records Act, 1993 and Rule @ of
Puhlic Records Rules, 1997 ta he read with paras 103 1a 109 of Central Secretariat Mannal of Office Procedure (13"
edition 2010). As per rule 9 of Public Records Rules. 1997 no puhlic records shall he destroyed without being
recorded and reviewed by the records creating agency. The file chonld he recorded m accordance with the Records
Retention Schedule after action considered thereon has heen completed. Proper reeording. reviewing/appraisal ol
records arc cssential exerciscs as they help in weeding ant perindically those records that are no longer required for
prescrvation. Tt will result in achicving ecanomy in maintcnance and preservation and efficiency in retrieving

required records for official use.

It is, therefore requesied that instructions may please be issuerd lo all concerned officers and Deparimental
Records Officer in your organization including all the Anached and Subordinate OfTices. Public Scctor
Undertakings functioning under your control fo inifiate regular programme in respect of recording, indexing,
reviewing and weeding of semi-current records and 1o furnish half-yearly returns (half year ending January to
June, 2019 and .Tuly to December, 2019) in Form 7 (Performa enclosed) to this depariment.
Further, in case you find any difficulty in implementing aforesaid or any other provision of tha Public
Records Act, 1993 and the Public Records Rules, 1997 you may please confact us for advice/ guidance.

-~

Kindly acknowledge receipl of this etier.

Yours ﬁlh fully.

Sod, oo,
(Sved Farid Ahmad)
Deputy Director af Archives
Government of India
Tel N11-23388557
Fax: 011-23384127

Encl.: Form 7 of Public Records Rules, 1997.
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PUBLIC RECORDS RULKLS 1997

Rule ¢ Destruction of Public Records

Sub-TRlule 4 The records officer shall furnish a half yearly report in Form-7 on
recording, indexing, reviewing and weeding of records to the Director General or head of
the Archives, as the case may he.

Form -7 [See sub-rule (4) of rule 9]
Half-yearly report on recording, indexing, reviewing and weeding of Records during the half
year ending

S.No. Total number of[Total number offTotal number of|Total number o Remarks
files recordzd files indexed files reviewed files weeded out, if
any

1 2 3 4 5 6
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F.No.14 (5)/1/2020-R.M.
Government of India
Ministry of Cultre
National Archives ol India
Janpath, New Delhi - 110 001
E-mail: archives@nic.in

Website: www.nationalarchives.nic.in ro g (»El. Y}

Dated the
To,
As per list
(President’s  Secretariat/Vice President’s Secretariat/Prime  Minister’s Office/Cabinet  Secrctarint/All
Ministries/All Departments of the Government of India/PSUs)

Subject: Nomination of Records Officers.
Sir/Madam,
As you might be aware, Section 5(1) of the Public Records Act, 1993 read with Rule 3 of Public Records
Rules. 1997 (extracts enclosed) stipulates that each Records Creating Agency shall nominate one of its officers as
Records Officer to discharge functions outlined under the various sections of the said Act. In pursuance of fhe above
statutory requirements, this Department has been requesting all the Ministries/ Departments/ Offices/ Organizations
etc. 1o nominate one of their officers as Records Officer.

You are therefore requested to nominate Records Officer of your Ministry/ Department and provide details
in the following format on priorily basis:

Name of Records Officer
Designation
Date of Nomination
Contacrt Details:
a. Postal Address
b. Phone No.
¢. Fax No.
d. E-mail ID

Pttt oo

You are also requested to issue directions fo all the attached subordinate offices/statutory bodies, PSUs etc.
functioning under your administrative control to nominatc one of their officers as Records Officer and send their
details (as mentioned above) to this Department at the sarliest.

A copy of OM nominating the Records Officer should also be endorsed fo this Department as
required under the provision of Rule 3 of Public Records Rules, 1997.

\ Yaury faithfully,

{Syed Farid Ahmad)

Deputy Dircetor of Archives
Government of India

Tel: 011-23388557

Fax: 011-23384127

_..{__!.eﬂ WIR Y \ ,a . Yite b
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Extract from Public Records Act, 1993

Section 5.

(1) Every records creating agency shall nominate one of its officers as records officer to
discharge the functions under this Act.

(2) Every records creating agency may set up such number of record rooms in such places as it
deerns fit and shall place each record room under the charge of a records officer.

Extract from Public Records Rules, 1537

Rule 3.

Nomination of Records Officer: - The records creating agency shall by an officers order issued
in pursuance of the provision of sub-section (1) of section 5 of the Act nominate one of its
officers, not below the rank or grade of a Section Officer, as the Records Officer. A copy of such
office order shall forwarded to the Director General or Head of the Archives, as the case may
be.



F.No.15(1)/1/2020-R.M.
Government of India
Ministry of Culture

National Archives of India
Janpath, New Delhi — 110 001

E-mail: archives@nic.in
Website: www.nationalarchives.nic.in

s

0 4 SEP 2020

Dated the

To,

As per list
(President’s Secretariat/Vice President’s Secretariat/Prime Minister’s Office/Cabinet Secretariat/All

Ministries of the Government of India)

Subject: Annual Inspection of Records Rooms for the year 2019-2020.
Sir/Madam,

In pursuance of Section 3(2)(1) of the Public Records Act, 1993 and Para 136(2) of the Central Secretariat
Manual of Office Procedure (CSMOP), (13" Ed.2010) it is required that the Departmental Records
Rooms in each Ministry/ Department/ Office may be inspected once in a year in association with this
Department to monitor the state of preservation and management of records lying therein. Considering
the importance of record keeping in, it is desirable that adequate attention may be paid to proper manning
of the Departmental Records Rooms also.

It is. therefore, requested that a suitable date and time may please be fixed for inspection of your
Departmental Records Room in consultation with this Department at your earliest convenience. You are
also requested to send (o this Department an annual inspection programme of the Departmental Records
Rooms of all attached/ subordinate offices and public sector undertakings under your administrative
control, so as to enable us to include their inspection in our Annual Action Plan.

Further, prior to undertaking the inspection of Records Rooms, you are requested to complete the
Inspection Questionnaire (Appendix 57 of CSMOP), a copy of which is cnclosed.

Kindly acknowledge the receipt of this letter.

{- Ye urg.*fgitl'uﬁ.ﬂly.

\‘. ' ! S 4' ! -
m_h_q\‘:l X ‘.‘[ ‘i‘\k[{\ :!‘FK C

" (Syed Farid Ahmad)
Deputy Director of Archives

Government of India

Tel: 011-23388557

Fax: 011-23384127

Encl.: Appendix 57 of CSMOP
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Ministry/Department
Date of present Inspection
Date of last Inspechon
PR =i v=—rte= e B e e e Lt LR

PART [—GENERAL
" PERSONAL DATA

APPENDIX 57
Inspeciion Ques(r‘épnafre for Departmental Record Room
. [Vide para 136 (2)]

T e e AT e T e b 1 A s

1

ey

b b e

T b b3t

Faclual data to be furnished by 8.0./Asslt. /UDC In-charge of Record Room

8.0. or equivalent Asstt. , UbciLbC

grade like Archivist “

Viulti skilled

Multi

Staff/Record Attendent!  Skilled

Record sorter

Staff

Sanctioned strength
Actual Deployment at the time of inspection

2. Physical condition of the Record Room,

@)
(i)
(iif)
{iv)

i\

v

{vii)
(vii)
(ix)
(x)

Location such as e.g. Basement/Ground
Floor/Other floors.

Area occupied by records
Area occupied by staff
Total Area

tsthere sufficient space in the ReccrdRoon‘
for further accrual and storage of reccrds?

Number of shelves

(@) Steel

(b) Wooden

Mode of keeping the record: i

(@) Are the files kept in bundies with
plywood/cardboard support or.in carton
boxes?

(b) If in bundles, how they are I<ept?
{horizontal/ vertical}

(c) Are the bundles properly Idbelled
indicating their contents?

Are there proper ventilation and lighting

arrangement?

Are there security arrangement aga:nst fire

hazards, theft and pilferage?

Is there enough space for recepUQn and

consuliation of record?

Does the Record Room have gangways 7

199
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(0}

{xii)
(xiii)

{xiv)

()

®

(ii)

it}

)
(v)
(vi)

{vil)

(viil)

{ix0)

APPEND[X 57—Contd.

Whether naphthalene bricks/balls are being
used? If not, what are the cther arrangement
for satisfactory preservation of recerd (e.g.
spray of Insecticides like DDT, Plp and Flit
elc).

Is vacuum cleaner being used for Record
Room? If nol, state the arrangements for

Whether records are being fumrgated
periodically? ..

What arrangement exists for mending and
repair of records? What materials are used
for mending and repair work? [F’ara (104
(3)]

General condition of cleanliness and proper
stacking of files etc.

o -
B T ey 1.——-proper dusfll‘lg’and c]eanlng‘? R u_nu'ul.-r‘n-!r ST i S a«» S e

D iy
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PART II—RECORD- KEEP!NGAND THEIR PERIODICAL REVIEW/APPRAISAL

Number of records: Wherever possible please furnish the information for inclusive years (i.e. oldest and the
iatest year) i

Total number of record (indicating ihe aldest

and the latest on the date of |nspect|on)

(a) Files

(5) Registers

(c) Other records like Maps/Charls/
Drawings/Audio-Visual,

Total number of records which are more than

25 years old at the time of inspection

(a) Files.

{b) Registers ;

(¢} Other records like Maps/Charts/
Drawings/Audio-Visual. B

If the Record Room is also accepting

classified records the arrangement for their

safe cusiody.

Securily arrangement for inspection of

Secret Record Room where they exist.

Whether all the files due for review have

been sent to respective sections.

Number of 'C’ category records sent for

review fo respective sections durmg the last

vear. [Para 113 (4)]

Number of record reviewed during the last

vear. [Para 113(5))].

Number of records lying unremewod In

different sections.

Number of records marked for further

retention by concerned sections and sent

to Departmental Record Room [Para 113

(1) &(5)]
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Weeding ouf: ot

APPENDIX 57—Contd.

(x) Percentage of files marked "keep” to total
files reviewed and whether itis excesslve‘?

(xi) In case further review is called for {if
excessive percentage has been marked for
retention) number of files checked and
advice or measure suggested for
Jmprovement. .. sy B

(xii) Number of files/records marked for weedlng
out during the year. [Para 113 (M

(xiii) Whether the records marked for weeding
out have been destroyed? If not, when itis
proposed to destroy them. [Para 113 (7)
(b) (i) & (ii)].

Transfer:

{(iv) Number of more than 25 years old files
appraised by the National Archives of india
during the last year. [Para 113 (2)]

() Whether the files recommended for
retention by National Archive of India have
been transferred to that organisation. If not,
give reasons. ;

Retention Scheduie:

(xvi) State if the Retention Schedule for
substantive records has been complied. If
not, when it is proposed to be compiled.
(Para 111 (1 )(d}]

PART IN—MAINTENANCE

1.Files:

Please take a sample of 20 files at randam and
examine ;

(i Whether the files have been properly
recorded and classified into, ‘B'“and ‘C'
categories. Has the retention penod of 'C’
category files has been distinclly indicated?
(Para 105}

(i) Whether they have been stitched propeny'?
[Para 104 (3)]

(iiy Number of files not found at appropriate
places in bundles of recorded files.

() Are the requisition slips kepl in proper
places in bundies? If not, state re,asons
[Para 115 (3)]

{vy Number of files lying on the grouna If so,
indicate number and reasons therefor.

(i) Whether files opened under functional and
conventional filing system are kept
separately and arranged section-wise,
chronologically in a serial order.

201
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APPENDIX 57—Contd,
2.Register:

Whether the following registers are, being
maintained properly and entries are up-le-date:
(i} Record Issue Register. ’

{iiy Record Review Register. [Para 112 (4);
Appendix 30]

it (il ARG B ESSIon Register-&

(v} Record Transfer Register [Para 112 @
Appendix 29].

o e s b e bl £ g S2L Ty T e
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PART TV— INDEXING
() Has the departmental index been compiled
in the consolidated form? [Para 109]

(i) What types of finding aid (Referenge Aids/
Information Retrieval) sets are avallable in
ihe Record Room?

PART V—INSPECTING OFFICERS’ REPORT

() Additional functions, if any, being performed \
by the Departmental Record Room.

(i) General Remarks of the Inspecting Officers
about the state of Record Room.

(iiiy Recapitulation of defects or shortcomings
noticed and any other comments which
Inspecting Officers may have to make.

(iv) General Remarks, if any:

1

Signalure of the Inspecting Officers with date.

One copy of the inspection report may be forwarded to the National Archives of India for their in;ormation and
record. [Para 138 (1)) ’
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