A39%/cc Secti

GOVT. OF NCT OF DELHI
DEPARTMENT OF SOCIAL WELFARE
GLNS COMPLEX, DELHI GATE
NEW DELHI-110002
- [ADMINISTRATION BRANCH]

F, 10(333)/Admn-1/2016/DSW/Estt/Pt-1/ 549 7- |G 48 Dated,

T1 AUG 7018
Sub: Annual Inspection of Departmental Record Room of Ministry of
Home Affairs for the year 2018-19 - regarding

Please find enclosed herewith a copy of letter No. 15039/168/2016-
UT(Coord) dated 16t July 2018 alongwith enclosures received from the Under
Secretary, Ministry of Home Affairs, Govt. of India regarding Annual Inspection
of Departmental Records Room in association with National Archives of India,
Ministry of Culture, Govt. of India.

It is requested that the requisite information in the prescribed format
may kindly be forwarded to General Administration Department, GNCTD, Delhi
Sectt., New Delhi-110002 under intimation to this office.

Encl: As above. B
Secti fficer (Admn-I)

F. 10(333)/Admn-1/2016/DSW/Estt/Pt-1/ 19697~ 14748 Dated:

To: 31 AUG 018

1. All DDs/DSWOs/DDOs/HOOs/Institution In-charges/Principals/Vice-

Principals, Department of Social Welfare, GNCTD, Delhi.
\}/S{S(;;‘rstem Analyst, DSW for uploading the circular on the Departmental
website.
3. Guard file.

Copy for information to:

1. PS to Secretary (SW), GLNS Complex, Delhi Gate, Delhi.
2. PA to Director (SW), GLNS Complex, Delhi Gate, Delhi.

icer (Admn-J)
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APPEND!X 67~Confd
S

“/hefher the following registers areibemg
Vamtamed properly and entries are upﬂl(a-da
[g)' Record Issue Register, »
i) Record Review Register. [Para 112 (4);
¢ . Appendix 30] 5
{li~ACEESSTon: Regisierw*ww

. (v) Record Transfer Req1ster [Pora 112 ).
Appendix29].

T ittt RS e oy

PART TYe N

(i) Hasthe depanmental index been complled
inthe consolidated form?{Paa 109)-.

(u) Whattypes offinding aid (Referenqe/—\ids/
“irformiation RetFIEVdI) beis are aveujablQ i
the Record Room’P S

PART. V""iNQPECT’NG OFFICERS’ REPORT

0} Addmonal functlons ifany, being performed \
by the Depar*mmtaf Record Rcom ’

(u)‘eeneﬁalﬂemarks ef{he Inspeo’:mg.@fﬁcers-
about thie state of Record R

(iif) Recapztu!anon of defects or uhonc;ombmgs
noticed and any other. .comments ‘which
Inspecting’ Officers may have to make

(v} Genera] Remarks if any

DEXING

. Orig sopy of Lhe .nspact
record {Para 138 (1)]
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,, Apb;guglx_sjz—‘cgnm,_ﬁ_’_fé—ﬂﬁ—v—-

percentage of files marked "geep” fo total
fles reviewed and whether it is excessive? .
In.case further'rev‘lewfis cana‘q; for (if : o,y
' excessive percentage has been marked for

retention) numper of files checked and

. aavics &7 measure suggested for

*)

=

ol

o ;,:n_ "
Weeding out: -

(i) Number of fles/records -narked forﬁg&},eeding :
out auring the vear. [Pare 13 (1317
(xiily Whether the recoras markead for weeding
out-have-peen destroyed? i not, when it is
_.-propased {o-destroy them. {Para 113 (7)
, EOE@L S
Transfer: . - L
(xiv) Number of more than 25 years -old files
appraised by the National Archivesof India”
dufing the last year. {Para 113 (2]
() Whether the files -ecammended for
CE 1WQ‘§E6@TT¥FEHWE"‘6FE@§H§Vé"
peen fransferred tothatorganisation. If not,
givereasons. o

Retention Schedule:” ' R
(xvi) state 1f.the Re;ent'\on scheduie for
substantive records nas been Gompliedh If

not, when it 18 proposed ta be compiled.

‘ [Para_‘m (1 W)l

PA_BTIH——MA( NTENANGE

~ 1.Files: . : ‘
please take a sample of 20 files at randgm and
exarmine iy
@ pfnetner the TIes have been properly
recorded and classified into, ‘B ang o
categories. IHas the retention period of 'C
_ '-‘éé'féébrv‘-ﬁ.‘e‘sfhé?beéﬂriiﬁ!séiiﬂb;ﬂy,siﬁ@ﬁé,@t?d?~
" (Para 106) .- T

iy Whether they have been stitched properly?
(Para 104 {3)) _

ifiy Number of fies not found at appropriate
plages in bundles of recarded files. '

v) Are the requisition slips kept in proper
places in pundles?. If not, state regsons.
[Para 115 (3 i

() Number of files lying on the ground. lf so,
indicate number and reasons therefor.

() Whether files opened under functional and
conventional filing system are kept
separately anc arranged section-wise,
chronologically ina serial order, !
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———AEP— =NDIX__ 57 S \\}
inspection Quesi:}ggnaire for Departmental Record Room
. [Vide para 136 (2)]

Ministry/Depanment.....o............. e, e e

Date G PrE38NT Halche!
ts of last Inspection.

- Da

Faciual data to be furnished by S.0.JAsstt DG In-charge of Record Room

s.O.orequivalent Asstt. ~ UDCADC " Multiskiled Multi

grade like Archivist 0 L . Staff/Record Attendent/  Skilled
: Record softer Staff

Sanctmned strangth
Actual Depleymeént at the time of mspeotion

2. Physfcal'con'd/'tion of the Record Room,

() Location such as e, g BasemenUGround
Floor/Other flors, - N ~

() Areaoccupied by records’ .
(i) Area occupied by staff .
(v) TotalArea

Is there sufficient space in the Record,Room
for further acerual and storage of recorda?

) Number of shel ves
x‘a) oteel
(b) Waoden ‘
(V) Mode ofkeepmg the record: [
" {8) Ate the ‘ﬂles-'kept Jn Bundies- With , . .
p1ywood/~,ardboard support orin carton ' :
boxes? .
(b) If In bundles, how. they are kapt’?
(herizontal/ yerﬂcal) )
(©) Are the bundles properly le{bel!ed
indicating their contents? - *.
(vii) Are there proper ventilation and: hghtmg
arrangement? _
(vifiy Aretheredecurity arrangement agéinst fire
hazards, theft and pilferage?
(ix) Is there enough space for recepuqn and
consultation of record?

(® Does the Record Rdom have gangways 7

199
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AP PENDIX &7—Contd,

; whether naphthalene bricks/balls are being

“used? If not, what are the other & rangement

 for satisfactory preservatron of record (e.g.

“spray of !nsectlcndes tike DDT F’IQ and Flit

-etc).

i) 18 vacuum cleaner being used Far Record

Room'? If not, state the arrangemento for

-Aw*-proper duStmg*ﬂ'ndtIeamng’? e ‘*w"m"'—“«-*—mr' B R
" {xiii) Whether Jecmds -are Joemg fumrgatedv :
perlodlcal!y’? s py

(xrw What arrangement exisis To"m endmg and
- repair of records? What materials are used
for mendmg and reparr work‘? [Para (1 0‘1-

R R SN TR

[(xv) Gereral Coridition of c{eanilneus and proper
aokmg cf ﬂlras -ete:

latest year)
7)"11'13 alrnumber =0+ ree@ﬁsl (mdrcatmg thg aldes
andthe, Iatest onthe date. of spé tion)
{a) Files '
(B) Reg|sters e
(c) ‘Other Tecords like Maps/Charts/ '
Drawmgs/Audro -Visuai, "
(i) Total number of records whlcn arerbrethan
25'véars old at the time of mspactmn
(a) Files
by Registers -
{c) ‘Other records like Maps/Charts/ :
DrawingsfAudio-Visual. N
» 4y M the Record Room is alsg accepting
Classified records the arrdngeme*ﬁfro, their .

beei &1t to’ respectlve aeotrons

(i) Number of ‘G categor\"“ecords dont for.
reviewo respectrve sect,ons durmq the last
year:{Para113. (4)] e

(vil) Number of record revlewed dunnq the last
year. [Para 113(5)] T .

(viliy . Nuriber ‘of récords ly ng unrevtgawed In
different sectrons

(ix} Number of records marked for further
retention by concetned séclions aﬁd sent
to Departmental Record Room [Para 114
(1) &(5)] '
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PART llw—RECORD KEE PING AND THEIR PER.’)” ICAL REVIEWIAPPRAISAL
Number of records Wherever posslble please;furmsh the informatian for inclusive J/ears {i.e. oldest and the




& Ne—) g e
~ , \%\%\\\O\.g\\}/&\/\j\‘\\\g
7 No.1/12/2018-ORR \.-@\-7 v

' | ‘ Government of India g
7 v»@(‘) ‘ o
@5/ v / (27— . Ministry of Home Affairs ' ‘,
Coordination and International Cooperation Division ~
] ({7I ]é | (Departmental Record Room) 4'

North Block, New Delhi
Dated i-ot? July, 2018

OFFICE MEMORANDUM

~ Subject: Annual l‘nspection of Departmental Record Room of Ministry of
Home Affairs for the year 2018-18.

The undersigned is di,rectéd to forward herewith a copy of National
Archives of India’s letter No. F 14-1/2018-RM dated 15.5.2018 on the subject
noted above. | f

2. It is requested that the requisite information may kindly be obtained
from all the attached/ subordinate offices under your administrative control in
the prescribed proforma and furnished to National Archives of India directly
underintimation to Departmental Record Room of this Ministry. '

p : ‘ Hiyani)
T@ '%’ \U j} o ‘ Under Secretary (Coord.-1l)
| o | Tele:011-23094916

V)

All Divisional heads in MHA ilicluding Deptt. Of Official language and
RG & CCIL. ‘ . :

\’) Copy for Information to:

@N\A Sh Syed Farid Ahmad, Assistant Director of Archives (RIVI), National
\3 ' Archives of India, Janpath, New Delhi for information w.r.t. their
letter referred to above. ERARENE
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g PR
No.llig-1/2018-R.M. ¢+ %
Goverument ol India ' l
Ministry of Culture _
National Axchives of Indiad
Janpath, New Delhi - 110 00}
e-mail: archives@nic.in

As per list .
(President’s  Secretariat/Vice  President’s  Secreturlut/Prime  Minster's
Office/Cabinet Secretariat/All Ministries ol the Government ot India)

Subject: Annual Inspection of Records Rooms for the year 2018-2019.

A N

Sir/Madam,

In pursuance of provision of Section 3(2)(j) 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 Kooms in each Ministry/
Departinent/ Office may be inspected once in a year in association with this Departient
so us to monitor the state of preservation und munagement of wcords lying therein.
Considering the importance of this aspect, it is desirable that adequete attention may be
paid to proper manning of the Departmental Records Rooms ulsu.

It is, therefore, requested that a suitable date and time may please be fixed tor

inspection of your Departmental Records Room in consultation with thijs Depuartment at

your earliest convenience. You are also requested to send to this Departinent an annual
inspection programime of the Departmental Records Rooms of all attached/ subordinate
offices and publi¢ sector undertakings under your administrative confrol, s as.to enable
us to include their inspection in our Annual Action Plan. ’

.

Further, prior to undertaking the inspection of Records Rovpis, you ave
requested to complete the Inspection Questioanaire (Appendix 57 of CSMOFE), & copy of
which is enclosed for your ready reference.’
Kindly acknowledge the receipts of this letter.

s

Assistant Director i Aschives

N\ . o
(/){7\«\/ (Syed Fuigd Ahmad)

W'/j . Government of Indin

%’ Tel Nu. 011-23381467

, , _ Iax No. 011-23384127
Encl.: Appendix 57 of CSMOP - ' o

P
S

“ e . v
e ATBIS

. \ Yours jf"cui.-‘t»{l'fully,
/& ~ ) ‘\~-(—’Al\?r ' . \\ .
S | Endy o Y



§0VERNMEN OF NATIONAL CAPITAL TERRITORY OF DELHI
GENERA.L ADMINISTRATION DEPARTMENT
nd LEVE L, ‘A’ WING, DELHI SECRETARIAT
I.P. ESTATE, NEW DELHI-110002

4710.17 /52 /Weeding Out/2007/GAD/‘,} u Dated :- \E}A\{g@) 1%
To

All Heads of Departments W -

Govt. of NC'T of Iielhi | E$/

Sub: Annual Inspection of Departmental Record Room of M1n1stry of
Home Affairs for the year 2018-19 - regarding

Sir/Madam,

I am to forward herewith a copy of letter N0.15039/168/2016-UT
(Coord), dated 16t July, 2018 élongwith enclosures, received from tne Under

Secretary, Ministry of Horae Affairs, Govt. of India, on the subject cited above. |

it is requested that the requisite information in the prescribed format

may kindly be fu'rnisher' to this department at the earliest, [or its onward

transmission to the Natio; aal Archives of India.
This issues with thf approval of the competent authority.

o ‘ ................ Yours faithfully,
9% '5‘7'{ K S A \ \

23 AUG 2018 Wass
(PRQMILA MITRA)

.‘.DY No....ky./.;..,
- DY. SECRETARY {ADMN.)
Encl.: as above.
F.No.17/52/Weeding Out/2007/GAD/ 235 (S # Dated - %} o516

Copy for information to P.P.S. to Spl. Secretary (GAD),

: - 57 \‘ ‘ji |
> PU’Q : /({ " & ﬁ(PRQHVIILA MITRA)

A DY. SECRETARY (ADMN.)
U 5 15 \

iy



i ;“‘> T e e cTm T A*:F_‘“"" ’ T T e S'l’)E[ED'l)() 'Si'f‘[\ T "" "

NG 15()’3)/168/2016 UT(Coord,)
( uovel ummt of- Indld/Blldl at; §>§u kar

/ 3 ELE Mi lstry of Home Atidus/Guh N[d ntralaya
] ek e s
% ‘ _
I AU L | R RN |
{ , | | : North Block, New Delhi
é»* T U o : \ Dated the \Ch July, 2018
y ?«JQQBLQ.Q,\?E SESaR :
To
1. The Advisor to the Admlmstl fuor, UT of Dadra & Nagar Haveli, Secretariat,

Silvassa.

The Advisor to the Administrator, UT of Lakshadweep, Kavaratti.
The Chief Secretary, UT 61‘ Andaman and Nicobar Islands, Port Blair.
The Advnaer to the Administrator, UT Chandigarh, Chandigarh.

2.
3.
4.
5.

The Advisor to the Admmnstmton, UT of Daman & Diu Secretariat, D’lm’lll,
Motl Daman.

‘The Chlef Secretary, Government of Puducherry, Puducherry.

The Chief Secretary, Govt. of NCT of Delhi, Delhi Sachivalaya, L.P. Est’tte,
New Delhi-110002.

&V Subject: Annual Inspectlon of Départmental Record Room of Ministry of Home Affairs

4( for the year 2018-19 - regarding.
Sir, ' : *

[ am duected to forward herewith a copy of CIC Division’s (Departmental Record -
Room) OM No. 1/12/2018-ORR. dated 10/07/2018 along-with letter No. F.14-1/2018-R.M. dated
15/05/2018 received ﬁom National Archives of India, Ministry of Culture on the above mentioned

' subject. 0 ‘ ,
189255
2. It is, therefme requested that the 1equlsltc, information may be furnished in the

prescribed format (copy: enclosed) directly to National Archives of India under mtunatlon to thls

) Ministry.
"6"/“,;,’\.1»\“ o , |
ke . : . Yours faithfully,
P Encl: Asabove . /
™ O | - ! (M. N. Khan)
' o Undel Secretary to the Government of India
%. " e Ph.: 23093147
/XW | :émzé:a“f‘ Mo rs.f.‘.‘m.w*zeéz?:i 18]
7 - .
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