
GOVT. OF NCT OF DELHI 
DEPARTMENT OF SOCIAL WELFARE 

GLNS COMPLEX, DELHI GATE 
NEW DELHI-110002 

[ADMINISTRATION BRANCH] 

F.No. 1(59)/2020/DSW/Estt t-tsr 0-7CV 
	

Dated: - 
0 SEP 2020 

CIRCULAR 

Sub: A s s raisal/ Transfer of Non-Current Records of more than 25 ears old of  

Department/ Offices under Govt. of NCT of Delhi.  

Please find enclosed herewith a copy of letter no DA-E011(11)/1/2019-Records-1130 

dated 11/09/2020 received from Secretary (ACL/ Archives) Department of Archives, 

Government of NCT of Delhi, New Delhi on the above cited subject regarding the Appraisal/ 

Transfer of Non-Current Records of more than 25 years old of Department/ Offices under Govt. 

of NCT of Delhi. 

Sectio Of icer dmn-II) 

Encl: As above. 
GO (ge S P E i k.),01(v)8 

To 

S.. >tem Analyst, DSW for uploading the circular on the Department website. 

F.No. 1(59);1920/DSW/Estt147_c99,—*7m 	 Dated), 

Copy for information to: 

• PA t Secretary (SW), GLNS Complex, Delhi Gate, Delhi. 

• • PA t :Director (SW), GLNS Complex, Delhi Gate, Delhi. 

• All DDs / DSW0s/DDO/HOO/Supdt./In-charge of Homes/ Institutions/ Schools. 

• Guard File. 



Yours faithfully, 

• al 
(MANISHA SAXENA) 

Secretary (ACL/Archives) 

1 8 SEP 2029 

6131/1-/ End: As Above 

DEPARTMENT OF DELHI ARCHIVES 
GOVERNMENT OF NCT OF DELHI 

18-A, SATSANG VIHAR MARG, 
SPL. INSTITUTIONAL AREA, NEW DELHI-110067 

E-mail- ddarchives©nic.in 
PHONE NO. :-26535611, 26962800 aifirAii-1444q .wrq: 

DA-E011(11)/1/2019-Records- 0 Dated: I I • T-2-6 

To,. 	
4V1 . Da'lq 	• 	'''''' 

Principal Secretaries/Secretaries/HODs 	
9'(-7!fl 

......... ....... 	" 

Department/Autonomous Bodies/UndertakipgS, 

Govt. of NCT of Delhi 

Of fice of the Secreary (Svc 
Deptt. of Social Welfare 

Govt. of NCT of Delhi 

1 7 SEP 2020 

Dy.No 	(f- ge  

old of 
VL) 

Subject: Appraisal/Transfer of Non-Current Records of more than 25 years 

Departments/Offices under Govt. of NCT of Delhi. 

Sir/Madam, 

I am to inform you that as per the Clause (C) of the Sub-Section (1) of Section 6 of 

Public Records Act, 1993 to be read with Rule 5 (i) of Public Records Rules, 1997, appraisal 

of all the records which are more than 25 years old is to be done in consultation with 

Department of Delhi Archives and to transfer that record to this Department for permanent 

retention. Further, Sub-Rule (2) of Rule 9 of the said rules, also states that no public records 

which is more than 25 Years old shall be destroyed by any records creating agency unless it 
is apprised. 

The Department has nominated Sh. Ajay Singh, Assistant Archivist, Grade-I as Nodal  
Officer to facilitate the appraisal/transfer of records. 
Name 	: Sh. Ajay Singh 

Designation Assistant Archivist, Grade-1 

E-mail ID 	: ajay.singh21@gov.in  

II Mobile No. : 8527913973 

You are, therefore, requested to send the details of the r,eords of permanent 

nature lying in your Records Room as per the norms of Public Recorcls Act, 1993 and Public 

Records Rules 1997 and transfer of these records to Delhi Archives for permanent 

rvt, 	reservation & maintenance being custodian of the records of the Govt. of NCT of Delhi. The 

ecessary instructions may also be issued to all attached and subordinate offices, 

autonomous bodies, Public Sector Undertakings, etc. functioning under administrative 

control of your Department to provide the necessary information to this Department. 
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4. Prohibition against takingi:Of. public 	CO s 
out 	India.—No person shall take or catise:,:0 be 
taken out of India any pnblic '..records 	the 
prior approval of the Central ,GOVernment:: 

Provided that no such prior apprOvat.:shall 
iequired if any public records are taken or sent out 

India for any official purpose. 

5. Records officer.—( 1 ) Every records creating, 
41g.ency shall nominate one of as offieersasH:records:,.: 
qlicer to discharge the. functions under this Act 

(.2) Every records creating-:agenicy may set up  
sm.+ number of record ir4anis 	!Axil places as it 
Joems fit and shall place each record room under

charge of a records officer. 

6. Res onsibilitle, 	'''ree(*r 
iccordS' a 	̀a, licer's 	respon 

proper arrangement, maintenance and 
preservationc of public records under his 
charge; 

tby periodical review of all public records 
and weeding out public records o 
euiThemeral value; 

appraisal of public, records w 
more than twenty-five years old In 'con-
sultation with the National Archivts 
India or, as the case may be, the Archives 
of the Union territory, with a view to 
retaining public records of permanent 
va l ue; 

y destruction of public, records in suet 
manner and subject to such conditions a 
may be prescribed under sub-section (I.  
of section 8; 

4) compilation of a schedule of retention fOr 
public records. in consultation With the 
National Amhives of India of as the 
case may be, the Archives of -the Union 
territory 

xriodical review for downgrading o 
classified publiC,ords in such manne 
as may be prescrit7d; 

adoption Of such t mdards, procedures 
and techniques as !nay 1).?. recomme„rded 
from time to time by, the National Archi-
ves of India for improvement of record 
management system and maintenance of 
security of public records; 

compilation of 	indices 	public 
records; 

compilation of oreani$iytional history and 
annual supplement thereto; 

tir assisting the National ArehiVes of India 
or, as the OSCt may be, the Aratives o 

t 	on erritory for pu records  
management; 

rnisgo 
irectorr eAck4 

head of the ,rabies 
may, be prescribe 

re  Cords of any ddunct 
ado/1M' rchives of India 

, ,, o:the   Union ierrito 
, for pr.eservA0n: 

(2) The records officer shall act under the direc 
tioa of the Director General or, as the case May b 
hcad of the: Archives while discharging the response  
bilities specified in sub-section (1 

7. Records officer to take appropriate action in 
the event of unauthorised removal., destruction, etc., 
of public records in his cuaody. 	e, records 
officer shall, in.,the-event of any.unauthorised re-
moval destructon e acement or aiteru.lion  
public records::  
appropriate- action Tor 
of such public recor 

.(2) T 
writin ft the 
be, the -head 
on any informatiork4 
destruction, defacenien 
ecords under 'his 

by• 
deem necessary subject—  to. the 
given by the Director .General 
be, head of the Archives.: 

(3) The records 
Any government office 
purpose of recovery or,restoration,o 
;Ind such officer or ersori'Shall ref 

the records officer, 
8. Destruction, 

(I) Save:as t7 
time be" 
troyed 
inarmer 
prescrib 

(2) No record treat 
shall be destroyed except *where:  

Director General 
head of the Archives, _it is 
condition that it nn caot' 

9. Penalty for contravention.s riel;,P 
vexes any of the provisions., sectal-s 	section tit 

: .Y.DSrPontr:a-

8 shall be punishable with knptisonmenf.for a term 
\-\, hich may ,extend 'to five years or with fine which 
may extend to ten ..thous4nd rupees or with both. 

10. Public 
cation.—No pu 

ration shall be trans e 
India or the Archive 

ransferring 0 
bcidy to the 
r the 

as the ease ma 

a.rge 
wove, 

CI a e 
toration 

ou -ap 
41-41PFis 

ratOn, o an 

case may 
,:delay 

removal, 

ction 
flay 

irections, if an 
or, s the case may 

m assistance fro iii 
imrsOn for the 

ecorts 
assistance 

erwise 
force, no 
erwise 

tang ubject o 

0$4.  
0,11.0 

an htc record  
,ptaecl Uf e4 .c of  
tkel ew ditiow 

COrds. 
:"..y for the 

all 	des- 
such 

may be 

892 
optmon of 

may" be, the 
or is in such 

,J archival use. 

aSW 
rrehives •• 	, 	• 

nioa•territotv., • 



tegursrtiOneds  under sub- 
as4aOrt , 	e purpose 

rtaiMd beyond the 
,,:te 	5,4tiffieer otrthe t t 

7. 'Down-grading Of :..tlassilie'd records 
records creating agmy Shall `b y a 
authorise an officer not 
Secretary to- the ovemniterit of India 
and. downgrade' 	..cifIssi 
tained'. by it. A,.co. yot.su 
forwarded to the Director General. or .head of the 
Ara,ive as the 	'anti be. 

('2) The,  Meer outherisethunder4sub‘rtile, 
shall,,evAluate The classified . reaords:eveiyifitth ,:year  

for the purpose of down-grading, 

(3) After down-grading,.' „ 	if the o 
any =re,cord -as of pemanent,  nature, 
be, deposited r and ..preser44 
General tor*s head of the .Atelrive 
be, after its appraisal. 

(4.) The records 	°site:Act ndcr this rLie can 
be requisitioned for any official purpose and return-
ed to the Director General;  or`‘head'of-the-1,ArtItives, 
as the' cast 'may- be, in the manner provided -under 

( ) The 
oiliCe order 
I the' rider 
to evatu ate 

'being; main-
cc. order WIWI,  be 

yretV, 

fir ec ares 

e .Dicreetor 
ease - triay 

Subniisibn of An  
rccorrls officernoMinated 
to the.,picector Ogalera , or 
as the Case 
eveiy, year, in ihe,,,mont 
year, 

mhives, of the
elorst::0;uenirmis11 -$ 

11, :1_, 
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(in) "review" means pedal - evaluation of 
recorded files on trio, wiry of the period 
of retention for, determining:their further 
retention or destruction ,tts) the. case may 
be; 

(n) "Section" means iheseum at the Ac 

"Standing guard 	Means a compila- 
tion of papers on a particular subject-
matter consisiing. Of copies of : policy 
decision order, instructions or any another 
matter incidental ,  thereto arranged in a 
chronological order; 

Words ,anii 1.:xpressions used. herein and 
not defined but defined in the Act, shall 
have the . meaui4s respectively assigned 
to them :in the AM. 

3, Nomination of records officer.---l'he records 
creating agency shall by an office order-.iSsuecliii 
pursuance of theprovision of!'tttbsection‘.-; ( 1 ):.of 
section 5 of the. Act nominate one of its officers, 
not below the rank Of grade Of a:-'$ectibri Officer, 
as the Records Meer. A copy sof Stith Mice order 
shall forwarded to the Director "6enerat; or bead 
of the Archives, as the case may be. 

4. Maintenance of stn 	guard 
records officer shall be responsible, for maintaining 
and keeping a stamiing guard file aid proper record 

.)1-11-1e,  r.t:ctions 	by !)-if.i; Nrector General, ot:' 
head of the Archives, as the case may be, in pur-
suance of the provisions of sub-section (2).. of 
section 6 and shall produce the, f.4ame for inspection 
is and when required by the Director . Zeneral or 
head of the Archives, as the C a RC may be. 

5. Aece public records' 
n attire: 	 e 
Archives, as the 	 hall accept for de- 
:osjt posit ar0 preservation publit. records of permanent 
itature 	 eCOred 
tne records creatingi 1 agency' 	',n, Wreco ,s To 	for , ,     
the last twenty five years .or More 

(2) Records officer shall intiMate to the' Director 
General or head of the Archives, as the case May 
be, each year before 31st ,day of January. in Form1, 
the particulars of all public records of permanent 
ratne which are ',due or appraisal during- 	year. 

(3) On receipt of an intimation under sub-rule 
(2), the Director General or head of the Archives, 
as the case may be, through his ofteersk:shall assist 
the records officer in colcducting the appraisal of 
public records. When the appraisal ;  is over, the 
records officer shall prepare in tritilicate a :transfer 
list in Form-2 of all public 1' (;cords ,and deposit :the 
same for preservation ,with .the Director General or 
head of the Archives, as the case maybe Who shalt' 
ft r his satisfaction, return,  one :copy of the transfer 
0,) 17(i ptl, -4  

iiitell:1;kerrturrYe,'.„9Y,i0 
oretn any record pr. file o pem-, 

.tv4) 	veyears, 
he may do so for 	ii be recorcIJ.n,,;*ritikg: 
and under intimation to the Director:. General or 
head of theArthives, as the case May-be 

('. W4itkrdrawal,,  of public records.-41)Af public 
records. (lepoSited and. proerveti with the !Director 
Genera or head of the tAictives; as. the case i way 
be : 7 is rap im:P by lhe ,retordsti rat*:,Iotneyi for 
any , official purpose, 'then the ream* officer shall 
send a duly signed and stamped requisition- slip in 
Form-3 to the Director General or head.„ of .the 
Archives as the ;Case, May be,. 

(2) The public tem. 
role , (1) • may  
is, athieved 	••4 

f period , 	moths  
record creating' agency  

rule' 6. - 

(5),,,,Every year „,n  the last weck. of 'June •aud 
Decetriter, a half-yearl .4tsz,„steoe 	ogn-4-shall 
be furnished by rile officer authorisedr tinder sub-
rule, ( t) to the Director , Gerieral..or,heach of the 
Archives as. the, case quay 	 taken 
for evaluation ,and .dowrigradino . the classified 

( 0 ) 

p 

listi to .the 
tccords 

(4) 	the .records ()diem $ter .appaisal.deerns 



es r ter 

1.“ e' (1,1;n9i.oentit':°'f(l''
'Ltilt"a-r'elli 

pit lc;  .rec, 
cox ed,••:441: oie,s,v 
yeat;, eact, re i,,cg 	ere t 	4:Rri'.' still] r 
6.4„,ric,,,,uit o' t i..:.":re'cor" 	reteell:',,,c' , 1  '' ,,„.•:..., 	- 	...: 	,.., 

elec.. 
, 	.: 

	

.4,.,... 	 fii w , 
n,.con..s4 at 	ki.ith, 

4,,tes o 	tc 
sha 	,q0411Plis, 

cul-as officer. „: 

< 

s.DP.L111 

(2) Th& Director G:416 o heads-.of : the 
Archives, as the'eme may bc, 	thereafter; st.6; 
mii a report to the Ctiovemnent in the Ministry,  of 
})cartan Resource eveidonent.:::eyery 'year on- .40 
actiOn -taken b 	 0.01cer in.:'plfrSuanCe- 
to the prOvisiotW,'.,0 	 t(,): 1 of.S.tilsetileit'i 

cf. seetioir 6 orthe 	 • 

ci 97 
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(2) No publie reeord.lkhich more 	n twenty.: 
five years old: shall: bp destroyea 'by' any recorth 
,:rf,ating agency t.inless it is appraised. :‘ 

(3), .:A list ofiAll::s:Uch':publi4,'.record*:::WhiQh•:4 
proposed 	4,e;;;..4"0,skroy0 01 a l 	,;,propate.0 
recc.rd.: creatingagency 	Fort*6.,irt.tuVtet' 
N,rtnanently for .further reference, 

(4) The records 0,fileer shall fi.tr,ni.s,11i:a half yearly 
ropoit FOrin-7:.:;:thijeep).04,: :::;,r1,44int,  
and,'..!keectingi'(A 
hen& bi the' Ar6ives 	 e.s ,• 	. 	• 	•: 

(5) Rpeords,  Shalt bp d ot,royed t he; :bp'burnino, 
or ,:li.redditir iti:the::: preseac,,t,Ot'iredordS; ollicet% 

10. AceeSs to-  15`tivates, ..recordS,..,.-77-( 	, 
EiCqtliM.1 ffOrr p:t7;i';!;:j;:, 	 b";;•' )," ay of gift i'or 
purchase or otbetViSe .5:hall 'be.. sna4e 
bona fide, -respar,Ch, subjecT,  to ate congitions-
dovYri by the'donor, 

Osq4cksql)plar 
in .Forni,8 	the.:;Direct,„i,-.': Generat,Qr 400: 
Archlyes,::  as tha:,44se rnay 
consult records.' ,The,..1)1.re.„-,tor,•.(1e444:Otir.404,,,,O 
the ArehiVes, zts the 'case may". 4e, ,,'Tnay 
pzrmissi,on 	puWio iripz;csot and for: reason to,  
recotded on the Siaid 

hereVer:tni,crofilto...rolis mt.v; 	ayailtible;.1:• the...or4 Ina 	 • 	,• 
rt;ot :be 5gppited,lor eOn . 	 , , 

stutation 	, research -"nollre 	o.,,o 	of iny,  r :„ 	, 	, 
cord<i 	,4nad 	a v: 01-Waie : • peritisstOW: 	ec ...;eri.4 	 t 
,l'Aivbi'Ve;;:,' 	theeagi,::''m ay,  

. i I . - Access tO.,cpubliC records.---(1). rhe , 0 i.„1 
records accepted-Tor 'depo§it.and pres8rvatian' tin( r 
st!!)--tule (ll'of rtile 5',.:Thall 11,o made available tpr, • 
bc=fide consultation and reseaTch , purp()ses subji:Ct 
to t/1,- provision of .0 --leoipa ,f,., 	t 'section 11 
and 4 e..followii 	liticYisL:nimic ly 

' a a eron w To til 	
. . 

. 
ends to.c nil the.  pu 1 

recor 	a -a kv to:th 	tre'e.-.tor yene.. ? 
or e 	t 	rc Tiv.,.. as 'the case ma 
be, in o 	he 1)1, ector General o 

Jtead.'.'of the •Archives, :as the icze may 
be,',  may refuse,stich pc,rtnission in public 

':intereSt and fOr reasons .to be recorded on 
the' said application; 

(fi.) foreign national intending to consult the 
. 	records may be permitted only on 

the, Production of letteri a introduction 
frorn,their sponsoling institution nod 
diplomatic Misc,sion; 

(iii) teeord, maps' and cartographie records 
relating to the Ministry of External 
Affairs and 	of Defence, in res- 
pect of Arunachal Pradesh (including 
tastern Section ol the Sino-Judian bolder) 

Blattaii;, Ncpal, Tibet; China and 
-Myanmar 6ad:  ar‘-.- as comprising Pakistan 
• and BalgladeSli may be made available 
for consultation keeping in view the 
security and ;Ole defence 	India or of 
:any „part . t 	itor) thiAeok, Records t. • 	• 	I 	' 

, . 	. relatwg 	.l .th,z Ministry 'of Extermal 
,Affairs, Moine. Aff'?,irs and Human 
Resource Deyelc,intient- 	.respect 
:lainntirt, arid.  'Kashmir :0.444043g 
and, :(„hitral) :xtray: 4),,o be twde .:;tvailagic 
for ean$uk4tion' keepingjft view the se-
curity and defence of 'India or of any part 
of the territory thereof; 

Providcd, jult• the Director General or head of the 
arChivesi; as -the - case mav be, refusr. such cQnsulta- 

(iv) witerevvr microfilm rolls may be made --vai - 
able, the original recoi-ds shall not be:  •supplied 
for consultation to research scllolar; 

(v) reprographic and transcription facilities may 
be madc available 'on SUbmission or an alVhcation Forin-9 ups", for such .  services the, applicant shall 
hayc to maix the payrnent of .such: service charges may 	ficd.by .the DiOCtor General or „head of the 
Archives, as the case may be, from time to time; 

(vi) a person consulting public records, for the 
ana lib styes ie.  work .which 
rnattriql .tals'en from :the' said 

rowledge„the :same. 

(2) A person intending to- consu 
cords shall not,— 

.(tt)' write and 'pta. Apy mar o 
public records:: 

(b)'I`old:, tear, cut, 'creaSe, . q-cvise' damage 
or Mutilate 'Public, ri:.:cords.; 

(c),remove any public' re:cords Ali ut obtaininF, the,  perrniudon from the Director General or head of 
the Archiv6g, as the ease may be; 

1 

purpose of resel 
is, based, 
records may 

t the public. re- 

indicati 	n 
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