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‘ 7S99 -7(59

Dated: é O SEP 2820

~ CIRCULAR

§gb: Appraisal/ Transfer of Non-Current Records of more than 25 vears 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.

Encl: As above.\
DSt wale Stde uploding

To
e L/SAH Analyst, DSW for uploading the circular on the Department website.
F.No. 1(59);‘:&*’)20/DSW/Estt[ €99 .77 éf? Dateds B

Copy for information to:
«  PA to Secretary (SW), GLNS Complex, Delhi Gate, Delhi.
o - PA o Director (SW), GLNS Complex, Delhi Gate, Delhi.
- All DDs / DSWOs/DDO/HOO/Supdt./In-charge of Homes/ Institutions/ Schools.

» Guard File.




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
R — PHONE NO. :-26535611, 26962800

DA-E011(11)/1/2019-Records- |/ 3o Dated: ||- 9-206

To, | | RN T A
. - . ' J ’ ,")ﬂ%’i% Govt. of NCT of Dethi
Principal Secretaries/Secretaries/HODs e ,)J“’?’a &
// Departrnent/Autohomous Bodies/Undertaking:‘s, - m’/ 17 SEP 2020
D 5\/\) Govt. of NCT of Deihi RS

DDU’SO‘M Subject: Appraisal/Transfer of Non-Current Records of more than 25 years oldyof
! / 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
. Q‘ Public Records Act, 1993 to be read with Rule 5 (i) of Public Records Rules, 1997, appraisal
Q 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-| as Nodal

Officer to facilitate the appraisal/transfer of records.
Teer to ra the appraisal/transte :

o s et

Name : Sh. Ajay Singh
Designation : Assistant Archivist, Grade-1
E-mail ID tajay.singh21@gov.in

/ Mobile No.  : 8527913973
4

“

You are, therefore, requested to send the details of the r;efd'rds of permanent
‘ nature lying in your Records Room as per the norms of Public Records: Act, 1993 and Public
W/\j:i\,/ Records Rules 1997 and transfer of these records to Delhi Archives for permanent
,@U«ireservation & maintenance being custodian of the records of the Govt. of NCT of Delhi. The
_ hecessary instructions may also be issued to all attached and subordinate offices,
autonomous bodies, Public Sector Undertakings, etc. functioning under administrative
controi of your Department to provide the n sary infor

~~ -~ —~d! o H .
necessary wniormation to this Department,

He

AT A - Yours faithfully,
oo 18sePam (D ST

(MANISHA SAXENA)
Secretary (ACL/Archives)
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out of India. ~«~N0 person :;ha}l tak or‘caus
tuken out of India emy pub’hc wtv

woudux that no- such prmr approval
required if any public records are taken or sent out
of India for any official purpose.

. Recerds officer—(1) Every records creating
ag mcy shall nominate one of 1s officers as reécords
cllicer to discharge the functions undér this Act

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

6. Res .omibﬂ:itzié
records o

“fa) proper arrangement, vmmtcmnce cand ¢
preservation of public records under his
charge; o

(%)"‘ periodical review of all pubhc mcords
and weeding out pubhc records ofﬁ
euphemeral valuc; . :

“appraisal of = public, z‘ecmds W
more than twenty- five years old :
sultation with the National Archives ‘o
India or, as the case may be, the Archives: -
of the Unlon territory, thh a view ‘toi o
retaining public records of permanent
vaiue; o

) destruction  of public *records in s
manner and subject to such conditions
may be prescribed under sub-section (
of section 8;

fey compjlatxon of a schedule of retention tor :
public records in consultation iwh tbe-
National Archives of Ind}a or,as
case may be, the. Arch:v
territory;

eriodical review for
classified publicwgggord
as may be presceitdd;

@ :’fi'adoptlon of such stindards,” pmceduxes
and. techniques as waqy ba recommended

. from time to time by the National Archi-
ves of India for improvement of ‘record
management system dnd ‘matstenance of -
security of public records; '

#s compilation. of annual mdv‘e‘; nf pubh¢
records;

HWecdmpilation of organisati
annual s,upp}mmm th

@i assisting the National
or, as the wase may be, th

. xecards undw his

' df:x,m necessary S

 and such ofhcer 0

hc‘xd ot tha Axchwes whtlLA i
bilities spgcified & -$ec]

7. Records office
the cvcnt of unamh

approprmt'
of such public.

BEtiE Youd ¢
pg4 34 ns.-.“(a uJ’ h x"ﬁ_

purpow of recovéry or

p ection
8 slum bﬁ pumsha’blc wnh .imptisonment for a term
which ‘may .extend ‘to.fiv ith

may ehtend to ten 4
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o

() “review” means pedodical sevaluation of
recorded files.on therexpiry of-the period

b B3

of retention for determining: their fur

be;

(n) “Section” means ihe section of the

(o)

“Standing guard file” ieans a compila-
tion of papers on a particular subject-
matter consisting of copies of . policy
decision order, instructions or any another
matter incidental-thereto arranged. in a
chronological order; S

Words .and sxpressions used . herein and
not defined but défined in the Act, shall
have the meanings tespectively assigned
to them in- the Al 0w i ‘

(p)

3. Nomination of records officer.—The. records
creating agency shall by an office order issued 1n
pursuance of the"provision of'subssection (1) of
section 5 of the. Act nominatg one’ of ‘its-officers,
not below the rank-of grade ¢f 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,

4. Maintenance of - staading ‘guasd file.~The -

teeords officer shall be responsible for maintaining
and keeping a standing goard file and proper record

ol the dirsctio aed by ‘he Director Genersloor

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 same for ingpection

as und when required by the Director ‘General or

head of the Archives, as the case may'be.

na

Archives, as the ¢ase may”
posit gnd preservation publi
nutat 18

the

(2) Records officer shall intiate to the Director
General or head of the Archives, as-the:case may
be, each year before 3 1st:day-of-Janvary. in“Form-1,
the particulars of all public records of permanent
nalure which are due Tor appriisahduring the year.

(3) On receipt of an intimation under sub-rule
(23, the Director General or head.of the Archives,
as the case may be, through his officers«shall assist
the records officer in coaducting’
public records. When the.ap,
records officer shall prepare. in &
list in Form-2 of all publie recor

160 DG /994

Y

retention or destruction,.as: the: case may

he'may do s0/f

Secretary to-th

he ‘appraisal of

. )¢ 1

and under intimation- s DirectorC
; as‘lhe case may'b

IR

head of ’the."mﬁh‘we'

6. Withdrawal of public: records.—1):1fs public
recordssdeposited and: preserved Awithsthe ‘Director

-General:or-headiof the @ichives, as.the: caseimnay

be ::is Tequired by the rocordsicrestingageney for
any: official purpose, thenithe: records: officer shall
send a duly signed and stamped requisition+slipin
Forp-3 to .the Director. General, or head. of .the
Archives as the. be, 7 ualT

7. Down-grading of 3
records creating agency
authotise an offi

and- dewngrade
tained- by it. A«copy

forwarded to the
ArChivey ds ihe- CaseSmay’t

(4) The records depes
be requisitioned: for any official
ed {0'the’B Ghe

Gonevd

and deposit.the -

same for preservatlon with the Director General or
head of the Archives, as the case may be who shall
aiter his satisfaction, yeturn one copy of the:transfer;
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Mda.vcs, as tht, C f:my bc, ~1: 1aii
mit a report to the uuvcmmr: £
Hurran %momc ‘Dewfs;umn
ac";:on take :

(i)

(2) No publzc records which is more’ han twenty.
five years old: sha}ijbe'dcsrroye*“‘by any records
ereating asrency unl ixed

x%c(’rd creaimg} agencv ki 8y =04
poemanently for further rcfcrmm\,, =

{4) The records aﬂmu sha

10. Accéés to"
acquired from wrioste xmy of gut or-
purchase or othamise shall be made :kwuable f:;;) -
bona fide. rescarch sub)wt W the con -
down by the dcmar :

¥,
S Ll 25 C}

tion:

able,

i ubhc

Itation -ant yéumeh mrpcms subject”

i from, their

(ilf) ‘record,

Jamimu

(iv) wherever microfilm rolls may.-be made
the original records shall .
for LOI)SU“A[EOL’! to research m,holar

(vi} a person
purpmc wof “re sch ¢

u} mrz ove. any pubi
thie permission from the Director General or head af
the Alchivmz, as. the uaw: may be; e

Imes as the case m._

“+ bey may refuse-such permission in public
“interest and for reasons to be recorded on
- the-said application;

foreign national intending to consult the

. public records may be permitted only on

the, production of letters of introduction
sponsoring institution  and
diplomatic Mission;

maps and cartographic records
relating  to the Ministry of External
Affairs and Ministiy of Dofence, in res-
pect of  Arunac ,rai Pradesh (including
Eastern Section of the Sinc-Tudian bosder)

_Sikkim, Bhotan. Nepal, Tibet, China and
"My«mmar and areas comprising Pakistan
“rand Balgladesh may be made available

for consultation keeping in view the

s _suqunty and the dJefenve of India or of
.. any: part of t
mlatmg o

tertitory thereof, Records
2 Mumlry of External
Affairs, Affairs  and Human
Resousce Devdvmueut I respect of
and IC \“m‘u ding Gilgit
Chitre dé available
; .Alﬂf’l!h}’l' 'Lc pxrw W view the se-
curity and defenve of Irdix or of any part
of the turltow herwf

vaxdvd th the. D:recmx General or hcad of the
archives, as the case may he, rafuse sueh consula-

“vaile
not. be .supplied

{v) npromapiuc and 1«‘auwnpuo*1 ﬂuhtma may
be made available” on %ubmm:(m of an
in T orm-9 and for suc
“have to m.}ka the pa
may be fixed by ¥ the

* Atchives, as the cise may e, from time to time;

application
services the applicant shall
ent of such:service charges
Director Gemm] or.head of the -

onwltmﬂ publ:c records for the

Olishies. the work which
‘akch from thet wd =
s*mw :

2\ A DEFSOR hﬂendmtr o m::ﬁu.rft the public re-
cords shail not.— '

(3) write dyed put emy marks or m(lmaii By on

damage

el ruords mﬂmur f)bfamnw



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5

