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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 2025-2026

Sir/Madam,

In pursuance of provision of Section 3(2)(j) of the Public Records Act, 1993 and Para
16.3(ii) of the Central Secretariat Manual of Office Procedure (CSMOP), (16" Ed.2022) 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 so as to monitor the state of preservation and management
of records lying therein. Considering the importance of this aspect, 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 to 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 16.3 of CSMOP 2022), a copy of which is enclosed

for your ready reference.

Kindly acknowledge the receipts of this letter.

Yours faithfully,

QUKV\ W W vl

(Syed Farid Ahmad)

Deputy Director of Archives
Government of India

Tel: 011-23385675/22381467

Encl.: Appendix 16.3 (Table 16.1) of CSMOP 2022 ( 16™ Edition)
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Appendix-16.3 (Table 16.1) of CSMOP 16™ Edition 2022.

Inspection questionnaire for Department Records Room

SI. No. (Questions Status Remedial action
required, if any, for
improvement

1. Is the location of Departmental

Records Room conducive for
maintenance of physically
processed records?

2, Does the Departmental Records
Room have:

a. Compactors?

b, Almirahs?

€. Other Storage facilities
(specify)?

d. Efficient PC systems?

e, Latest e-office
applications?

f. Efficient Scanner?

g. Efficient Printers?

h. Any others( Specify)

3. Is the Departmental Record Room
properly maintained to preserve
the records?

4. Any other issues?

5. Other observations of the
Inspecting officer/team to improve
the efficiency of Departmental
Records Room?




