F.No.14(3)/1/2025-R.M.
Government of India
Ministry of Culture
National Archives of India
Janpath, New Delhi— 110001
Website: www.nationalarchives.nic.in
E-mail: dg-nai@gov.in, nairmdivision@gmail.com

or 3 0 APR 2025

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: 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.

Sir/Madam,

I am to draw your kind attention to sub-section (1) of section 6 of Public Records Act, 1993 and Rule 9
of Public Records Rules, 1997 to be read with para 10.9 of Central Secretariat Manual of Office Procedure
(16™ edition 2022). As per rule 9 of Public Records Rules, 1997 no public records shall be destroyed without
being recorded and reviewed by the records creating agency. The file should be recorded in accordance with the
Records Retention Schedule after action considered thereon has been completed. Proper recording,
reviewing/appraisal of records are essential exercises as they help in weeding out periodically those records that
are no longer required for preservation. It will result in achieving economy in maintenance and preservation and
efficiency in retrieving required records 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 initiate regular programme in respect of recording,
indexing, reviewing and weeding of semi-current records and to furnish half-yearly returns (half year
ending January to June, 2024 and July to December, 2024) in Form 7 (Performa enclosed) to this
department.

Further, in case you find any difficulty in implementing aforesaid 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.

Yours faithfully,

CE/\(u W \Mﬁﬂﬂ Nllf_

(Syed Farid Ahmad)

Deputy Director of Archives
Government of India

Tel: 011-23388557/22381467

Encl.: Form 7 of Public Records Rules, 1997,
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PUBLIC RECORDS RULES 1997
Rule 9 Destruction of Public Records
Sub-Rule 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 be.

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 files| Total number of files] Total number of Total number of Remarks
recorded indexed files reviewed files weeded out, if
any
t 2 3 4 5 6
Dated:

Seal and Signature of the Officer
Telephone No./ Mobile No.

Email ID:
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