F.No.14(4)/1/2025-R.M.
Government of India
Ministry of Culture
National Archives of India
Janpath, New Delhi— 110 001
E-mail: dg-nai@gov.in, nairmdivision@gmail.com
Website: www.nationalarchives.nic.in

DatedM 2025

To,
As per list
(President’s Secretariat/Vice President’s Secretariat/Prime Minister’s Office/Cabinet Secretariat/All
Ministries/All Departments of the Government of India/PSUs)

Subject: Nomination of Records Officers.

Sir/Madam,

As you might be aware, Section 5(1) of the Public Records Act, 1993 read with Rule 3 of Public Records
Rules, 1997 (extracts enclosed) stipulates that each Records Creating Agency shall nominate one of its officers
as Records Ofticer to discharge functions outlined under the various sections of the said Act. In pursuance of the
above statutory requirements, this Department has been requesting all the Ministries/ Departments/ Offices/
Organizations etc. to nominate one of their officers as Records Officer.

You are therefore requested to nominate Records Officer of your Ministry/ Department and provide
details in the following format on priority basis:

1. Name of Records Officer
2. Designation

3. Date of Nomination

4. Contact Details:

a. Postal Address

b. Phone No.
c. Fax No.
d. E-mail ID

You are also requested to issue directions to all the attached/ subordinate offices/statutory
bodies, PSUs etc. functioning under your administrative control to nominate one of their officers
as Records Officer and send their details (as mentioned above) to this Department at the earliest.

A copy of OM nominating the Records Officer should also be endorsed to this Department as
required under the provision of Rule 3 of Public Records Rules, 1997.

Yours faithfully,

Q‘JCL\ b \r\\L{(Q Yy thuvt{‘

(Syed Farid Ahmad)

Deputy Director of Archives
Government of India

Tel: 011-23388557/22381467
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