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Government of India
Ministry of Culture
National Archives of India
Janpath, New Delhi— 110001
E-mail: dg-nai@gov.in

Website: www.nationalarchives.nic.in

To,
As per list
(All the Ministries/Department/offices of the Government of India/Public Sector
Undertaking)

Subject: Compilation of Retention Schedule for Records pertaining to substantive Functions-
reg.

Sir/Madam.

As you might be aware that the Public Records Act, 1993(Act 69 of 1993) of Government of
India is aimed to regulate the management, administration and preservation of public records of the

Central Union Territory Governments and their entities, i.e. Public Sector undertakings, Statutory
Bodies, Corporations, Commissions and Committecs.

As per the clause (e) of the sub section (1) of Section 6 of the Public Records Act. 1993. and
para 10.7(1)(d) of the Central Secretariat Manuel of Office procedure (16" edition 2022), each

organisation shall compile a schedule of retention for Public Records generated by it in consultation
with the National Archives of India.

In view of the above. you are requested to take necessary action for the compilation of the
Retention Schedule for the records pertaining to the substantive functions of your organization on a
priority basis and forward the draft Retention Schedule to this Department for vetting.

The necessary guidelines for compilation of above retention schedule are also available as
hittps: 'n{i_Iitju_}_]ili‘q!‘.l_i_\_gﬁ._l‘ii\.‘._il-"_t.;l]_':l'i.‘_Cl‘_I;t__l_-_!]1IlI_]_ilt;’g:_l]_I_'L"_I_]l{I'CC()E'('i__.‘i_-_l'_c_l_(‘ﬂliO_ﬂ__-h__dlC(IU]L‘-FI":-@ for reference.

(Dr. Pradeep Kumar)

i : Deputy Director of Archives
4@4/ sl Government of India

Tel: 011-23385675
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