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CHAPTER 1

INTRODUCTORY

1.1 Rule 8(2) of the Public Records Rules, 1997 stipulates about the
submission of Annual Report by the Director General of Archives,
Government of India, Ministry of Human: Resource Development (now
Ministry of Tourism and Culture) every year on the action taken by the
Records Officers in pursuance of clauses (a) to (e) of sub-section 1 of Section 6
of the Public Records Act, 1993. Accordingly, Circular letter no.16-12/2000-
RM dated 18t July, 2000 was issued to 1916 records creating agencies i.e.
Ministries/ Departments, Attached and Subordinate offices of the Governmer.t
of India, Public Sector Undertakings, Statutory Bodies, etc, requesting them to
furnish the report in Form-5 of the Public Records Rules, 1997 in respect of the
action taken by them on the clauses mentioned above during the year 1999 so
as to enable the Director General of Archives to compile and submit the report
to the Government of India on the implementation of Public Records Act.

1.2 The present report is compiled on the basis of the data received from
the records creating agencies falling within the scope of the Act on the action
taken by them during the year 1999 on the following aspects:-

i) Setting up organised Departmental Record Rooms; Nomination of
Records Officers;

)

: ii) Training of Records Officers and Staff;

ili)  Sharing of space for thousing semi-current records; periodical
recording, reviewing and weeding out of semi-current records;

iv) Appraisal of non-current records;

V) Compilation/revision of Retention Schedule of Records; Periodical
: review of classified records; ‘

vi) - Compilation of Annual indices to records; Compilation of
Organisational history and

vii)  Transfer of Records of Defunct Bodies etc to National Archives of

India.

) Details of information on the aforesaid points have been delineated in
the following chapters of the report.



CHAPTER 2

ANALYSIS OF THE DATA
GENERAL INFORMATION

Information on the implementation of the Public Records Act for the
year 1999 was sought from 1916 Ministries/ Departmerits/ Attached/ -
Subordinate Offices, Public Sector Undertakings, etc of the Government of
India. Replies were received from 157 Organisations only. Information
received in response to Circular No.16-12/2000-RM dated 18 July 2000 is
indicated below in tabulated form: -

Records Creating Agencies Total no. of organisations  Total
' response
Received
Ministries/ Departments 79 % 19
Attached/Subordinate Offices VB3 RN - 89
Public Sector Undertakings etc 300 ‘ 49
Total “ % 1916 157

2.1 It is evident from the above analytical table that the response is very
discouraging and to a great extent it is indicative that the records creating
agencies still give the lowest priority to a statutory provision which calls for
seriousness and-proper and timely reporting. Only 157 Organisations have
furnished information as against 1916 Organisations. Thus, the total response
comes to. 8% only, whereas 92% Organisations have not responded at all.
Indee:d, it depicts a very grim picture and requires a thoughtful consideration
on the part of the record creators as to how they should gear up their records
management activities in accordance with the provisions of the said law and
ensur« supply of information to the National Archives of India on time as and

when required.

2.2 The Ministries/Departments/Offices which have furnished
mformatlg on for incorporation in this report may be seen in Annexure I and the
Public Se¢ tor Undertakings in Annexure IL.



CHAPTER 3
DEPARTMENTAL RECORD ROOMS

B4l An organised Record Room is a vital aspect of records management
which not only ensures scientific preservation of records but also helps in
quick retrieval of information as they are properly taken care of in
Departmental Record Rooms. Sub-Section (2) of Section 5 of the Public
Records Act, 1993 stipulates that all records creating agencies should set-up
their Record Rooms and place them under the charge of a Record Officer.
Needless to mention here that the main object of setting-up the Departmental
Records Room is to preserve the records scientifically and also initiate
necessary action for their timely reviewing, indexing'and weeding out of those
records which are no longer required to be retained. In pursuance of the said
provision, National Archives of India requested the records creating agencies
to set up Record Rooms in their respective Organisations but the replies
received in this behalf reveal that little attention has been paid towards this
essential aspect of records management. Therefore, on behalf of the records
creating agencies, more efforts are required to be made in thisregard. A note
© on the minimum requirements for a Record Room alongwith the jobs to be
performed by the staff posted therein may please be seen in'Annexure III.

3.2  In all, 152 Organisations have furnished information out of which 107
are the Ministries/Departments/Offices and 45 are the Public Sector
Undertakings. Detailed analysis of information received in this behalf is given
below:-54 Ministries/ Departments/Offices-have stated that they have well
organised Departmental Record Rooms. These are:- Ministries of Defence,
External Affairs, Coal, Railways, Surface Transport and Water Resources,
Departments of Atomic Energy, Fettilizers, Supply, Economic Affairs, Food
and Consumer Affairs, Secondary Education and Higher Education, Company
Affairs, Administrative Reformsand Public Grievances, Planning Commission,
Office of the Director General of Income Tax (Investigation), Office of the
Directorate General of Civil Aviation, Directorate General of Supplies and
Disposals, Office of the Directorate General of Central Reserve Police Force,
Solid State Physics. Laboratory, Directorate of Statistics and Intelligence,
Central Excise & Customs, National Security Guard, Coast Guard
Headquarters, Town and Country Planning Organisation all in New Delhi;
Forward :Markets Commission, Port Heath Organisation and Electronics
Regional Test Laboratory (West) all in Mumbai; Office of the Commissioner of
- Central Excise and B.C.G. Vaccine Laboratory both in Chennai;  Office of the
Development Commissioner for Iron and Steel and National Atlas and
Thematic Mapping Organisation both in Kolkata Directorate of Arecanut and
Spices Development, Calicut; Directorate” of Cashewnut and Cocoa
Development Cochin; Office of the Deputy Director General of Foreign Trade,
Shillong; Regional Centre for Military Airworthiness, H.A.L. Korwa (District
Sultanpur); Terminal Ballistics Research Laboratory, Chandigarh; Naval
Material Research Laboratory, Anand Nagar, P.O. Ambarnath (Dist Thane);
Branch Secretariat, Department of Legal Affairs, Central Institute of Coastal
Engineering, Office of the Chief Commissioner of Income Tax, Karnataka &
Goa and Office of the Deputy Chief Labour Commissioner (Central) all in
Bangalore; Offices of the Commissioner of Customs and -Central Excise,
Coimbatore; Indian Bureau of Mines and Commissioner of Customs & Central



Excise both in Nagpur; Airport Health Organization, Tiruchirapalli; Sardar
Vallabhabhai Patel National Police Academy and Nuclear Fuel Complex both
in.Hyderabad; Central Institute of Indian Languages, Mysore; Electronics Test
& Development Centres, Jaipur and Mohali; Coaching-cum-guidance centre
for Scheduled Castes and Scheduled Tribes, Jowai; National Academy of
Administration, Mussoorie; Survey of India, Dehradun and Office of the
Commissioner of Central Excise and Customs, Raipur (M.P).

3.3 27 Ministries/ Departments/Offices have mentioned that their Record
Rooms are not fully organised. These are:- Ministries of Environment and
Forests, Parliamentary Affairs, Department of Chemicals and Petrochemicals,
Family Welfare, Zonal Councils Secretariat, Controller General of Defence
Accounts, Armed Forces, Films & Photo Division, National Building
Organization and Directorate General of Quality Assurance all in New Delhi;
Central Food Laboratory and Office of the Jute Commissioner both in Kolkata;
Office of the Custodian of Enemy Property for India and Central Board of Film
Certification both in Mumbai; Proof and Experimental Establishments,
Chandipur (Dist Balasore); Office of the Joint Director General of Foreign
trade, Cuttack; Naval Science and Technical Laboratory, Visakhapatnam; The
Postmaster General, North Karnataka Region, Dharwad; Regional Office of
Ministry of Non-conventional Energy Sources and Save Grain Campaign
Office both in Bhubaneswar; Regional Offices of Ministry of Environment and
Forests, Lucknow and Shillong, Model Vital and Health Statistics Unit,
Nagpur; Regional Offices of Ministry of Health and Family Welfare, Shimla
and Pune; Directorate General of Mines Safety, Dhanbad; Regional Vocational
Training Institute for Women, Araimile Tura and Electronics and Radar
Division, Bangalore. ‘

34 6 Ministries/ Departments/Offices which have informed that they do
not have separate Record Room are:- Airport Health Organisation, New Delhi;
Office of the Additional Director, Central Government Health Scheme and
Office of the Commissioner of Central Excise both in Mumbai; Customs and
Central Excise Commissionerate, Rajkot; Electronics Test and Development

Centre, Bangalore and Office of the Welfare Commissioner, Allahabad.

35  Save Grain Campaign Office, Ahmedabad, Indian Grain Storage
Management and Research Institute, Hapur ; Office of the Official Liquidator
Attached to Rajasthan High Court, Jaipur and Coaching-cum-guidance Centre
for SC/ST, Nagpur have stated that they do not feel it necessary to have
separate Departmental Record Room:s.

3.6  The offices which have furnished information either "NIL' or vague are
as under :- Official Languages Wing of Legislative Department and School of
Foreign Languages both in New Delhi; Office of the Postmaster General, Goa
Region, Panaji; Postmaster General, Western Region, Coimbatore; Save Grain
Campaign - Office, Jaipur; Snow and Avalanche Study Establishment,
Chandigarh; Regional. Centre for Military  Airworthiness (Helicopters)
Bangalore; Office of the Chief Commissioner, Income Tax , Cochin; Port Health
Organization, Visakhapatnam; Central Government Health Scheme, Jabalpur;
Port Health Organization, Madapam Camp; Vocational Rehabilitation Centre



for Handicapped, Jaipur; Advanced Training Institute (Directorate General of
Employment and Training), Ludhiana; Central Research Institute, Kasauli;
Chief Postmaster General, Gujrat Circle, Ahmedabad; Instruments Research
Development . Establishment, Dehradun and Regional Leprosy Training
Institute, Aska (District Ganjam). :

3.7  The undermentioned 26 Public Sector Undertakings have informed that
they have well organised Record Rooms:-Hindustan Prefab Ltd., Central
Council of Indian Medicine, University of Delhi, Bharat Heavy Electricals Ltd.,
The Fertilizers Corporation of India Ltd., and Indian National Academy of
Engineering all in New Delhi; Madras Dock Labour Board, Chennai; Cotton
Corporation of India, Jawaharlal Nehru Port Trust, Mumbai Port Trust and
Rashtriya Chemicals and Fertilizers Ltd. all in Mumbai; Indian Academy of
Sc1ences Raman Research Instltute and Software Tec hnology Parks of India all

both in Vlsakapatnam, Central Board for Workers Educa’aon__(
Exploration Corporation both in Nagpur; Hindustan Newsp
Kottayam; Bharat Dynamics Ltd, Hyderabad; Artificial Limibs" Manufacturing
Corporation of India, Kanpur; National Institute of Flydrology, Roorkee;
Mormugao PortTrust, Goa; Projects and Developments, India Ltd.,, Noida;
National Academy of Sciences India, Allahabad and Centre for Material for |
Electronics Technology, Pune.

ve informed that the work of
“process. These are:- Hindustan
td., Ootacamund; Indian Institute of
aharlal Centre for Advanced Scientific

e Three Public Sector Undertakmg
setting up of their Record Rooms is ut
Photo Films Manufacturing Compa
Tropical Meteorology, Pune and Jaw
Research, Bangalore.

3.9 There is yet another. gory of 11 Public Sector. Undertakings who
have forwarded "NIL’ geports. These are :- Airport Authority of India, ERNET
India Ltd, National Textile Corporation of India and National Building
Organisation and C uncil of Scientific and Industrial Research all in New
Delhi; The Indlan’ “Science Congress Association, Kolkata; International
Institute for. Population Sciences, Mumbai; North FEastern Regional
Agricultural Marketmg Corporation Ltd, Guwahati; Central Electronics Ltd.,

Sahibabad; " ‘Tungabhadra Steel Products Ltd, Tungabhadra Dam and Ganga
Flood Contl ol Commission, Patna.

: \
310 The Public Sector Undertakings who follow their own procedure for
maintaining the records are:-Employees State Insurance Corporation, Indian
Farmers Fertilizers Corporation Ltd and HUDCO; all in New Delhi; Chennai
Port Trust, Chenna1 and Hoogly Dock and Port Engineers Ltd., Kolkata.

14—96 Die. Of Archives/2002



" CHAPTER 4

DEPARTMENTAL RECORDS OFFICERS

Section 5(1) of the Public Records Act, 1993, stipulates that every
records creating agency shall nominate one of its officers as Records Officers to
discharge the functions as outlined under Section 6(1) of the said Act. The
Departmental Records Officer is required to co-ordinate and guide various
Sections/Divisions in an organisation and also to keep liaison with the
Director General of Archives, National Archives of India regarding the
compilation of records retention schedule for records dealing with substantive
functions, appraisal of non-current records, transfer of files selected for
permanent preservation to National Archives of India and on other ancillary
matters pertaining to records management. Accordingly, the National
Archives of India has requested all the Ministries/ Departments/
Offices/Public Sector Undertakings to comply with the said provision of the
Public Records Act and nominate one of the its officers as ReLéQfHS'Ofﬁcer. So
far, 524 Organisations have nominated one of their officers.as Records Officer.
In all 144 Organisations have furnished the requisite information in this regard
out of which 99 are the Ministries/Departments/Offices and 45 Public Sector
Undertakings. Details of the replies received argrgi@en‘?below:'—

41 64 Ministries/Departments/Officeshave informed that they have full
time trained Departmental Records Officers.” These are:- Ministries of Coal,
Environment and Forests, External Affairs, Parliamentary Affairs, Railways
and Surface Transport, Departments’ of Administrative Reforms and Public
Grievances, Chemicals and Petrd-Chemicals, Fertilizers, Food and Consumer
Affairs, Company Affairs, 'chonomic Affairs, Family Welfare, Secondary
Education and Higher Eduéﬁgtioﬁ, Planning Commission, Office of the Director
General of Civil Aviation, Directorate General of Supplies and Disposals,
National Security' «Guard Headquarters, Coast Guard, Airport Health

Organisation, DelhiifAirport, Office of the Director General of Quality
Assurance, Town and Country Planning Organisation, National Building
Organisation, Solid State Physics Laboratory and Directorate of Statistics and
Intelligence (Central Excise and Customs) all in New Delhi; Office of the
Commissioner of Central Excise and B.C.G Vaccine Laboratory both in
Chennai; Offices of the Jute Commissioner, Development Commissioner for
Tron.and Steel and National- Atlas and Thematic Mapping Organisation all in
Kolkata, Forward Markets Commission, Office of the Commissioner of Central
Excise, Port Health Orgnaisation, Electronics Regional Test Laboratory (West),
Central Board of Film Certification and Custodian of Enemy Property for India
all in Mumbai; Office of the Joint Director General of Foreign Trade, Cuttack;
Office of the Deputy Director General of Foreign Trade, Shillong; Survey of
India, Dehradun; Directorate of Arecanut and Spices, Calicut; Directorate of
Cashewnut and Cocoa Development and Office of the Chief Commissioner of
Income Tax both in Cochin; Postmaster General, North Karnataka Region,
Dharwad; Indian Grain Storage Management and Research Institute , Hapur;
Regional Centre for Military Airworthiness H.A.L Korwa (District Sultanpur);
Electronics and Radar Development Establishment, Central Institute of Coastal
Engineering for Fishery, Office of the Deputy Chief Labour Commissioner and:

6 s




Regional Vocational Training Institute for Women all in Bangalore; Proof and
Experimental Establishment., Chandipur (District Balsore); Naval Science and
Technical Laboratory, Visakhapatnam; Termirmal Ballastics Research
Laboratory, Chandigarh; Naval Material Research Laboratory, Anand Nagar
P.O. Ambernath (District Thane); Regional Offices of Ministry of Environment
and Forests, Lucknow and Shillong ; Office of the Chief Commissioner of
Customs and Central Excise, Coimbatore; Offices of the Commissioner of
Central Excise and Customs, Nagpur and Raipur; Sardar Vallabhbhai Patel
National Police Academy, Hyderabad; Electronics Test and Development
Centre, Mohali; Office of the Welfare Commissioner, Allahabad; Directorate
General of Mines Safety, Dhanbad; Indian Bureau of Mines, Nagpur and
National Academy of Administration, Mussoorie.

4.2 Undermentioned 6 Organisations have intimated that their record
rooms are placed under the charge of Assistants, Office Superintendents,
Upper Division Clerks etc, These are :- Ministry of Defence has placed its
Records Room under the charge of Assistant, whereas Office of the Directorate
General of Central Reserve Police Force, New Delhi has put its Departmental
Records Room under the supervision of Office Superintendefit; Zonal Councils
Secretariat, New Delhi, Office of the Chief Commissionersof Income Tax,
Karnataka, Goa, Bangalore and Central Institute of Indian Languages, Mysore
have stated that their records rooms are being manned by Upper Division
Clerks, Caretakers and Daftaries. Airtport Health Organisation, Tiruchirapalli
has stated that no separate officer has been nominated as Records Officer but
Head of the Office himself holds the responsibility.

43  Customs and Central Excise Commissionerate, Rajkot has mentioned
that due to shortage of staff, no officer. has been nominated as Departmental
Records Officer. Regional Office of-Ministry of Health and Family Welfare,
Shimla has informed that their office is very small having ten employees only.
Two clerks are looking after the'work of records in the office.

44 Following 27 ©ffices have given vague/ NIL replies or do not feel it
necessary or stated that it is not applicable to them. These are:-Armed Forces
Film and Photo Division, School of Foreign Languages and Official Language
Wing of Leglslatwe Department all in New Delhi; Central Food Laboratory,
Kolkata; Office'of the Additional Director, Central Government Health Scheme
and Office of the Custodian of Enemy Property for India both in Mumbai;
Central Research Institute, Kasauli; Office of the Postmaster General, Goa
Region, Panaji; Chief Postmaster General, Gujrat Circle and Save Grain
Campaign, Office both in Ahmedabad; Postmaster General, Western Region,
Coimbatore; Vocational and Rehabilitation Center for Handicapped, Save
Grain Campaign Office and Office of the Official Liquidator attached to
Rajasthan High Court, all in Jaipur; Snow and Avalanche Study Establishment,
Chandigarh; Office of Chief Labour Commissioner (Central) and Regional
Centre for Military Airworthiness (Helicopters) both in Bangalore; Port Health
Organisation, Visakhapatnam; Central Government Health Scheme, Jabalpur;
Model Vital and Health Statistics Unit and Coaching-cum-guidance Centre for
SC/ST both in Nagpur; Regional Leprosy Training and Research Institute,
Aska (District Ganjam): Office of the Senior Regional Director ( Ministry of
Health & Family Welfare), Pune; Port Health Organisation, Mandapam Camp;



Regional Vocational Training Institute for Women Araimile, Tura; Advance
Training Institute (Directorate General of Employment and Training),
Ludhiana and Regional Office of Ministry of Non-Conventional Energy

Sources, Bhubaneswar.

45 As regards the Public Sector Undertakings/Statutory Bodies etc are
concerned regarding the appointment of Departmental Records Officers, the
position is as follows:-Out of 45 Public Sector Undertakings, who have
furnished information, the following 35 Public Sector Undertakings have full
time Records Officers. These are:-Airport Authority of India. Hindustan
Prefab Ltd, Central Council of Indian Medicine, University of Delhi, Bharat
Heavy Electricals Ltd., National Textile Corperation Ltd., National Building
Organisation, the Fertilizers Corporation of India Ltd., and Indian Natlonal
Academy of Engineering all in New Delhi; Madras Dock Labour Board,
Chennai; The Indian Science Congress Association, Kolkata; Rashtrlya
Chemicals and Fertilizers Ltd., The Cotton Corporahon of Ind; iz :ﬁ. ‘
Jawaharlal Nehru Port Trust and Mumbai Port Trust all in Mumbakkaman
Research Institute, Jawaharlal Nehru Centre for Advanced Scient ic '
and Indian Academy of Sciences all in Bangalore; Dledgmg‘%*tﬁ'pmahon of
India and Visakhapatnam Port Trust both in Vma;(haff‘amam Bharat
Dynamics Ltd., Hyderabad; National Academy of Scie s India, Allahabad;
Projects and Development India Ltd, Noida; I;axaga Flood Control
Commission, Patna; National Institute of Hydrolo ﬁbmkee, Central Board
for Workers Education and Mineral Exploration ( @f)oratmn both in Nagpur;
Tungabhadra Steel Products Ltd., Tungﬁ,b ira Dam; Artificial Limb
Manufacturing Corporation of Ind1a, ; Hindustan Newsprint Ltd.,,

- Kottayam; Hindustan Photo Fllms?c anufacturmg Company Ltd,

' Ootacamund; North Eastern Ag?f&ufﬁ:lral Marketing Corporation Ltd.,
Guwahati; Mormugao Port Trust; Goa; Centre for Materials for Electronics
Technology and Indlan Instltu £ Tropical Meteorology both in Pune

46  Software Techn&kggz Parks of India, Bangalore is havmg a
Departmental Records Office i

IR Cer'tral‘%”émﬁcd of Indlan Medlcme ERNET India and Counml of
Scientific wd%ﬁ‘ﬁi@smal Research all in New Dethi: International Institute for
l'Opulauon’s’“ﬁgmﬁe, Mumbai and Central Electronics Ltd,, Sah1babad have-

forwargie i "NIL report.
-’

48 'fhe fmhwmg frve Public Sector Underta}fzhgs follow their own system.

These are-Employees State Insurance Corporation, Indian Farmers Fertilizers

Corpmaﬁon Ltd, and HUDCO Ltd all in New Delhi. Chennai Port Truqt
c henna1 and Hooghlv Dork and Port Engineers Ltd,, Kolkata ]
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CHAPTER 5
SHARING SPACE

It is common practice that in the absence of sufficient space for housing
records, quite a number of Organisations® of the Government of India are
housing their semi-current records in the steel almirahs/racks which are kept
in their respective sections or in corridors of the building under unhygienic
conditions which are not suitable to their scientific preservation. The problem
of shortage of space mav be solved to share space in the Annexe Building of
the National Archives of India and its Regional Office located at Bhopal and
Records Centres at Jaipur, Pondicherry and Bhubaneswar. It may be stated
here that with the completion of Annexe Building, National Archives of India
has been offering space to share for housing the semi-current records to those
Organisations Wthh are unable to keep their records in their Departmental
Records Rooms due to shortage of space. =

51 In all, 148 Ministries/Departments/Offices and P ;
Undertakings have furnished information in this regard. Outofwhich 104 are
Central Government Offices and 44 Public Sector Undertaking As regards
-the Government Orgamsatmﬁs, 99 Orgamsatlons have gL erinegative response

Anenxe Buﬂdmg of Natlonal Archives of India.

52 Mlmstry of Coal Departments of Fam&y lfare Secondary Education
and H1gher Education, Directorate General‘ef €entral Reserve Police Force and
Aiiport Health Organisation, Delhi Airport all in New Delhi are willing to
share space for their records in the Annexe building of the National Archives

of India. Proof and Experimental “Establishment, Chandipore, District
- (Balasore); Post Master General, North Karnataka Region, Dharwar and Save
Grain Campaign Office, Bhubaneswar have also shown their willingness to
share the space at the* atlonal Archives of India Rec01ds Cenire at
Bhubaneswar.

5.3  Office of | Commissioner of Central Excise, Chennai has stated that
they are alreadysharing space for keeping their records in the National
Archives of India, Record Centre, Pondicherry. -

4 ~Central Board of Film Certification, Mumbai feels that sharing space in

National: Archives of India at New Delhi will be not be feasible as they are
functioning at Mumbai and records will be required frequently for reference
~ purposes. Electronics and Radar Development Establishment, Bangalore has
stated that the sharing of space in National Archives of India is a policy matter
and as such the decision will be taken by its headquarters office, whereas
Regional Vocational Training Institute for Women, Araimile, Tura has
reported that the decision to share space in the National Archives of India witl
be taken soon. :

=

55 Two Public Sector Undertakings who have opted for sharing space
with National Archives of India/its Regional Offices/Records Centres are:-




North Eastern Regional Agricultural Marketing Corporation Ltd., Guwahati
and Hindustan Photo Film Manufacturing Corporation, Octacamund.

5.6 The following 21 Public Sector Undertakings have informed that they
do not want to share space. These are:-Airport Authority of India, Central
Council of Indian Medicine, Bharat Heavy Electricals Ltd.; The Fertilizers
Corporation of India Ltd and Indian National Academy of Engineering, all in
New Delhi; The Indian Scierice Congress Association, Kolkata; Cotton
Corporation of India, Jawaharlal Nehru Port Trust, Mumbai Port Trust and
Rashtriya Chemicals and Fertilizers Ltd, all in Mumbai; Software Technology
Parks of India, Raman Research Institute, Jawaharlal Nehru Centre for
Advanced Scientific Research and Indian Academy of Sciences all in
Bangalore; Central Board for Workers Education and Mineral Exploration
Corporation Ltd., both in Nagpur; Hindustan Newsprint Ltd.,, Kottayam;
Bharat Dynamics Ltd, Hyderabad; Dredging Corporation of India,
Visakhapatnam; Artificial Limbs Manufacturing Corporation of India, Kanpur;
Mormugao Port Trust, Goa and Projects and Development India Ltd, Noida.

5.7  Hindustan Prefab Ltd, New Delhi has informed ‘that the case of
disinvestment of the undertaking has been referred to Disinvestment
Commission, therefore, the action will depend on the future course of the
action of the Government. \ 5

5.8 = ERNET India has informed that t.heywﬂl be sharing the space as and |
when required. 4 \

5.9 5 Public Sector Undertakings which have sent vague reply are as
under:-Employees State Insurance”Corporation, Council of Scientific and
Industrial Research and HUDCO'Ltd, all in New Delhi; Chennai Port Trust,
Chennai and Hooghly Dock and Port Engineers Ltd., Kolkata.

5.10 " There is yet another category of Public Sector Undertakings who have
supplied "NIL’ inférmation. These are-University of Delhi, National Textile
Corporation Lrtd,::Iﬁdian Farmers Fertilizers Corporation Ltd,. and National
~ Building Organisation all in New Dethi; Madras Dock Labour Board, Chennai;
International Institute for Population Sciences, Mumbai; Central Electronics
Ltd., Sahibabad; Centre for materials for Electronics Technology and Indian
Institute-of Tropical Meteorology both in Pune; Tungabhadra Steel Products
Ltd,  Tungabhadra Dam; National Institute of Hydrology, Roorkee; Ganga
Flood Control Commission, Patna; The National Academy of Sciences India,
Allahabad and Visakhapatnam Port Trust, Visakhapatnam.
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CHAPTER 6

RECORDING, REVIEWING AND WEEDING OF SEMI-CURRET RECORDS

In the field of Records Management, the key role is played by the
“exercise of recording of files as it is at this stage, where classification is
provided to a file, which stipulates the retention period of that file and
facilitate the review of the same at later stage, as it clearly indicates that after
the expiry of prescribed period, a particular file needs to be re-evaluated . This
exercise segregates large number of records for weeding and save costly
working space for fresh accruals.

Under Section 6(1) (b) of the Public Records Act, 1993 and Rule 9 of
Public Records Rules, 1997, it is provided that no public records shall be
destroyed without being records and reviewed by the records creating agency.
A separate Circular letter no. 16-2/2000-RM dated 18t July, 2000 was
addressed to all Ministries/Departments/Offices of the Government of India
requesting them to initiate regular programme in respect.of recording,
indexing, reviewing and weeding of public records and also to furnish half
early returns in this regard. During the period ‘under report only 84
Ministries/ Departments/Offices of the Government of India have furnished
half yearly returns. (Please see Annexure IV for-details)

6.1 Reports for Half Yearly returns on the progress made in Recording,
Indexing, Reviewing and weeding of Semi-Current records have been received
from the Ministries of Defence, External Affairs, Home Affairs including
Departments of Justice, Jammu and Kashmir Affairs and Official Langua‘ge,
Labour, Mines, Parliamentary Affairs, Railways, Surface Transport, Urban
Development and Poverty Alleviation, Water Resources and Textiles, Planning
Commission,  Departments = of  Chemicals and  Petrochemicals,
Telecommunications, Economic Affairs, Culture, Secondary Education and
Higher Education, Elementary Education and Literacy, Scientific and
Industrial Research, Industrial Policy and Promotion, Office of the Controller
General of Defence Accounts, Office of the Director General of Armed Forces
Medical Services, Regional Passport Oftice, Office of the Commissioner of
Central Excise and Customs, Directorate General of Central Reserve Police
Force; Pay and Accounts Division, Directorate General of Border Security
Force, National Institute of Criminology and Forensic Science, Zonal Councils
Secretariat (Ministry of Home Affairs), National Security Guard, Official
Language Wing (Legislative Department), National Sample Survey
Organisation, Central Government Employees Welfare Housing Organisation
" and Town and Country Planning Organisation all in New Delhi; BCG Vaccine
Laboratory, Chennai; Office of the Jute Commissioner, Central Food
Laboratory, Office of the Regional Labour Commissioner (Central) and
Industrial Statistics Wing (Central Statistics Organisation) all in Kolkata; Office
of the Commissioner of Central Excise, Assistant Drugs Controller (India),
Central Government Health Scheme, Forward Markets Commission and
Central Board of Film Certification, Airport Health Organisation all in
Mumbai; Office of the Commissioner of Central Excise and Save Grain
Campaign, Regional Office both in Ahmedabad; Office of the Welfare
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commissioner, Allahabad; Office of the Commissioner of Cental Excise,
Belgaum; Branch Secretariat (Department of Legal Affairs),Regional
Vocational Training Institute for Women both in Bangalore; Regional Office of
Ministry of Non-Conventional Energy Sources, Bhubaneswar; Directorate of
Marketing and Inspection (Sub-Office) Bodanayakanur (Tamil Nadu);
Directorate of Arecanut and Spices Development, Calicut; Directorate of
Cashewnut and Cocoa Development, Cochin; Office of the Regional Labour
Commissioner (C), Chandigarh; Save Grain Campaign Office, Central Drugs
Standard Control Organisation both in Ghaziabad; Office of the Joint Director
General of Foreign Trade,- Guwahati; Nuclear Fuel Complex, Sardar
Vallabhbhai Patel National Police Academy and Save Grain Campaign,
(Regional Office) all in Hyderabad; Coaching-Cum-Guidance Centre for
Scheduled Castes/Scheduled Tribes, Hissar; Coaching-Cum-Guidance Centre
for Scheduled Castes/Scheduled Tribes, Vocational Rehabilitation Cente for
Handicapped and Save Grain Campaign Office, all in Jaipur; Central
Government Health Scheme, Jabalpur; Coaching-Cum-Guidance Centre for
Scheduled Caste/Scheduled Tribe, Jowai (Meghalaya); Office of the Registrar
of Companies, U.P. Kanpur; Office of the Registrar mpanies, Kerala,
Ernakulam; Regional Office (Central Region) Ministry. of Environment and
Forests, Lucknow; Office of the Commissioner of Central Excise, Madurai;
Regional Vocational Training Institute for “Women, Araimile, Tura

(Meghalaya); Central Institute of Indian Languages, Mysore; Directorate of
Marketing and Inspection, (Sub-Office);” Nasik Road; Office of the
Commissioner of Central Excise and Cuistoms, Nagpur; Department of Light
Houses and Lightships, Noida; Officeof the Post Master General (Goa Region),

' Panaji; National Film Archives, ‘Pune; Office of the Chief Engineer and
Administrator, Andaman _Lakshéi&gveep Harbour Works, Port Blair; Regional
Office (Ministry of Health and amily Welfare), Shimla; Office of the Registrar

~of Companies, Assam, Meghalaya, Nagaland, Tripura, Arunachal Pradesh and

Mizoram and Office of the Deputy Director of Foreign Trade both in Shillong;

&

6.2  Information inthis regard was also received in response to our General
Circular letter ‘no.16-12/2000-R.M dated 18t July 2000 from 99 Ministries
/Departments/Offices of the Government of India. Out of these, 70
Ministries /Departments/Offices have informed that they are attending the job
of recording, reviewing and weeding of semi-current records, whereas 18 have
simply "NIL’ reports. 3 Offices have intimated that this procedure is not
applicable to them. 2 Offices are following their own Manuals, whereas 2
Offices have reported that they do not have old records. 1 _Office has
communicated that their’s is new Office. 1 Office has stated that this work is
not possible to be attended due to shortage of staff. 2 other offices have given
vague replies in this regard. Analysis of information received in this regard is
detailed below:- ;

63 70 Ministries/ Departments/Offices - have informed that they are
attending the job of Recording, Reviewing and Weeding of Semi-current
records. These are:-Ministries of Coal, Defence, Environment and Forests,
- External Affairs, Health and Family Welfare, Parliamentary Affairs, Surface
Transport and Water. Resources, Railways, Departments of Administrative
Reforms and Public Grievances, Company Affairs, Chemicals and
Petrochemicals, Economic Affairs, Fertilizers, Food and Public Distribution,

-

12



Legal Affairs, Secondary Education and Higher Education and Supply,
Planning Commission, Directorate General of Supplies and Disposals,
Directorate General of Quality Assurance, Office of the Director General of
Civil Aviation, Airport Health Organisation, Zonal Councils Secretariat, Office
of the Directorate General of Central Reserve Police Force, Armed Forces Film
and Photo Division, Headquarters, National Security Guard and National
Sample Survey Organisation and Solid State Physics Laboratory all in New
Delhi, Office of the Commissioner of Central Excise, Chennai-I, Chennai;
Office of the Development Commissioner for Iron and Steel, Office of the Jute

- Commissioner, National ‘Atlas-'and Thematic Mapping Organisation and
Central Food: Laboratory, all in Kolkata; Office of the Commissioner of Central

" Excise, Forward Markets Commission, Port Health Organisation, Electronics
Regional Test Laboratory and Central Board of Film Certification, all in
Mumbai; Office of the Welfare Commissioner, Allahabad; Office of the Deputy
Chief Labour Commissioner (Central), Electronics and Radar Development
Establishment, Central Institute of Coastal Engineering for Fishery and
Regional Vocational Training Institute for Women, ail in Bangalore; Proof and
Experimental Establishment, Chandipur (District Balasore); Save Grain
Campaign, (Regional Office), Bhubaneswar; Office of the Joint Director
General of Foreign Trade, Cuttack; Office of the Commissioner of Customs and
Central Excise, Coimbatore; Terminal Ballistics ‘Research Laboratory,
‘Chandigarh; The Post Master General, North Karnataka Region, Dharwar;
Directorate General of Mines Safety, Dhanbad; Surveyor General's Office,
Dehradun; Office of the Chief Commissioner of Income Tax, Goa; India Grain
Storage Management and Research Institute, Hapur; Nuclear Fuel Complex,
Hyderabad; Save Grain Campaign Office, Jaipur; Directorate of Arecanut and
Spices Development, = Calicut; Directorate of Cashewnut and Cocoa
Development and Office of the Chief Commissioner of Income Tax, Kerala;
both in Cochin; Electronics Regional Test and Development Centre, Mohali;
Lal Bahadur Shastri-National Academy of Adniinistration, Mussoorie; Office
of the Commnnissioner of Central Excise and Customs, Coaching-Cum-Guidance
‘Centre. for Scheduled Castes/Scheduled Tribes and Indian Bureau of Mines, all
in Nagpur; Customs and Central Excise Commissionerate, Rajkot; Office of the .
Deputy Director General of Foreign Trade, Shillong; Regional Centre for
Military Airworthiness, HAL Korwa, (District Sultanpur); Airport Health
‘Organisation,  Tirtuchirapalli; Naval Materials Research Laboratory, Anand
Nagar, (District - Thane) and Naval Science and Technical Laboratory,
V isakhapatnam. '

64 18 Offices which have furmshed "NIL’ report are as under:-Coast
' Guard Headquarters and School’ of Foreign Languages both in New Delhi;
 Office of the Custodian of Enemy Property for India, Mumbai; The Chief Post
Master General, Gujarat Circle, Ahmedabad; Post Master General, Western
_ Region, Coimbatore; Regional Centre for Military Airworthiness (Helicopters),
-Bangalore; Regional Office (NEZ) of Ministry of Environment and Forests,
b Chandigarh Advanced Training Institute (Directorate General of Employment
and’ Training), Ludhiana; Electronics Test and Development Centre and
. ,Vocatlonal Rehabilitation Centre for Handicapped both in Jaipur; Central
. Research  Institute, Kasauh, Regional Office (Central Region) Ministry of
~ Environment and Forests, Lucknow, Port Health Orgamsauon Mandapam
'Camp, Reglonal Vocational Training Institute for Women, Araimile Tura,
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(Meghalaya); Central Institute of Indian Languages, Mysore; Regional Leprosy
Training and Research Institute, Aska (District‘Ganjam) and office of the Post

Master General, Goa Region, Panaji.

6.5  Offices which have informed that this procedute is not applicable to
them are as follows:- Office of the Controller General of Defence Accounts,
New Delhi; Save Grain Campaign, (Regional Office), Ahmedabad and
Regional Office of Ministry of Health and Family Welfare, Shimla.

6.6 College of Defence Management, Secunderabad and Port Health
Organisation, Visakhapatnam are following their own Manuals.

6.7  Office of the Director General of Income Tax.f(lnvestigation), New Delhi
and Central Government Health Scheme, Jabalpur have informed that their
offices do not have 25 years old records. :

6.8 Beéional Office of Ministry of Non-Coriventional Energy Sources,
Bhubaneswar has reported that theirs is a new office and records/documents
are yet to be gathered. s -

6.9 Office of the Additional Director, Central Government Health Scheme,
Mumbai has stated thatit is not,possible for them to attend to this work due to
shortage o?staff.i. __ - :
6.10  Directvrate of Statistics and Intelligence (Central Excise and Customs),
New Delhi and Office of the Official Liquidator -attached to Rajasthan High
Court, Jaipur have given vague replies in this regard.

>
el

6.11. As regards Rublic - Sector Undertakings, - in .all 42 Public Sector
Undertakings, etc ‘have forwarded information otit of which 26 have reported
that they are attending the job, the other b are 'foﬁo"wing their own procedure,
whereas remaining 10 have sent *NIL’ reports. Detailed analysis is given
below:-26 Public Segtor Undertakings etc who are attending the jobs are:-
Airport Authority of Indid “Hindustan PREFAB Ltd., University of Delhi,
- Bharat Heavy Electricals Ltd., National Textile Corporation Ltd, and Fertilizers
Corporation of IndiaLtd:, all iy New Delhi; Madras Dock Labour Board,
- Chennai; The 4Indian Science Congress Associationy ‘Kolkata; Rashtriya
‘Chemicals and Feritilizers ktd., Mumbai Port Trust, Jawaharlal Nehru Port
Trust 'and"Cotton‘_Corporétion of India, all in Mumbai; Software Tééhhology
Parks, Raman Rgsearch Institute ‘and Indian Academy of Sciences all in
Bahg’alore; Hindustan News Print .Ltd., Kottayam; Hindustan' Photo Film
Manufacturing Company’ Ltd., Oétacamund; Artificial Linbs 'M‘anufacturing
Corporation of «India, Kanpur; Central Board for Workers Education and
Mineral Exploration Corporation Ltd., both in Nagpur; Visakhapatnam Port
Trust, "Vishakhapatnam; National ‘Institute of Hydrology, Roorkee; Ganga
_ Flood Control Commission, Patna; Bharat Dynamics Ltd, Hyderabad; Indian
Institute of Tropical Meteorology, Pune and National Academy of Sciences
- India, Allahabad. : : o auen fa

6.1}2' The other group of Organisations who have intimated that.ﬂ.ley are
following, their own procedure :are: Employees State Insurance Corporation,
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HUDCO and Council of Scientific and~Industrial Research, all in New Delhi;
Chennai Port Trust, Chennai; Hooghly Dock and Port Engineers Ltd., Kolkata '
and Project and Development India, Ltd., Noida. : s -

6.13  Yet, there is another category of 10 Public Sector Undertakings who
have supplied "NIL’ reports. These are:-Central Council of Indian Medicine,
ERNET India, National Building Organisation, Indian Farmers Fertilizers
Corporation Ltd., and Indian National Academy of Engineering, all in New
Delhi; International Institute for Population Sciences, Mumbai; Jawaharlal
Nehru Centre for Advanced Scientific Research, Bangalere; - North Eastern
Regional Agricultural Marketing Corporation Ltd, Guivahati; Central
Electronics Ltd., Sahibabad and Tungabhadra Steel-Products Ltd., Tunghbadra
Dam. = .

6.14 In response to a separate circular letter'no.F.16-2/2000-RM dated 18t
July, 2000 which was also issued to Public Sector, Undertakings requesting
them to furnish half yearly returns on recording/reviewing and weeding of
semi-curgent records, 14 Public Sector Undertakings have responded. The -
information in detail may please be seen‘in Annexure IV. : :
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CHAPTER 7
INDEXING OF RECORDS

The smooth functioning of an organisation depends on how best and

how quick information is located and culled out from amongst the records.
" This area of records management is of vital importance as it facilitates the
administration, in decision making process specially in policy issues and their
implementation. The quick retrieval of information is possible only when
records creating agencies prepare indices to their “A’, "B’ and “C-10’ categories
of records. The National Archives of India has been making its utmost efforts
to guide and advise the Ministries/ Departments/Offices and Public Sector
Undertakings to prepare the annual indices. However, the analysis of the
information received in this regard reveals that scant attention has been paid
by the records creating agencies to this important aspect of records

management.

7.1 The National Archives of India requested all records creating agencies
vide its Circular letter no.16-12/2000-RM dated 18t July, 2000 to furnish
information on the action taken by them in this regard. In all, 86
Ministries/Departments/Offices have furnished information. Out of which 10
have informed that they are preparing indices to their files, 44 have intimated
that they are not compiling indices while 13 have furnished *NIL’ information.
10 have reported that this procedure is not applicable to them, 1 office
reportedly could not take up the work of indexing of their records due to lack
of traihed personnel, 2 offices have mentioned that in the absence of
Departmental Records Rooms, compilation of indices could not be taken up, 2
Offices have intimated that their’s are newly created offices, 2 offices have
intimated that they do not have 25 years old record, another 2 offices have -
given vague replies. Exhaustive account of information received in this behalf
is given below:-

7.2.  The following 10 Departments/Offices have stated that they are
compiling indices to their records:Departments of Economic Affairs, Fertilizers
and Headquarters, National Security Guards all in New Delhi; National Atlas
and Thematic Mapping Organisation, Kolkata; Forward Markets Commission,
Mumbai; The Post Master General, North Karnataka Region, Dharwar;
Electronics Test and Development Centre, Jaipur; Office of the Registrar of
Companies, Kanpur; Office of the Commissioner of Central Excise and
Customs, Nagpur and Office of the Deputy Director General of Foreign Trade,
Shillong. : . :

73 44 Ministries/Departments/Offices have informed that they are not
compiling indices. These are:-Ministries of Environment and Forests, External
Affairs, Coal, Parliamentary Affairs, Surface Transport, Planning Commission,
Departments of Chemicals and Petrochemicals, Family Welfare and Supply,
Coast Guard Headquarter, Town and Country Planning Organisation, Office
of the Director General of Civil Aviation, Director General of Supplies and
Disposals, Director General of Quality Assurance, Directorate of Statistics and
Intelligence, (Central Excise and Customs), Office of the Controller General of
Defence Accounts and National Sample Survey Organisation all in New Delhi;
Solid State Physics Laboratory, Delhi; Office of the Commissioner of Cental
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Excise and B.C.G. Vaccine Laboratory both in Chennai; Office of the
Development Commissioner for Iron and Steel and Office of the Jute
Commissioner both in Kolkata; Office of the Commissioner of Central Excisé,
Port Health Organisation and Electronics, Regional Test Laboratory and
Central Board of Film Certification all in Mumbai; Office of the Welfare
Commissioner, Allahabad; Central Institute of Coastal Engineering for Fishery,
Income Tax Department and Regional Vocational Training Institute for
Women all in Bangalore; Save Grain Campaign Office, Bhubaneswar;
Directorate of Arecanut and Spices Development, Calicut; Directorate of
Cashewnut and Cocoa Development, Cochin; Directorate General of Mines :
Safety, Dhanbad; Surveyor General’s Office, Dehra Dun; Indian Grain Storage
Management and Research Institute, Hapur; Sardar Vallabhbhai Patel National
Police Academy, Hyderabad; Regional Office (Central Region) Ministry of
Environment and Forests, Lucknow; Central Institute of Indian Languages,
Mysore; Indian Bureau of Mines, Nagpur; Office of the Senior Regional
Director (Ministry of Health and Family Welfare) Pune, Office of the
Commissioner of Central Excise and Customs, Raipur; Regional Centre for
Military Airworthiness, HAL, Korwa, (Dist. Sultanpur) and Naval Materials
Research Laboratory, Anand Nagar, (Dist. Thane).

74 13 Offices have provided "NIL’ reports in this regard. These are:-
Ministry of Urban Development and Poverty Alleviation, Airport Health
Organisation and Official Languages Wing (Legislative Department) Zonal
Councils Secretariat all in New Delhi; Central Food Laboratory, Kolkata;
Regional Office® (Ministry of Non-Conventional Energy Sources),
Bhubaneswar; Office of the Commissioner of Customs and Central Excise and
Post Master General, (Western Region) both in Coimbatore; Port Health
~ Organisation, Mandapam Camp; Lal Bhadur Shastri National Academy of
Administration, Mussoorie’ Model Vital and Health Statistics Unit, Nagpur;
Office of the Post Master General, Goa Region, Panaji and Customs and
Central Excise Commissionerate, Rajkot.

75 10 Organisations which have reported that this procedure is not

applicable to them are:-Departments of Administrative Reforms and Public

Grievances and Food and Public Distribution both in New Delhi; Office of the

Additional Director, Central Government Health Scheme, Mumbai; Save Grain

Campaign, Regional Office, Ahmedabad; Electronics and Radar Development

Establishment, Bangalore; Proof and Experimental Establishment, Chandipur

(Dist. Balasore) Branch Secretariat (Department of Legal Affairs), Bangalore; .
Terminal Ballistics Research Laboratory, Chandigarh; Office of the Joint

Director, Central Government Health Scheme, Jabalpur and Reglonal Office

(Ministry of Health and Famﬂy Welfare) Shimla.

7.6  Ministry of Rallways has requested that a team of officials from
National Archives of India may be deputed to advise and guide them in
preparing annual indices.

7.7  Ministry of Water Resources have stated that this work has not been
done so far because the Record Room has recently been set up, while Regional
Office (North East Zone), Ministry of Environment and Forests, Shillong has
reported that in the absence of Record Room, the work has not been taken up.
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78 Office of the Deputy Chief Labour Commissioner (Central), Bangalore

- and Regional Vocational Training Institute for Women, Araimile, Tura
. (Meghalaya) have reported that compilation of Indices is hot done because

. their’s are newly created offices. : =

79 Department of Secondary Education and Higher Education, New Delhi
has informed that the relevant instructions are being issued by them. Office of
the Director General of Income Tax (Investigation), New Delhi has intimated *
that their office have more than twenty five years records.

7.10  Office of thé Chief Commissioner of Income Tax, Cochin has stated that
their’s is a Tax collecting Department and Nuclear Fuel Complex, Hyderabad
has reported that the récords are being examined in their organisation for the

‘purpose.

711  Out of 45 Public Sector Undertakings who have sent information in
response to the Circular letter F.NO.16-12/2000-R.M. dated 18% July 2000, 5
Public Sector Undertakings/Commission/Statutory Bodies have replied that
they are attending to their job. 4 Public Sector Undertakings have replied that

#it is not applicable to them, 26 have sent "NIL". reports, 7 follow their own
procedure and 3 have forwarded vague replies. '

712 5 Public Sector Undertakings which are attending the job are :-Airport
Authority of India and National Textile Corporation Ltd., both in New Delhi;
Hindustan Photo Films Manufacturing Company Ltd, Ootacamund:
Hindustan Newsprint Ltd, Kottayam and Jawaharlal Nehru Centre for
Advanced Scientific Research, Bangalore. -

713 Cotton Corporation of India, Mumbai; Centre for Materials for
Electronics Technology, Pune; The National Academy of Sciences, India,
Allahabad and Indian Academy of Sciences, Bangalore have informed that it is
not applicable to them.

7.14  The following 26 Public Sector Undertakings have furnished *NIL’
reports:- Hindustan PREFAB Ltd., Central Council of Indian Medicine, ERNET
India Ltd.,* Bharat Heavy Electricals Ltd., National Building Organistion,
Fertilizers Corporation of India, Indian Farmers Fertilizers Ltd., and Indian
National Academy of Engineering, all in New Delhi; The Indian Science
Congress Association, Kolkata; International Institute of Population Science,
Jawaharlal Nehru Port Trust and Rashtriya Chemicals and Fertilizers. Ltd., all
in Mumbai; Central Board of Workers Education and Mineral Exploration
Corporation Ltd., both in Nagpur; North Eastern Regional Agricultural
Marketing Corporation Ltd., Guwahati; Bharat Dynamics Ltd., Hyderabad;
Raman Research Institute and Software Technical Parks of India both in
Bangalore; Indian Institute’ of Tropical Meteorology Pune; Dredging
Corporation of India Ltd and Visakhapatnam Port Trust both in
Visakhapatnam; Central Electronics Ltd, Ghaziabad; Projects and
Development India Ltd., Noida; Tungabhadra Steel Products Ltd.,
Tungabhadra; National Institute of Hydrology, Roorkee; and Ganga Flood
Control Commission, Patna. ;
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715  There is yet another category of Public Sector Undertakings who follow
their own procedure. These are:-Employees State Insurance Corporation and
HUDCO both in New Delhi; Madras Dock Labour Board and Chennai Port
Trust both in Chennai; Hooghly Dock and Port Engineers Ltd., Kolkata,
Mumbai Port Trust, Mumbai and Mormugao Port Trust, Goa.

716  The following three Public Sector Undertakings have sent vague
replies: Artificial Limbs Manufacturing Corporation of India, Kanpur replied
that each Department has separate list of records held by it and University of
Delhi, Delhi has.informed that the respective sections are maintaining subject
lists, whereas Council of Scientific and Industrial Research, New Delhi has
informed that they are a Registered Society.
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CHAPTER 8

COMPILATION dF RETENTION SCHEDULES

Being the democratic State, Government have to perform many welfare
activities for the people in order to win the confidence of the society. In such
circumstances, there has been phenomenal growth of activities in the
Governmental Organisations in the recent past which has resulted in creating
of huge bulk of records. It requires timely categorisation of records, weeding
out of ephemeral records and identification of files of enduring value.
Therefore, there is a need to chalk out a policy in each organization for the
purpose so that an adequate balance could be maintained between the
reterttion and disposal of records. It is needless to mention here that the
answer lies on a well drawn up records retention schedule which would be an
administrative tool in the hands of records creating agencies to undertake the
exercise of categorisation, receiving and weeding out of records when they are
no longer required. Further, revision of such Retention Schedule after the
expiry of every fifth year, as required under Section 6(1) (&) of the Public
Records Act 1993 and Public Records Rules, 1997 framed under the said Act,
would ensure inclusion of the new subjects alongwith their retention period
within the body of the revised retention schedule. Such Retention-Schedules
should be compﬂed in consultation with National Archives of India under the
aforesald section of the said Act. In all 152 record creating agencies have

' furnished information in response to the Circular letter no.16-12/2000-R.M

- dated 18t July 2000 seeking information on formulation of Records Retention
Schedule in connection with compiling the present report for the year 1999 out
of which 108 are Governmental Organisations and .44 are Pubhc Sector
Undertakings. Details of the rephes recelved are mdlcated below e

8.1 38 offices have mformed that ’they have complled records Retention
Schedules. These are:-Ministries of Coal, Defence, Environment and Forests,
External Affairs, Pagliamentary Affairs, Railways, = Water Resources,

- Departments of Chemicals and Petrochemicals, Fertilizers, Supply, Food and

Public Distribution, Economic Affairs, Family Welfare, Company Affairs,
Secondary Education and Higher Education, Administrative Reforms and
Public Grievances, Director General Civil Aviation, Directorate General of
Supplies and Disposals, Solid State Physical Laboratory, Zonal Councils
Secretariat, Planning Commission and National Sample Survey Organisation
all in New Delhi; National Atlas and- Thematic Mapping Organisation and
Office of the Jute Commissioner both in Kolkata; Forward Markets
Commigsion, Port Health Organisation and Central Board of Film Certification
all in Mumbai; Directorate of Cashewnut and Cocao Development, Cochin;
Deputy Director General Foreign Trade and Regional Office (NEZ) of Ministry
-of Environment and Forests both in Shillong; Save Grain Campaign Office,
Bhubaneswar; Proof and Experimental - Establishment, Chandipur (Distt
Balasore), Naval Materials Researqh Laboratory, Anand Nagar (Distt Thane);
Regional Vocational Training Institiite for Women, Bangalore; Survey of India,
Dehra Dun; Indian Bureau of Mines, Nagpur; Directorate of Arecanut and
Spices Development, Calicut and Nuclear Fuel Complex, Hyderabad. >
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8.2  Under mentioned 6 offices have reported that they are following their

Departmental Records Retention Schedules: Directorate General, Central

Reserve Police Force, New Delhi; Chief Post Master General, Orissa Circle,

Bhubaneswar; Naval Science and Technipal Laboratory, Visakhapatnam;

Commissioner of Central Excise and Customs, Nagpur; Deputy Chief Labour

Commissioner, Bangalore ‘and Chief Commissioner of Income Tax Kerala,
. Cochin.

8.3 5 Offices which have stated that their headquarters should be contacted
in this regard are as under : Instruments Research and Development
Establishment, Dehra Dun; Save Grain Campaign Office, Jaipur; Electronics
and Radar Development Establishment, Bangalore; Snow and Avalanche
Study Establishment, Chandigarh and Branch Secretariat (Department of Legal
Affairs), Bangalore. :

.84  College of Defence Management, Secunderabad has stated.that 'they
conduct management related courses and as such records in their-custody are
of sensitive nature. . %

8.5 National Security Guard (Headquarters), New Delhi and BCG Vaccine
Laboratory, Chennai have stated that they are following Manual of Office
Procedure and General Financial Rules in this regard:

8.6 Port Health Organisation, Visakhapa’tnani and Additional Director
General of Central Government Health Scheme, Mumbai have informed that it
was not possible for them to carry out this job without adequate staff provided
for it.

8.7  Regional Leprosy Training and Research Institute, Aska (District
Ganjam) has reported that their office is small and that implementation of
Public Records Act will be very difficult.

88  The following 3 offices have stated that they will take guidance from
National Archives of India: Electronics Test and Development Centre, Mohali;
Office of the Regional Welfare Commissioner, Allahabad and Director General
of Mines Safety, Dhanbad.

8.9 . Electronics Test and Development Centre, Bangalore; Regional
Vocational Training Institute for Women, Araimile, Tura (Meghalaya) have
informed that action will be taken only after a separate record room is set up.

8.10 48 Offices have sent "NIL’ reports. These are:- Legislative Department,
Office of the Controller General of Defence Accounts, Armed Forces Film and
Photo Division, School of Foreign Languages, Director General of Quality
Assurance, Director General Income Tax (Investigation), Directorate of
Statistics and Intelligence (Central Excise and Customs), Airport Health
Organisation, 1.G.L Airport, Coast Guard Headquarters and Town and
Country Planning Organisation all in New Delhi; Central Food Laboratory and
Development Commissioner for Iron & Steel both in Kolkata; Office of the
Custodian of Enemy Property for India, Commissioner of Central Excise,
Mumbai-I and, Electronics Regional Test Laboratory (West) all in Mumbai;
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Central Research Institute, Kasauli; Central Institute of Coastal Engineering for
Fishery, Regional Centre for Military Airworthiness (Helicopters) and Chief
Commissioner of Income Tax, Karnataka and Goa all in Bangalore; Joint
Director General of Foreign Trade, Cuttack; Office of the Post Master General,
Goa Region, Panaji; Chief Post Master General, Gujarat Circle and Save Grain
Campaign Office both in Ahmedabad; Indian Grain Storage and Management
Institute, Hapur; Regional Centre for Military Airworthiness, HAL, Korwa
(District Sultanpur); Terminal Ballistics Research Laboratory, Chandigarh;
Regional Office (CR) (Ministry of Environment and Forests), Lucknow;
Regional Office (NEZ) Ministry of Environment & Forests, Regional Office
(Ministry of Health and Family Welfare) both in Shimla; Commissioner of
Central Excise and Customs, Coimbatore; Official Liquidator (Rajasthan High
Court), Electronics Test and Development Centre and Vocational
Rehabilitation Centre for Handicapped all in Jaipur; Commissioner of Central
Excise and Customs, Raipur; Customs and Central Excise Commissionerate,
Rajkot; Joint Director, Central Government Health Scheme, Jabalpur; Airport
Health Organisation, Tiruchirapalli; Model Vital and Health Statistics and
Coaching-cum-guidance Centre for Scheduled Caste/Scheduled Tribe both in
Nagpur; Port Health Organisation, Mandapam; Office of} the Senior Regional
Director (Ministry of Health and Family Welfare), Pune; Vallabhbhai Patel
National Police Academy, Hyderabad; Central Institute of Indian Languages,
Mysore; Registrar of Companies, U.P., Kanpur; Coaching-cum-Guidance
Centre for Scheduled Caste/Scheduled Tribe, Jowai; (Meghalaya); Advanced
Training Institute (Director General Employment and Training), Ludhiana;
Regional Office (Ministry of Non-Conventional Energy Sources) Bhubaneswar
and Lal Bhadur Shastri National Academy of Administration, Mussoorie.

811 As regards preparation of Records Retention Schedules by the Public
Sector Undertakings/Commissions/Corporations etc, 5 Public Sector
Undertakings have replied that they have prepared the Records Retention
Schedules. These are:-Bharat Heavy Electricals Ltd, New Delhi; Mumbai Port
Trust, Mumbai; Visakhapatnam Port Trust, Visakhapatnam; Central Board for
Workers Educanon, Nagpur; and Hindustan Newsprint Limited Kottayam.

8.12 Another category of 3 Public Sector Undertakmgs which do not feel it
necessaty to prepare such schedules are- Hindustan Photo Films
Manufacturmg Company Ltd, Ootacumund; Artificial Limbs Manufacturing
Corporation of India, Kanpur and Indian Institute of Tropical Meteorology,
Pune.

813 Hindustan PREFAB Ltd, New Delhi; Ganga Flood Control
Commission, Patna and Jawaharlal Nehru Centre for Advanced Scientific
Research, Bangalore have informed that their Retention Schedules are under
compilation.

8.14  There is another category of 9 Public Sector Undertakings who have
conveyed that they are following their own schedules. These are:-Employees
State Insurance Corporation, Council of Scientific and Industrial Research,
University of Delhi and HUDCO Ltd all in New Delhi; Chennai Port Trust and
Madras Dock Labour Board both in Chennai; Hooghly Dock & Port Engineers
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Ltd., Kolkata; Dredging Corporation of India, Visakhapatnam; Projects and
Development India Ltd, Noida and Mormugao Port Trust, Goa.

8.15 The Cotton Corporation of India Ltd.,, Mumbai; Centre for Materials
for Electronics Technology, Pune and Raman Research Institute; Bangalore are
awaiting guidance from National Archives of India, New Delhi, whereas
Mineral Exploration Corporation Ltd., Nagpur and Bharat Dynamics Ltd.,
Hyderabad have yet to start preparing of their Retention Schedules.

8.16  The following 19 Public Sector Undertakings have sent *NIL report:-

Airports Authority of India, Central Council of Indian Medicines, ERNET
India, National Textile Corporation Ltd., National Building Organisation, The
Fertilizers Corporation of India, Indian Farmers Fertilizers Ltd., and the Indian
National Academy of Engineering all in New Delhi; The Indian Science
Congress Association, Kolkata; Jawaharlal Nehru Port Trust, Rashtriya
Chemicals and Fertilizers Ltd and International Institute for Population
Sciences all in Mumbai; North Eastern Regional Agricultural Marketing
Corporation Ltd, Guwahati; Central Electronics Ltd., Ghaziabad: Software
Technology Parks of India and Indian Academy of Sciences both in Bangalore;
Tungabhadra Steel Products Ltd., Tungabhadra Dam; National Institute of
Hydrology, Roorkee; and the National Academy of Sciences, India, Allahabad.
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CHAPTER 9

DE CLASSIFICATION OF CLASSIFIED RECORDS

‘De-classification of classified records is one of the important aspects of
records management. Section 6(1) (f) of Public Records Act, 1993 and Rule 7 of
Public Records Rules, 1997 lay down that all records creating agencies falling
within the purview of said Act shall review their all classified files once in five
years with a view to downgrading them. Records which have thus been
declassified will be amalgamated in regular un-classified record series and
thereafter will be appraised in consultation with National Archives of India
after expiry of twenty fifth year of their existence. Seeking information in this
regard, a Circular letter No. 16-12/2000 R.M dated 18t July 2000 was issued to
all record creating agencies. However, response received in this regard has
been quite disheartening as record creating agencies are not paying much
attention to this aspect. In all, 108 Organisations have responded to the
circular issued in this behalf. As regards furnishing of Half -Yeatly returns on
the de-classification of classified records, 83 Governmental Organisations and
25 Public Sector Undertakings have furnished the returns. The details may
please be seen in Annexure V. Details of the replies received in response to
the circular letter referred to above are indicated below:-

9L The following 22 record creating agencies have informed that they are
de-classifying classified records periodically:-Ministries of Defence, Surface
Transport, Railways, Department of Fertilizers, Supply, Planning Commission,
Director General, Central Reserve Police Force, Headquarters National
Security Guard, Director General Income Tax (Investigation) and Solid State
Physics Laboratory all in New Delhi; Development Commissioner for Iron and
Steel and National Atlas and Thematic Mapping Organisation both in Kolkata;
Commissioner of Central. Excise, Mumbai-I; Electronics Regional Test
Laboratory (West) and Central Board of Film Certification all in Mumbai,
Central Institute of Coastal Engineering for Fishery and Electronics and Radar
Development Establishment both in Bangalore; Naval Materials Research
Laboratory, Anand Nagar (Dist. Thane); Commissioner of Central Excise and
Customs, Raipur; Regional Office (Ministry of Non-Conventional Energy
Sources), Bhubaneswar; Indian Bureau of Mines, Nagpur and Electronics Test
Development Centre, Mohali.

9.2 ﬁegional Office (CR) Ministry of Environment and Forests, Lucknow
has stated that as their office is created recently, all records are of current »
nature and hence maintained by dealing assistants themselves.

93  The following 3 offices have stated that their headquarters should be
contacted for necessary information. These are :- Instruments Research and
Development Bstablishment, Dehra Dun; Snow and Avalanche Study
Establishment, Chandigarh and Save Grain Campaign Regional Office, Jaipur.

94  Ministry of Coal, New Delhi has stated that efforts are being made to

declare/identify classified files. Armed Forces Film and Photo Division, New
Delhi has conveyed that once a classified film is produced by the Division, it
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cannot be de-classified as it does not loose its importance of classification.
College of Defence Management, Secunderabad has informed that their
College conducts management related courses for officers of Defence Services,
and as such, records are of sensitive nature. Ministry of External Affairs, New
Delhi has communicated that de-classifying/downgrading of files is done by
originators. Files which were sent for review by the Departmental Records
Room to concerned Divisions were being sent back only with the remark
reviewed but not downgraded. Department of Secondary Education and
Higher Education, New Delhi has intimated that instructions have been issued
to all their sections to do the needful. Survey of India, Dehra Dun has reported
that their technical records are of permanent nature, hence they do not require
de-classification.

9.5 Additional Director General, Central Government Health Scheme,
Mumbai and Director General Mines Safety, Dhanbad: have stated that it
would not be possible to send information due to shortage of staff.

9.6  Airport Health Organisation, LG.I Airport, New Delhi has stated that
as their’s is a small organisation, it is not required.

9.7 . 3 Offices have mentioned that report in this regard will be sent after a
separate record room is set-up. These are :- Office of the Jute Commissioner,
Kolkata, Electronics Test and Development Centre, Bangalore and Regional
Vocational Training Institute for Women, Araimile, Tura (Meghalaya).

9.8 70 Offices which have sent "NIL’ reportate :- Ministries of

Parliamentary Affairs, Environment and Forests, Water Resources,
Department of Food and Public Distribution, Economic Affairs, Family
Welfare, Company Affairs, Chemicals‘and Petrochemicals, Administrative
Reforms and Public Grievances and Legislative Department, Director General,
Civil Aviation, Director General Supplies and Disposals, School of Foreign
Languages, Directorate General of Quality Assurance, Directorate of Statistics
and Intelligence (Central Excise and Customs), Zonal Councils Secretariat,
Coast Guard Headquarters, National Sample Survey Organisation, Town and
Country Planning Organisation and National Building Organisation all in New
Delhi; BCG Vaccine Laboratory and Commissioner of Central Excise and
Customs, Chennai-I, both in Chennai; Central Food Laboratory, Kolkata; Office
of the Custodian.of Enemy Property for India, Forward Markets Commission
and Port Health Organisation all in Mumbai; Directorate of Arecanut and
Spices Development, Calicut; Central Research Laboratory, Kasauli;
Directorate of Cashewnut and Cocoa Development and Chief Commissioner of
Income Tax, Kerala both in Cochin; Deputy Director General of Foreign Trade
and Regional Office (NEZ) of Ministry of Environment and Forests both in
Shillong; Joint Director General of Foreign Trade, Cuttack; Post Master
General, Gujarat Circle and Save Grain Campaign Office both in Ahmedabad;
Post Master General, Western region and Chief Commissioner of Customs and
Central Excise both in Coimbatore, Chief Post Master General, Orissa Circle
and Save Grain Campaign Office both in Bhubaneswar, Regional Centre for
Military Airworthiness HAL, Korwa (District Sultanpur) ; Indian Grain
Storage and Management Institute, Hapur; Proof and Experimental
Establishment, Chandipur (District Balasore); Regional Centre for Military
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Airworthiness (Helicopters), Chief Commissioner of Income Tax, Karnataka
~and Goa, Deputy Chief Labour Commissioner (C), Regional Vocational
Training Institute for Women and Branch Secretariat (Department of Legal
Affairs) all in Bangalore; Terminal Ballistics Research Laboratory, Chandigarh;
Official Liquidator (Rajasthan High Court), Electronics Test and Development
Centre and Vocational Centre for Handicapped all in Jaipur, Commissioner for
Central Excise and Customs, Model Vital and Health Statistics Unit and
Coaching-cum-Guidance Centre for Scheduled Castes/Scheduled Tribes all in
Nagpur; Office of the Customs and Central Excise Commissioner, Rajkot; Joint
Diector, Central Government Health Scheme, Jabalpur; Airport Health
Organisation, Tiruchirapalli; Regional Leprosy and Training Institute, Aska
(Dist. Ganjam); Senior Regional Director (Ministry of Health and Family
Welfare), Pune; Port Health Organisation, Mandapam Camp; Vallabhbhai
Patel National Police Academy and Nuclear Fuel Complex both in Hyderabad;
Central Institute of Indian Languages, Mysore; Coaching-cum-Guidance
Centre for Scheduled Castes/Scheduled Tribes, Jowai (Meghalaya); Regional
Welfare Commissioner, Allahabad; Advanced Training Institute (Director
General Employment and Training), Ludhiana; Registrar of Companies U.P.,
Kanpur and Lal Bahadur Shastri National Academy of Administration

Mussoorie.

9.9  Analysis of information received from 55 Public Sector Undertakings in
this regard is as under:-. In all 7 organisations have informed that they are
doing de-classification of files; 6 have replied that they follow their own
guidelines; 5 have reported that it is not applicable to them; one has sent vague
information, 5 have informed that they will be sending it in due course,
whereas "NIL information has been sentby 31 Public Sector Undertakings.

9.10  The 7 Public Sector Undertakings who have informed that they are
attending to job of de-classification of files are ;- Bharat Heavy Electricals Ltd.,
National Textile Corporation Ltd, and Broadcasting Corporation of India all in
New Delhi; Visakhapatnam Port Trust, Visakhapatnam; National Institute of
Hydrology, Roorkee; Indian Institute of Tropical Meteorology, Pune and
Murmugao Port Trust, Goa.

9.11 . The Pubhc Sector Undertakings who are following their own
procedure are:- Employees State Insurance Corporation; HUDCO and Council
of Scientific and Industrial Research, all in New Delhi; Chennai Port Trust
Chennai; Hooghly Dock and Port Engineers Ltd., Kolkata and Projects and
Development India Ltd, No1da :

932 The other category of Public Sector Undertakings which feel that it is
not applicable to them are:- Indian Farmers Fertilizers Corporation Ltd. and
Indian National Academy of Engineering, both in New Delhi ; Cotton
Corporation of India, Mumbai; Raman Research Institute, Bangalore and
Dredging Corporation of India Ltd, Visakhapatnam.

9.13 Software Technical Parks of India, Bangalore has informed that
classified records available with them can not be de-classified. -
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914 Hindustan PREFAB Ltd, New Delhi; Jawaharlal Nehru Port Trust and
Rashtriya Chemicals and Fertilizes Ltd, both in Mumbai; Hindustan Photo
Films Manufacturing Company Ltd;, Ootacumund and Jawaharlal Nehru
Centre for Advanced Scientific Research, Bangalore have informed that they
will be sending the information in-due course.

9.15 31 Public Sector Undertakings have forwarded ‘NIL’ information.
These are :- Airport Authority of India, Central Council of Indian Medicine,
University of Delhi, ERNET India, The Fertilizers Corporation of India Ltd.,
- National Capital Region Planning Board, National Council of Educational
Research and Training, all in' New Delhi; The Indian Science Congress
Association and Falta Export Processing Zone both in Kolkata, Mumbai Port
Trust, Hotel Corporation of India Ltd, Society for Applied Microwave
Electronics Engineering and® Research and International Institute for
Population Sciences all in Mumbai; Mineral Exploration Corporation Ltd, and
Central Board of Workers Education both in Nagpur; Institute of Wood,
Science and Technology, Central Power Research Institute, Jawaharlal Nehru
Centre for Advanced Scientific Research and Indian Academy of Sciences all in
Bangalore; International Advanced Research Centre for Powder Metallurgy
~and New Materials and Bharat Dynamics Ltd both in Hyderabad; Bhakra Beas
Management Board (Transmission System), Chandigarh; Electronics Research
and Development Centre of India, Thiruvananthapuram; Eastern Coal Fields
Ltd, Burdwan; North Eastern Regional Agricultural Marketing Corporation
Ltd, Guwahati; Hindustan Newsprint Ltd, Kottayam; Artificial Limb
Manufacturing Corporation of India, Kanpur; Central Electronics Ltd.,
Sahibabad; Tungabhadra Steel Products Litd, Tungabhadra Dam; Ganga Flood
Control Commission, Patna; and the National Academy of Sciences, India,
Allahabad.
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: : CHAPTER 10
DEFUNCT COMISSIONS/COMMITTEES

In purcuance of Section 3(2) (n) to be read with Section 6 (1) (1) of Public
Records Act, 1993, National Archives of India continued its efforts to gather
information in respect of transferring of records of defunct bodies with a view
to preserve them in a scientific manner and to make them available for
consultation to the researchers. Needless to mention here that the records of
such defunct bodies are very important as information contained therein will
be a source material for understanding the circumstances under which these
were set up and work accomplished by them. To collect information in this
regard, National Archives of India issued circular letter no. 16-12/2000 RM
dated 18% July 2000 to all record creating agencies. In all 158
Ministries/ Departments, Public Sector Undertakings etc have furnished
information. Of these 42 are Public Sector Undertakings, etc. Detailed
analysis of information received is indicated below:- \

10.1  Ministry of Water Resources, New Delhi has informed that records of
Advisory Committee for centrally sponsored programme are kept in their
custody. Ministry of Defence has informed that two committees i.e. Expert
Classification Committee and Special Surplus Disposal Committee have been
constituted by them, which have now become defunct. Office of the Deputy
Director General of Foreign Trade, Shillong has informed that records of the
Office of Assistant Chief Controller of Imports & Exports, Agartala had been
closed down but permission to transfer these records to Zonal Head Office,
Kolkata has been refused. BN

10.2  The following 108 offices have given NIL report. Ministries of :

Environment & Forests, Coal, External Affairs, Non-conventional Energy
Sources, Mines, Surface Transport, Railways, Departments of Administrative
Reforms and Public Grievances, Company Affairs, Secondary Education &
Higher Education, Legal Affairs, Women and Child Development, Family
Welfare, Economic Affairs, Food & Public Distribution, Supply, Chemicals
and Petro-Chemicals and Legislative Department, Fertilizers, Director General
Civil Aviation, Directorate General of Supplies and Disposals, Office of the
Controller General of Defence Accounts, Solid State Physics Laboratory, School
of Foreign Languages, Director General of Quality Assurances, Director
General, Income Tax (Investigation), Directorate of Statistics & Intelligence
(Central Excise and Customs) Town and Country Planning Organisation,
Airport Health Organisation, IGI Airport, Zonal Councils Secretariat,
Headquarters National Security Guard, Director General, Central Reserve
Police Force, Coast Guard Headquarters, Central Soils & Materials Research
Station, National Sample Survey Organisation (Field Operation Division)
Armed Forces Film and Photo Division and Planning Commission in all New
Delhi; Commissioner of Central Excise, Chennai-l and B.C.C Vaccine
Laboratory both in Chennai; Central Food Laboratory, Development
Commissioner for Iron and Steel, National Atlas and Thematic Mapping
Organisation and Office of Jute Commissioner all in Kolkata; Office of the
Custodian of Enemy Property for India, Forward Markets Commission, Office
of the Commissioner of Central Excise, Mumbai-II, Port Health Organisation,
Office of the Additional Director, Central Government Health Scheme,
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Electronics Regional Test Laboratory (West) and Central Board of Film .
Certification; all in Mumbai; Directorate of Arecanut and Spices Development,
Calicut Central Research Institute, Kasauli; Department of Space, Central
Institute of Coastal Engineering for Fishery, Electronics and Radar
Development Establishment, Regional Centre for Military Airworthiness
(Helicopters), Chief Commissioner of Income Tax, Karnataka and Goa,
Regional Vocational Training Centre for Women, Office of the Deputy Chief
Labour Commissioner (C) and Branch Secretariat (Department of Legal
Affairs) all in Bangalore; Directorate of Cashewnut and Cocoa Development
and Chief Commissioner of Income Tax, Kerala both in Cochin; Joint Director
General Foreign Trade, Cuttack, Office of the Post Master General, Goa
Region, Panaji, Chief Post Master General, Gujarat Circle and Save Gtain
Campaign Regional Office both in Ahmedabad; Post Master General, Western
Region, Coimbatore; Chief Post Master General, Orissa Circle, Save Grain
Campaign Office and Regional Office (Ministry of Non-Conventional Energy
Sources) all in Bhubaneswar; Indian Grain Storage and Management Institute,
Hapur, Regional Centre for Military Airworthiness, HAL Korwa (Distt),
Sultanpur; Proof and Experimental Establishment Chandipur,(Distt. Balasore);
Naval Science and Technical Laboratory, Visakhapatnam; Terminal Ballistics
Research Laboratory, Chandigarh; Naval materials Research Laboratory,
Anand Nagar (Distt Thane); Regional Office (Central Region) (Ministry of
Environment and Forests), Lucknow; Regional Oﬁffic»e' (North East Zone),
(Ministry of Environment and Forests) Shillong; Office of the Commissioner of
Customs and Central Excise Coimbatore; Official Liquidator (Rajasthan High
Court), Vocational Rehabilitation Center_for Handicapped, Electronics Test
and Development Centre, all in Jaipur; Commissioner of Central Excise and
Customs, Model Vital and Health Statistics Unit; Coaching-cum-Guidance
Centre for Scheduled Castes and Schédules Tribes and Indian Bureau of Mines,
both in Nagpur; Office of the Commissioner of Central Excise and Customs,
Raipur; Customs and Central Excise Commissionerate, Rajkot; Joint Director,
Central Government Health Scheme, Jabalpur; Airport Health Organisation,
Tiruchirapalli; Regional Office (Ministry of Health and Family Welfare),
Shimla; Regional Leprosy Training and Research Institute, Aska (Distt.
Ganjam); Port Health Organisation, Mandapam; Office of the Senior Regional
Director, (Ministry of Health and Family Welfare), Pune; Vallabhbhai Patel
National Police ‘Academy and Nuclear Fuel Complex both in Hyderabad;
Central Institute of Indian Languages, Mysore; Electronics Test and
Developﬁient Centre, Mohali; Regional Welfare Commissioner, Allahabad;

- Coaching-Cum-Guidance Centre for Scheduled Castes/Scheduled Tribes,
Jowai (Meghalaya); Director General, Mines Safety Dhanbad; Regional
Vocational Training Institute for Women, Araimile Tura (Meghalaya);
Advanced Training Institute (Director General of Employment & Training)
Ludhiana; Registrar of Companies, U.P. Kanpur; Lal Bahadur Shastri National
Academy of Administration, Mussoorie; Survey of India, Dehra Dun and
Commissioner of Railway Safety, Lucknow. '

- 103 Save Grain Campaign Office, Jaipur; Instruments Research and
Development Establishment, Dehra Dun; Snow and Avalanche Study
Establishment, Chandigarh have informed that their Headquarters Office
should be approached as all policy matters are being dealt by them.
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104  College of Defence Management, Secunderabad has informed that
records held by their Organisation are of sensitive nature and may not be for
public information, whereas Electronics Test and Development Centre,
Bangalore has intimated that the information will be sent as soon as a separate
Record Room is set up. '
£ o &

105 As regards Public Sector Undertakings 42 Organisations have
furnished information, out of which 38 have furnished "NIL" information.
These are:- Council of Scientific and Industrial Research; Airports Authority of
India, Hindustan PREFAB Ltd; Central Council of Indian Medicine; University
of Delhi; ERNET .India; Bharat Heavy Electrical Ltd; National Textile
‘ Corporation; National Building Orga_m'sation; The Fertilizers Corporation of
India Ltd; Indian Farmers Fertilizers Corporation Ltd, and Indian National
Academy of Engineering all in New Delhi; Madras Dock Labour Board,
Chennai; The Indian Science Congress Association, Kolkata,© Cotton
Corporation of India; International Institute for Population Science, Jawaharlal
Nehru Port Trust, Mumbai Port Trust and Rashtriya Chemicals and Fertilizers
Ltd. all in Mumbai; Central Board for Workers Education ‘and Mineral
Exploration Corporation Ltd., both in Nagpur; Software Technology Parks of
India, Jawaharlal Nehru Centre for Advanced Scientific Research, Indian
Academy of Science and Raman Research Institute, all in Bangalore;
Tungabhadra Steel Products, Tungabhadra-Dam; North Eastern Regional
Agricultural Marketing Corporation, Guwahati; Hindustan Photo Films
Manufacturing Company Ltd., Ootacomund; Hindustan Newsprint Ltd.,
Kottayan; Artificial Limbs Manufagtutmg Corporation of India, Kanpur;
Central Electronics Ltd. Sahibabad’,f f\(i'sakhapamam Port Trust and Dredging
Corporation of India Ltd. both ‘in Visakhapatnam; National Institute of
Hydrology, Roorkee; Ganga Flood Control Commmission, Patna; Indian
Institute of Tropical Meteorology, Pune; The National Academy of Sciences
India, Allahabad and Bharat Dynamics Ltd, Hyderabad.

10.6  Employees State” Insurance Corporation and HUDCO both in New

Delhi; Chennai Port Trust, Chennai; and Hooghly Dock and Port Engineers
Ltd., Kolkata have informed that they are following their own procedure.
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CHAPTER 11

ACTION INITIATED BY RECORDS CREATING AGENCIES ON
APPRAISAL OF NON-CURRENT RECORDS

Appraisal of Non-Current records-  of . the Ministries/
Departments/Offices/ Public Sector Undertakings in collaboration with the
National Archives of India, is a statutory requirement as stipulated under
Section 6 (1) (c) of the Public Records Act, 1993 as it helps in saving precious
shelf space by destroying records of ephemeral value. Further, on the one
hand shelf space thus created can be utilized for storing fresh accrual of
records, on the other hand, records of permanent nature could be transferred
to the Archival repository for permanent preservation. The N ational Archives
of India has been making its utmost efforts to guide and advise the records
creating agencies on this aspect and a circular letter No.16-12/2000-R.M dated
18t July 2000 was issued to all records creating agencies seeking information
on this subject. The information thus received would also help. the National
Archives of India to chalk out its programme for appraisal of such records. In
response to the said circular, 99 Ministries/ Departments/Offices have
furnished information. Out of these 28 offices have informed that they are
appraising their 25 years old records in consultation with National Archives of
India, whereas 49 have sent *NIL’ reports. 18 offices have reported that said
procedure is not applicable to them and 4 haye given vague replies. The
analysis of information received is detailed below:- s

11.1 28 Ministries/ Departments/ Offices have informed that they have non-
current records which have been appraised by them in consultation with
National Archives of India. These “are:.- Ministries of Coal, Defence,
Environment and Forests, External Affairs, Parliamentary Affairs, Railways,
Surface Transport and Water Resources; Departments of Economic Affairs,
Food and Public Distribution, Fertilizers and Secondary Education and Higher
Education, Planning Commission and Office of the Directorate General,
Central Reserve Policer Force all in New Delhi; Office of
the Commissioner of Central Excise Chennai-I, Chennai; National Atlas and
Thematic Mapping' Organisation, Kolkata; Office of the Commissioner of
Central Excise, Central Board of Film Certification and Port Health
Organisation all in Mumbai; Save Grain Campaign Office, Ahmedabad; Branch
Secretariat (Department of Legal Affairs), Bangalore; Office of the
Commissioner of Customs and Central Excise, Coimbatore; Surveyor General’s
‘ Office, Dehra Dun; Directorate General of Mines Safety, Dhanbad; The Post
Master General, North Karnataka Region, Dharwad; Office of the
Commissioner of Central Excise and Customs, Nagpur; Lal Bhadur Shastri
National Academy of Administration, Mussoorie and Airport Health
Organisation, Tiruchirapalli. ‘

112 49 Offices which have given "NIL' reports are as under:- Ministries of
Health and Family Welfare and Urban Development and Poverty Alleviation,
Directorate General of Quality Assurance, Coast Guard Headquarter;
Directorate of Statistics and Intelligence, (Central Excise and Customs), Office
. of the Director General of Income Tax (Investigation), Headquarters, National
Security Guard, Official Language Wing (Legislative Department), National
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Sample Survey Organisation, Armed Forces Film and Photo Division and
School of Foreign Languages all in New Delhi and Solid State Physics
Laboratory, Delhi; Office of the Development Commissiqner for Iron and Steel,
Office of the Jute Commissioner and Central Food Laboratory all in Kolkata; =
Office of the Custodian of Enemy Property for India, Forward Markets
Commission, Office of the Commissioner of Central Excise and Customs and
Electronics Regional Laboratory all in Mumbai; The Chief Post Master General,
Gujarat Circle, Ahmedabad; Office of the Welfare Commissioner, Allahabad,;
Office of the Deputy Chief Labour Commissioner (Ceriral), Regional Centre
for Military Airworthiness (Helicopters), Regional Vocational Training
Institute for Women and Central Institute of Coastal Engineering for Fishery
all in Bangalore; Proof and Experimental Establishment, Chandipur (Dist.
Balasore); Save Grain Campaign Office, Bhubaneswar; The Post Master
General (Western Region), Coimbatore; Office of the Joint Director General of
Foreign Trade, Cuttack; Regional Office (NEZ) of Ministry of Environment and
Forests, and Terminal Ballistics Research Laboratory both in Chandigarh;
Office of the Chief Commissioner of Income Tax, Karpataka and Goa,
Bangalore, Nuclear Fuel Complex, Hyderabad; Vocation: | Rehabilitation
Centre for Handicapped, Jaipur; Central Research [nstitute, Kasauli;
Directorate of Arecanut and Spices Development, Calicut ; Advanced Training
Institute (DGE&T), Ludhiana; Electronics Test_and Development Centre,
Mohali; Regional Vocational Training Institute for Women, Araimile, Tura
(Meghalaya), Office of the Commissioner of Central Excise and Customs and
Indian Bureau of Mines both in Nagpur; Port Health Organisation, Mandapam
Camp; Central Institute of Indian Lah@igages, Mysore; Regional Leprosy
Training and Research Institute, Aska (Distt Ganjam); Office of the Post Master
General, Goa Region, Panaji; Office of the Commiissioner of Central Excise and
Customs, Raipur; Customs and Central Excise Commissionerate, Rajkot;
Regional Office (Ministry of Ith and Family Welfare), Shimla; Regional
Centre for Military Airworthiness, HAL, Korwa (Dist.Sultanpur); Naval
Materials Research Laboriiéi“jr, Anand Nagar (Dist. Thane) and Naval Science
- and Technical Laboratory, Visakhapatnam.

ave informed that this aspect is not applicable to them.
Departments of Administrative Reforms and Public Grievances
and Supply, Directorate General of Supplies and Disposals, Office of the
Controller General of Defence Accounts, Town and Country Planning
Organisation and Zonal Councils Secretariat {Ministry of Home Affairs), all in
New Delhi. BCG vaccine Laboratory, Chennai; Office of the Additional
Director, Central Government Health Scheme, Mumbai; Electronics and Radar
Development Establishment, Bangalore; Regional Office of Ministry of Non-
Conventional Energy Sources, Bhubaneswar; Directorate of Cashewnut and
Cocea Development, Cochin; Indian Grain Storage Management and Research
Institute, Hapur; Electronics Test and Development Centre, Jaipur; Office of
the joint Director, Central Government Health Scheme, Jabalpur; Regional
Office (Central Region) (Ministry of Environment and Forests), Lucknow;
Coaching-Cum-Guidance Centre for Scheduled Castes/Schedules Tribes,
Nagpur; Office of the Senior Regional Director (Ministry of Health and Family
Welfare), Pune and Office of the Deputy Director Genral of Foreign Trade,
Shillong. =
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114 4 Offices which have furnished vague replies are: Office of the Director
General of Civil Aviation and Airport Health Organisation both in New Delhi;
Office of the Registrar of Companies, U.P, Kanpur and Office of the Chief
Commissioner of Income Tax, Kerala, Cochin.

11.5  In all 45 Public Sector Undertakings have furnished information out of
which 8 have furnished the desired information, 31 have sent “NIL!
inf,ofmaﬁon, whereas 6 have reported that they are following their own
procedure.

116 8 Organisations which have furnished desired information are
mentioned below:- Hindustan PREFAB Limited and Fertilizers Corporation of
India both in New Delhi, Cotton Corperation of India Ltd, Mumbai; Hindustan
Photo Films Manufacturing Company Ltd., Ootacamund; Mineral Exploration
Corporation Ltd., Nagpur; National Institute of Hydrology Roorkee; Indian
Academy of Sciences, Bangalore and Dredging Corporation of India,
Visakhapatnam. .

11.7 31 Public Sector Undertakings have sent *NIL’ information. These are:-
Airport Authority of India, Central Council of Indian Medicine, University of
Delhi, ERNET India, Bharat Heavy Electricals Ltd., National Textile
Corporation Ltd., National Building Organisation, Indian Farmers Fertilizers
Corporation Ltd and Indian National Academy of Engineering all in New
Delhi; The Indian Science Congress Association;, Kolkata; Rashtriya Chemicals
and Fertilizers Ltd., International Institute for Population Sciences, Jawaharlal
Nehru Port Trust and Mumbai Port Trust all'in Mumbai; Software Technology
Parks of India, Raman Research Institute and Jawaharlal -Nehru Centre for
Advanced Scientific Research, all in Bangalore; North Eastern Regional
Agricultural Marketing Corporation Ltd., Guwahati; Hindustan Newsprint
Limited, Kottayam; Bharat Dynamics Ltd., Hyderabad; Artificial Limbs .
Manufacturing Corporation of - India, -Kanpur; Central Electronics Ltd.,
Ghaziabad; Centre for Materials for Electronics Technology and Institute of
Tropical Meteorology both in Pune; Central Board for Workers Education,
Nagpur; Tungabhadra Steel Products Ltd, Tungabhadra Dam; Visakhapatnam
Port Trust, Visakhapatnam; Ganga Flood Control Commission Patna; Projects
and Development India Ltd., Noida; The National Academy of Sciences India,
Allahabad; and Murmugao Port Trust, Goa.

11.8  There is yet another category of 6 Public Sector Undertakings which
have informed that they are following their own system. These are: -
Employees State Insurance Corporation, Council of Scientific and Industrial
Research and HUDCO all in New Delhi; Chennai Port Trust and Madras Dock
Labour Board both in Chennai; and Hooghly Dock and Port Engineers Ltd.,
Kolkata. ‘ s
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CHAPTER 12
ORGANISATIONAL HISTORY

Taking into consideration Section 6 (1) (i) of the Public Records Act
‘which stipulates that each records creating agency shall compile its
Organisational History as it is an essential tool for having proper appreciation
of the nature of records generated by it over the years. This write-up should
include the information about its setting up, functions, growth of different
wings, divisions, etc. National Archives of India accordingly issued Circular
letter n0.16-13/2000-RM  dated 15 November, 2000 to all
Ministries/ Departments/Offices / Public Sector Undertakings etc requesting
them to furnish the information in regard to the action taken by them during
the year 1999 for compiling their Organisational Histories. Obviously,
preparation of such a write up will make it easy to trace the growth of a
particular records creating agency, change of functions and consequent growth
of records created by them. It helps the officials of National Archives of India
- In appraisal exercise as after having better understanding of theactivities of a
particular Ministry/Department/Public Sector Undertaking it becomes easier
to finalise the retention period of different groups of records.

In response to the above said “circulars, 164 Ministries, etc have
responded. ~ Out of these, 100 Organisations have furnished their
organisational history, which are being studied to understand the growth of
those organisations from time to time. 46 records creating agencies have sent
"NIL" report, whereas other 18 Organisations have given different replies. 83
Public Sector Undertakings have also “furnished information in this regard.
The analysis of the data is given below:=

121. In this connection, 100-Organisations have furnished organisational
histories. These are:- Ministries of Civil Aviation, Coal, Environment and
Forests, External Affairs, Parliamentary Affairs, Railways, Water Resources
and Departments of: Administrative Reforms and Public Grievances,
Chemicals and Petrochemicals, Economic Affairs, Family Welfare, Director
General of Civil Aviation, Directorate General of Supplies and Disposals,
Armed Forces Film and Photo Division, Zonal Councils Secretariat, Directorate
of Revenue .Ihteﬂigence, Central Herd Registration Unit, Office of the Joint
Secretary-(Training) and Chief Administrative Officer (Ministry of Defence),
Central Pension Accounting Office, National Sample Survey Organisation,
Planning Commission, Publications Division, Armed Forces Medical Services
~and ‘Lady Reading Health School all in New Delhi; Commissionerate of
Central Excise and Customs, Chennai I, Chennai; Central Food Laboratory,
National Atlas and Thematic Mapping Organisation, Coaching-Cum-Guidance
Centre for Scheduled Castes/Scheduled Tribes, Port Health Organisation,
Office of the Jute Commissioner, Anthropological Survey of India and
Development Commissioner for Iron and Steel all in Kolkata; Forward Markets
Commission, Port Health Organisation, Regional Directorate of
Apprenticeship Training, Competent Authority, Smugglers and Foreign
Exchange Manipulators Forfeiture of Property Act, 1976, Airport Health
Organisation, Vocational Rehabilitation Centre for Handicapped, All India
Institute of Physical Medicine and Rehabilitation, Central Board for Workers
Education, Office of the Commissioner of Customs and Air Cargo all in
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Mumbai; Central Institute of Coastal Engineering for Fishery, Regional
Vocational Training Institute for Women, Branch Secretariat (Department of
Legal Affairs), Standardisation, Testing and Quality Certification, Regional
Office (Southern Zone) (Ministry of Environment and Forests), Central Excise
Commissionerate and National Tuberculosis Institute, all in Bangalore;
Directorate of Arecenut and Spices Development, Calicut; Directorate of
Cashewnut and Cocoa Development and Central Drugs Standard Control
Organisation both in Cochin; Indian Grain Storage and Management Institute,
Hapur; Terminal Ballistics Research Laboratory, Labour Bureau, Northern
Regional Office (Ministry of Environment and Forests) and Central Excise
Commissionerate-1I all in Chandigarh; Regional Office (Central Region)
(Ministry of Environment and Forests) and National Research Laboratory for
Conservation of Cultural Property both in Lucknow; Office of the
Commissioner of Central Excise and Customs, Indian Bureau of Mines,
National Civil Defence College, Central Government Health Scheme, Pre-
Investment Survey of Forest Resources, Department of Explosives and
Coaching-Cum-Guidance Centre for Scheduled Castes/Scheduled Tribes all in
Nagpur; Electronics Test and Development Centre, Mohali; Directorate
General of Mines Safety, Dhanbad; Survey of India and Advanced Training
Institute for Electronics and Process Instrumentation both in Dehra Dun; Office
of the Director of Income Tax (Investigation), Central Poultry Breeding Far,
Chief Post Master General, Orissa all in Bhubaneswar; Official Liquidator
(High Court of M.P) Indore; Regional Vocational Training Institute for
Women, Araimile Tura, (Meghalaya); Commissionerate of Central Excise &
Customs and its field office, Coimbatore: Regional Station for Forage
Production and Demonstration, Gandhinagar; Sardar Vallabhbhai Patel
National Police Academy and Nuclear Fuel Complex both in Hyderabad;
National Film Archives of India, Commissioner of Central Excise, Pune-I and
Office of the Senior Regional Director (Ministry of Health and Family Welfare)
all in Pune; Regional Leprosy Training and Research Institute, Aska (District
Ganjam); Central Drugs Standard Control Organisation (North Zone),
Ghaziabad; Central Cattle Breeding Farm, Chiplima, (District Sambalpur);
Directorate of PulsesDevelopment, Bhopal; Regional Vocational Training
Institute for Women, Directorate of Millet Development and Coaching-Cum-
Guidance Centre for Scheduled Castes/Scheduled Tribes all in Jaipur; Central
Drugs Standard Control Organisation, Vocational Rehabilitation Centre for
Handicapped both in Patna; Office of Assistant Labour Commissioner and
Directorate of Plant Protection, Quarantine and Storage both in Faridabad;
Central, Excise and Customs Commissionerate, Vadodara; Office of the Post
Master General, Aurangabad Division, Aurangabad; Regional Station . for
Forage Production and Demonstration, Srinagar (J&K); North Eastern Council,
Shillong; Coaching-Cum-Guidance Centre for Scheduled Castes/Scheduled
Tribes, Jowai (Meghalaya); Port Health Organisation Kandla, Kandla Port
(Kutch) and Regional Station for Forage Production and Demonstration, Palaj
(Gandhinagar).

12.2. 46 records creating agencies which have furnished "NIL’ information
are as follows:- Legislative Department, Departments of Company Affairs,
Secondary & Higher Education, School of Foreign Languages, Director
General, Income Tax (Investigation), Directorate of Statistics and Intelligence
(Central Excise and Customs), Town and Country Planning Organisation,
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Airport Health Organisation, Coast Guard Headquarters, Office of the
Controller General of Defence Accounts and Director General of Quality
Assurance all in New Delhi; Office of the Commissioner of Central Excise
Chennai-I and B.C.G. Vaccine Laboratory both in Chennai; Office of the Jute
Commissioner, Kolkata; Office of the Custodian of Enemy Property for India,
Office of the Commissioner of Central Excise and Customs, Mumbai-I and
Electronics Regional Test Laboratory (West) all in Mumbai; Central Research
Institute, Kasauli, Post Master General Goa Region, Panaji; Chief Post Master
General, Gujarat Circle, Ahmedabad; Post Master General (Western Reg;ion),
Commissioner of Customs and Central Excise, both in Coimbatore, Regional
Center for Airworthiness, HAL Korwa (Dist. Sultanpur); Regional Centre for
Military Airworthiness (Helicopters) and office of the Chief Commissioner of
Income Tax, Karnataka & Goa; Electronics and Radar Development
Establishment all in Bangalore; Regional Office (North-East Zone) Ministry of
Environment & Forests, Regional Office (North East Zone) (Ministry of Health .
and Family Welfare) and Deputy Director General of Foreign Trade all in
Shillong; Office of Official Liquidator (Rajasthan High Court); Electronics Test
and Development Centre and Vocational Rehabilitation Centre for
Handicapped all in Jaipur; Office of Commissioner of Central Excise and
Customs, Raipur; Customs and Central Excise Commissionerate, Rajkot; Joint
Director, Central Government Health Scheme, Jabalpur, Airport Health
Organisation, Tiruchirapalli; Model Vital and Health Statistics Unit, Coaching-
Cum-Guidance Centre for Scheduled Castes/Scheduled Tribes both in
Nagpur; Coaching-Cum-Guidance Centre for Scheduled Castes/Scheduled
Tribes, Jowai (Meghalaya); Advanced Tralmng Institute (Director General of
Employment and Training), Ludhiana; Regional Office (Ministry of Non-
Conventional Energy Sources), Bhubaneswar; Lal Bahadur Shastri National
Academy of Administration, Mussoorie; Office of the Senior Regional Director

- (Ministry of Health and Family Welfare) Pune; Port Health Organisation,
Mandapam; Vallabhbhai Patel National Police Academy, Hyderabad and
Central Institute of Indian Languages, Mysore.

123  Departments of Supply and Food & Public Distribution both in New
Delhi, Save Grain Campaign Office, Bhubaneswar have informed that
organisational history is reflected in their annual report. National Science and
Technical Laboratory, Visakhapatnam has informed that Organisational
history istincluded in their souvenir. Office of the Joint Director General
Foreign Trade, Cuttack; Save Grain Campaign Regional Office, Ahmedabad
and Regional Leprosy Training and Research Institute, Aska (Distt Ganjam);
Deputy Chief Labour Commissioner, Bangalore have informed that as their
offices are small (field and zonal offices)it is not necessary to compile
organisational histories. Save Grain Campaign Office, Jaipur has conveyed
that all such policy matters and important decisions are taken by the Ministry,
Proof and Experimental Establishment, Chandipur (Dist. Balasore) have
reported that information is being collected and organisational history will be
prepared. Instrument Research and Development Establishment, Dehra Dun
and Naval Materials Research Laboratory, Anand Nagar (Dist. Thane) have
intimated that information may be obtained from their headquarters. Solid
State Physics Laboratory, New Delhi has stated that they could not prepare
organisational history as their establishment came into existence only in 1964.
Chief Commissioner of Income Tax, Kerala, Cochin has commumcated that
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they are unable to furnish Organisational history due to shortage of staff.
Additional Director, Central Government Health Scheme, Mumbai and
National Security Guard Headquarter, New Delhi have mentioned that
information being of secret nature can not be divulged. Regional Vocational
Training Institute for Women, Araimile Tura (Meghalaya) has informed that
due to shortage of staff this job was not being done. Electronics Test and
Development Centre, Bangalore has stated that this job will be taken up after
separate Record Room is set up.

124. =59 - Public:: Sector Undertakings have furnished copies of their
organisational histories. These are:- Central Council of Indian Medicine, The
Fertilizers Corporation of India, Hindustan PREFAB Ltd, National Building
Organisation, Rashtriya Sanskrit Sansthan, Federation of Indias Export
Organisation, Rashtriya Ayurveda Vidyapeeth, Hindustan Fertilizers
Corporation, The State Trading Corporation of India Ltd., The Sports Goods
Export Promotion Council, National Book Trust of India, Central Council for
Research in Homeopathy and National Institute of Social Defence all in New
Delhi; National Institute of Port Management, Chennai; The Indian Science
Congress Association, Burn Standard Co. Ltd., and Calcutta Dock Labour
Board, all in Kolkata; National Institute of Industrial Engineering, The
Synthetic And Rayon Textile Export Promotion Council, The Bombay Textile
Research Association , Hindustan Organic Chemicals Ltd., Indian Institute of
Technology, Government of India Tourist Office, Cotton Corporation of India
Ltd., and Minor Port Survey Organisation all in Mumbai; Raman Research
Institute, Indian Academy of Sciences, Bharat Earth Movers Ltd., Spice Trading
Corporation, Software Technology Parks of India, Central Poultry Training
Institute and Foreman Training Institute all in Bangalore; Central Board for
Workers Education and National Fire Service College both in Nagpur;
Hindustan Newsprint, Kottayam; National Institute of Financial Management,
Faridabad; National Fertilizers Ltd., Noida; Man Made Textile Research
Association, Surat; Hindustan Shipyard Ltd., Visakhapatnam Port Trust,
Dredging Corporation of India Ltd., all in Visakhapatnam; Artificial Limbs
Manufacturing Corporation of India Kanpur; Central Electronics Etd
Sahibabad U.P; Centre for materials for Electronics Technology and Indian
Institute of “Tropical Meteorology both in Pune; National Institute of
Hydrology, Roorkee; Ganga Flood Control Commission, Patna, Indian
Medicines Pharmaceutical Corporation Ltd., Ramnagar; Indian Institute of
Management, Ahmedabad; Goa Shipyard Limited, Goa; Technical Teachers
Training Institute, Chandigarh and Bhopal; Regional Engineering College
Kurukshetra, North Eastern Region Farm Training and Testing Institutes,
Sonitpur (Assam) Centre for materials for Electronics Technology Thrissur,
Indian Council of Forestry Research and Education, Dehra Dun; Hindustan
Photo Films Mémufacturing Company Ltd., Ootacamund; Office of the
General Manager Telecom, Calicut and Heavy Engineering Corporation Ltd.,
Ranchi. - :

125 7 Public Sector Undertakings have replied that they will be compiling it
in due course. These are:- University of Delhi, Indian National Academy of
Engineering and National Textile Corporation all in New Delhi; Mumbai Port
Trust, Mumbai, Jawahar Lal Nehru Centre for Advanced Scientific Research,
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' Bangalore; Mineral Exploratxon Corporatlon Ltd., Nagpur and Mormugao Port
- Trust, Goa

12.6 .- There is yet another group of 12 Public Sector Undertakings who have
given  "NIL’' information. = These are:- National Cooperation Housing
Federation of India, Airport Authority of India, ERNET India, Bharat Heavy

! Electricals Ltd., all in New Delhi, Project and Development India Ltd., Noida;
Madras Dock Labour Baord, Chennai; 'Hooghly Dock and Port Engineers Ltd.,
Kolkata; Jawaharlal Nehru Port Trust and International Institute for
Population Science both in Mumbai; Tungabhadra Steel Products Ltd.,
'Tungabhadra Dam, North East Regional Agricultural Marketing Corporation
Ltd Guwahatl and Bharat Dynanucs Ltd., Hyderabad

)

12 7 Employees State Insurance Corporatron, HUDCO, Indian Farmers
 ‘Fertilizers Corporation Ltd., and Council of Scientific and Industrial Research
all in New Delhi and Chennai Port Trust, Chennai have informed that they are

followmg their own manual
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- CHAPTER 13

MICROFILMING OF A’ CATEGORY RECORDS

Further to what has already been reported in my previous report, it
may be mentioned here that National Archives of India continued its action in
regard to the microfilming of *A’ Category records lying in the custody of the
records creating agencies during the period under report. Keeping in view the
importance of the subject, Secretary, Culture, Government of India addressed a
D.O letter No.16-6/99-R.M dated 16t June, 1999 to 25 Secretaries of the
Ministries/ Departments of the Government of India from whom the reply was
still awaited. ~Consequently, 18 Ministries/ Departments out of the 25
Ministries/ Departments have furnished replies during the period under
report. Out of these 4 Organisations have informed that they do not have A’
category records, 6 have reported that action is being taken to identify such
records, 4 have intimated that the work of microfilming of their A’ category
records has already been completed with the help of National Archives of
India, one organisation has sought clarification on this aspect, one has given
reply that all records of permanent nature have been transferred to National
Archives of India, while 2 Organisations have intimated that their Headquarter
Office may be approached for seeking information. The detailed analysis of
information is given below :-

13.1  Ministries of Food Processing Industries and Petroleum and Natural
Gas and Departments of Women and Child Development and Science and
Technology all in New Delhi have reported that they do not have “A’ category
records.

13.2 6 Organisations have reported that action is being taken to identify
such records, which are to be microfilmed. These are:- Ministries of Coal,
Mines, Textiles, Urban Development and Social Justice and Empowerment and
Department of Posts all in New Delhi.

133 4 Ministries/Departments etc have informed that the work of
Microfilming of *A’ category records has already been completed with the help
of National. Archives of India. These are: Ministries of Environment and
Forests and Power, Department of Telecommunications and Planning
Commission, all in New Delhi.

134  Department of Industrial Policy and Promotion, New Delhi has sought
clarification regarding the microfilming of Pay Bill Registers as the retention
period for such registers is 35 years.

135  Ministry of Information and Broadcasting, New Delhi has given reply

by stating that all permanent records have been transferred to the National
Archives of India.
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CHAPTER 14
APPRAISAL OF NON-CURRENT RECORDS

As per Section 3(2) (b) of the Public Records Act, 1998 to be read with
Rule 5 of the Public Records Rules, 1997 the Director General of Archives has
been empowered to undertake the appraisal of records and also accept for
deposit records of permanent nature from the records creating agencies.
Likewise, Section 6(1) (c) of the Public Records Act, 1993 also made the
Departmental Records Officer responsible for appraisal of Public Records
which are more than twenty five years old in association with the National
Archives of India so as to ensure that public records of permanent value are
not weeded out. This exercise on the one hand helps in weeding out records of
ephemeral nature which results in saving of valuable shelf space and cost of
maintenance of records housed in various records rooms of the Government of
India and on the other ensures in selecting the records of permanent nature
which are to be transferred to the National Archives of India for permanent
preservation.

141  During the period under report, National Archives of India including
the Records Centres, in all, appraised 52,229 files, out of which 14,371 files
were recommended for retention and 37,858 for destruction. Thus, resulting in
saving of Rs. 37,858/~ per annum on the up-keep of records. The details are
given below:- -
142 45,949 records were appraised by the Officers of the National Archives
of India of 24 Organisations, out of which 13,116 files were recommended for
retention and 32,833 files for destruction. These pertain to Prime Minister’s
Office (1949-1965), Ministry of Civil Aviation (1952-1974), Ministry of
Chemicals and Fertilizers (1950-1975), Ministry of Communications (1964-75),
Ministry of Defence (1945-1974), Ministry of Environment and Forests (1959-
1975), Ministry of Home Affairs (1953-1974), Ministry of Information and
Broadcasting (1973-1974), Ministry of Surface Transport (1949-1975), Ministry
of Railways (1934-74), Ministry of Water Resources (1956-75) Department of
Expenditure (1968-74), Department of Company Affairs (1937-75), Department
of Food and Civil Supplies (1956-75), Department of Heavy Industry (1964-74),
Department of Industrial Policy and Promotion (1951-75), Department of
Official Language (1958-74), Department of Science and Technology (1948-71),
Department . of Supply (1959-75) Air Headquarters (1953-74)and
Archaeological Survey of India (1929-74) all in New Delhi; Central Board of
Film Certification, Mumbai (1951-74), Instruments Research Development
Establishment (Ministry of Defence), Dehra Dun (1955-75) and Central Excise
Commissionerate, Chandigarh (1947-74).

143  Similarly, a joint team comprising of the officers of the headquarters as
also National Archives of India Record Centre, Pondicherry has appraised
5213 files (1910-74), of the Office of the Commissioner of Customs, Chennai,
out of which 1172 files were marked for retention and 4041 destruction.
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CHAPTER 15
REFERENCE MEDIA :

Section 3(2) (e) of the Public Records Act, 1993, stipulates about the
preparation of inventories, indices, catalogues and other reference media of
public records so as to facilitate quick retrieval of information by their users.
Needless to mention here that records serve as the memory of an organisation
which contain wisdom of the past and help in taking decisions and

formulating future policies for the smooth functioning of an organisation.

Hence, preparation of reference is an important administrative tool which

needs to be undertaken by each and every organisation. Accordingly, the
National Archives of India continued its effort to prepare suitable reference
media for the records. The details of the progress made in this regard is given
below:-

151  Volume 3.4 of the Project Guide to the Sources of Asian History was
completed and sent to the press for printing. ;

152  As regards Volume 3.5 of the above project material received from
Arunachal Pradesh, Nagaland, Mizoram and Punjab State Archives for
inclusion in the said Volume was examined and the respective State Archives
were requested to furnish some more details. Besides, the write-ups on the
record holdings of the State/Union Territory Archives of Haryana, Jammu &
Kashmir, Karnataka, Sikkim, Meghalaya, Chandigarh and Pondicherry were
also compiled for the said Volume.

15.3  Besides, the National Archives of India, Record Centre, Bhubaneswar
prepared a subject list of 114 files of private collection of Shri Manmohan
Choudhary (1961-65) and 45 lease documents of Shri S.N.Dvedy (1971-77).

154 - As mentioned in my earlier report regarding the scheme for
computerisation of the reference media to records available in the National
Archives of India, I am pleased to place on record that the data-entry of Home
Political 1907-1947 (21,369 records) and Home Public 1747-1800 (1,12,188
records) has been completed. Besides data entry in respect of Home Public
1801-1859 was‘taken up and it is in progress.

15.5 Aé regards validation of records, the work in respect of Home Political

records is in progress. During the period under report, 4552 records were
validated. -
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CHAPTER 16
ACCESSIONS/ACQUISITIONS

As per Section 3 (2) (b) of the Public Records Act, 1993 the Director
General, National Archives of India is empowered to accept public records of
permanent nature from all the records creating organisations falling within the
gamut of the said Act. Likewise, Section 11(1) of the said Act also stipulates
about the accessioning of any record of historical or national importance from
any private source by way of gift, purchase or otherwise. Keeping in view the
above said provisions, the National Archives of India acquired the following
series of records as well as private papers during the period under report:-

16.1  As regards accessioning of public records, 788 files of Prime Ministet’s
Office (1948-72), 246 files of Ministry of Chemicals and Fertilizers (1953-72),
507 files of Ministry of Finance (1927-69), 452 files of Ministry of Information
and Broadcasting (1933-71), 30 files of Ministry of Home Affairs (1972), 718
files of Ministry of Surface Transport (1938-70), 664 files of Ministry of
Commerce (1953-74), 2 files of Ministry of Parliamentary Affairs (1966) were
accessioned. Besides, Constitution of Jammu & Kashmir ((Twenty Eighth
Amendment) Bill, 1999 assented by the President was also accessioned.

162 In addition to above National Archives of India, Record Centre,
Pondicherry accessioned, 1172 files of the Office of the Commissioner of
Customs (1910-74), Chennai and 836 files of the Assistant Commissioner of
Central Excise (1943-74), Guntur. Similarly, National Archives of India, Record
Centre (Eastern zone) Bhubaneswar also accessioned 231 files from the office
of the Chief Post Master General, Orissa Circle, Bhubaneswar (1900-74).

16.3  National Archives of India also continued its efforts to acquire private
records of eminent Indians and records of Indian interest from abroad. In this
regard 43 pages pertaining to the year 1970 regarding grant of political pension
to Ms.Meera Behn and on other ancillary subjects, ten boxes of hand written
index cards of late Shri P.C.Jain covering the period 1900-1947 with gaps on
the subjects related to jails, army revolution, Indian States, Quit India
Movement, revolutionary activities in India etc. were accessioned.

16.4  Further, under the programme of acquisition of records/microfilm rolls
of Indian interest from abroad, 9 microfilm rolls covering the period 1943-47 of
Lord Wavell Papers regarding Wavell’s correspondence with Secretary of State
of State for India, discussions on political situation, telegrams from
M.K.Gandhi to Viceroy and Viceroy to M.A.Jinnah, Notes of important
interviews by Lord Wavell, Notes regarding Punjab problem, All India
Scheduled Castes Federation have been purchased from British Library,
London. Similarly, another 14 microfilm rolls covering the period the period
1947-52 of Dominion Office series 35 regarding Indian Foreign Policy,
Telegrams from Commonwealth Relations Office, Correspondence between
Pt.Jawaharlal Nehru and Atlee on the Indian Constituent Assembly and Privy
Council etc have also been purchased from Public Records Office, London.
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3 CHAPTER 17

VETTING OF RETENTION SCHEDULES FOR RECORDS

Section 6 (1) (e) of the Public Records Act, 1993 provides that the
Records Officer shall be responsible for compilation of Records Retention
Schedules in consultation with the National Archives of India. These Records
Retention Schedules are also required to be revised once in five years with a
view to accommodate new Subject Heads which might have been added due
to the changing and expanding activities of the concerned records creating
agencies during the span of preceding five years. Keeping this in view,
National Archives of India has vetted records retention schedules of
substantive functions of 25 Ministries/ Departments/Offices during the period
under report. Information in detail is indicated below:-

171  Study reports of such organisations whose studies were completed in
1998 were finalised and sent to their respective organisations.« These are:-

- Department of Ocean Development, Eleven Directorates of Quarter Master
General's Branch of Army Headquarters and Eight Directorates of Adjutant
General's Branch of the Army Headquarters all in New Delhi.

: In addition to the above, National Archives of India vetted Records
Retention Schedules of 20 Ministries during 1999 and their study reports
alongwith vetted Records Retention Schedules were forwarded to them for
i implementation. These are: Muﬁﬁrygf,ygﬁ onventional Energy Sources,
' Directorate of Advertising and V1sua115i¥b1161 v, Sports Authority of India
; headquarters, Regional Centres of Sports A

thority of India, Academic Wing
of Sports Authority of India, Town and Country Planning Organisation,
National Sample Survey l‘Org;}hiéaﬁon headquarters, Central Cottage
Industries Corporation Ltd., all in New Delhi; National Institute of Industrial
Engineering, Mumbai; Directorate of Marketing and Inspection headquarter,
Faridabad; Directorate of Marketing and Inspection, Branch Office, Directorate
of Marketing and Inspection (Central Agmark Laboratory), Regional Office of
the National Sample Survey Organisation, (Field Operation Division) National
Fire Service College, National Civil Defence College, Department of
Explosives, Central Board of Workers Education, headquarters, Regional
Directorate’ of Central Board of Workers Education and Indian Bureau of
Mines all.in Nagpur. :

17.2° “Sport Studies of the following 6 Departments/Offices/Public Sector

- Undertakings were taken up and their reports are under various stages of
finalisation:- Ministry of Surface Transport;, New Delhi; Port Health
Organisation, Mumbai; National Savings Organisation and Regional
Directorate of National Savings Organisation both in Nagpur; Goa Shipyard
Limited, Vasco-da-Gama, Goa and Instruments Research and Development
Establishment, Dehra Dun. .
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CHAPTER 18

ADVISORY WORK

Under Section 3(2) (i) of Public Records Act, 1993, Director General,
National Archives of India is required to render advice to all
Ministries/Departments  etc on the creation, disposal of records and
application of standards, techniques of records management and scientific
preservation during their semi-current stage. Accordingly, National Archives
of India continued its efforts to advise various records creating agencies on the
matters related to records management activities. &

18.1 Considering the up-keep and preservation of semi-current records as
one of the prime areas of the records management, National Archives of India
inspected the Departmental Records Rooms of Ministries etc, and provided on
the spot advice and guidance for improvement in the existing conditions.

During the period under report, Departmental Ret rds Rooms of 25
Organisations were inspected by the Officers of the Natior chives of India.
These are:- Ministries of Science & Technology, E)’Zterﬁal Affairs, Defence,
Labour, Home Affairs, Power, Environment and;F’é’fésts, Surface Transport,
Petroleum and Natural Gas, Steel and Water Resources, Departments of
Revenue, Youth Affairs and Sports, Statis xpenditure, Industrial Policy
and Promotion, ~Education, Agric e and Cooperation, Tele-
Communications, Supply, Electronics me Minister’s Office, Planning
Commission, Directorate General Central Reserve Police Force and President’s
Secretariat all in New Delhi. :

182  Further, National Archives of India continued to tender advice on the
matters of records management to records creating agencies as and when such
‘ requests were receive Accordingly, advice on various aspects of records
management was tendered by Officers of National Archives of India to the
following Office Ministry of Food Processing Industries, New Delhi; North
West Regional fice (Ministry of Environment and Forests), Chandigarh; Goa

Shipyard,Goa; Air India and National Institute of Industrial Engineering:'both

5
:

186, n officer of National Archives of India visited National Academy of
_ Sciences, Allahabad to advise them on microfilming of *A” category records.

18.4 A team of Officials of National Archives of India also visited Prime
Minister’s Office and advised them on de-classification of classified records.

185 On the request of Government of Tripura five day workshop on
records management from 13t to 17t December 1999 was conducted by senior
officers of R.M. Division at Agartala for lower, middle and senior level officers
of State Government. The workshop was concluded on 18t December, 1999
with a special session of inter-action with top level officers of the State
Government. This Session was presided over by Chief Minister, Tripura State
and also attended by some of his Cabinet colleagues. A report of the
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CHAPTER 19

TRAINING

The School of Archival Studies of the National Arch_wes of India
continued to conduct training courses in Archival Studies. These compnse 5.of -

One Year Diploma Course in Archival Studies, Short Term Certificate Courses '

in Records Management, Records Administration and Conservation of Books,
- Manuscripts and Archives and Repair of Records. Ministries/ Departments/* 5
Offices/Public Sector Undertakings etc can avail of this facility and get their
staff working in Departmental Records Room trained. Besides, as per the
directives of the Commiittee of Secretaries, National Archives of India started
Five Day Orientation Course in record’ management for designated
Departmental Records Officers with a view to enable them to discharge
various functions as stipulated under Section 6(1) of the Public Records Act,
1993. The National Archives of India has so far conducted 11 Cours after its
introduction in September, 1998 and so far imparted traini
Departmental Records Officers. A list of Departmental Recort
have attended the Orientation Course in Records N
September 1998 (since the introduction of the course) t
please been seen in Annexure VI of the report.

:’Novembef 1999 may

19.1 One Year D1p10ma Course in Archives ing for the academic Year
1999-2000 had a batch of 6 students. Out them, one candidate was
sponsored by Punjab State Archives, e igarh and the rest were private
candidates. ,_ . 2

 conducted 2 courses each in Care and
Conservation of Books, Manuscripts and Archives, Servicing and Repair of
Records, Reprography, Intensive In-Servme trammg Course in mlcro@lnung-
and one Course each in In-service Training in Servicing and Repair of Reeords,
 In-Service Course in él‘@kuﬂ‘les Administration, Tn-service Training Coursegm
- Servicing and Rep ir of recor ds and one course in Archives Adm;rus’aaho;@f
Private traine <

19 2 School of Archival Studle £
e,

; iftees of Central Government and other Organisations including
' idates attended two sessions of records management. Out of

chnology, National Security Guard Headquarter, ’Dresuient s Secretariat,
Leglslanve Department and Department of Chemicals and Petrochemicals all
in New Delhi; Balmer and Lawrie, Kolkata, Commissioner of Archives and
Historical Research, Chennai; Indian Rare Farths Lid., Mumbai; Defence
Electronics Research Laboratory and Defence Metallurgical Research
Laboratory both in Hyderabad; Kerala State Archives, Thiruvananthapuram;
H.N. Bahuguna Garhwal University, Srinagar (Uttaranchal) and two
candidates from Instruments Research and Development Establishment, Dehra
Dun and the rest of 6 candidates were private candidates.

194  One session of Archives Administration wvas attended by 4 Candidates.
One candidate was spensored by State Archives of Himachal Pradesh, Shimla; -
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2 candidates were sponsored National Archives of India and remalmng one
was a pnvate candidate.

19.5 13 Trainees attended two sessions of Short Term Courses in Care and
Conservation of Books, Manuscripts and Archives. Out of these, one each was
sponsored by Al-Hikmat Book Bank, Akhil Bharatbhashiya Digamber Jain
Parishad and Indira Gandhi National Centre for the Arts all in New Delhi;
Central Forensic Science Laboratory, Kolkata; State Central Library, Mumbai;
Manipur Association for Science and Society, Imphal, District Language Office,
Language and Culture I)epaftment (Dist. Chamba) and rest of the 6 were
private candldates

196 Two Sessions of Servicing and Repair of Records Courses were
attended by 25 Candidates. One each was sponsored by Government Boys
Senior Secondary School, Kakrola; National Archives of India, United Services
Institute, Ministry of Power, Water and Power Consultancy Services. (India),
Ltd., all in New Delhi; Tata Institute of Fundamental Research, Mumbai;
Directorate of Archives Archaeblogy and Museums, Jammu, Khuda Bakhsh
Library, Patna, State Archives Department of Himachal Pradesh, Shimla;
- Maharajadhjiraja Kameshwar Singh Kalyani Foundation, Dharbhanga, Shri
- Mahasarashwatiji Vidyapeeth, Etawa; R.D.Marketing, Ahmedabad; National
Institute of Oceanography Regional Centre, Cochin; 2 candidates from
Nanonal L1brary Kolkata and rest of the 10 Candldates were private trainees.

19.7 Sumlally, 2 reprography courses were att%fnded by 13 candldates One
each was sponsored by Indira Gandhi National Centre for the Arts, New Delhi;
* Commissioner of Archives and Historical Research, Tamil Nadu Archives,
Chennai; Tata Institute of Fundamental Research, Mumbai; Khuda Bakhsh
Oriental Public Library, Patna; National Archives of ngab Kathmandu; and
rest of the remaining 8 canchdates were private. tramees

19.8  In-Service-Training 'Course in, Serv1<:1ng and Repau of records was
conducted for 10 Candidates excluswely for the staff of the National Archives
of India, New Delhix

19.9 Sumlarly, In-Servicing-Training Course in Archlves Admjmstratlon
was also conducted for 9 officials of the National Archives of India.

19.10 - Two Sessions of Intensive-in-Service Training Course in Microfilming
wereattended by 14 candidates sponsored by various organisations. One each
was sponsored by National School of Drama, Centre for Cultural Resources -
and Training, Delhi Public Library, Sangeet Natak Academy, Indira Gandhi

- National Centre for Arts and 2 Candidates from National Museum, all in New

Delhi; One Candidate each was sponsored by Indian Museum and
Anthropological Survey of India both in Kolkata, Raza Library, Rampur, Indiza
Gandhi Rashtriva Manav Sangrahalaya, Bhopal, Nava Nalanda Mahaviharz,
Nalanda and Centrai"insutute of Buddhist Studles, Leh (Ladakh)

19.11 Besides, the National Arcluves of Ind1a also conducted 8, Five Day
Orientation Courses in records management for the designated Departmental
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Records Officers during the period under report. In all 141 Departmental
Records Officers attended these courses.

19.12 The following 64 Ministries/ Departments/Offices have shown their
willingness to depute their officials for various in-service-training courses
conducted by National Archives of India. These are:- Ministries of Defence,
Environment and Forests, External Affairs, Information and Broadcasting,
Coal, Parliamentary Affairs, Surface Transport, Railways, Water Resource,
Departments of Family Welfare, Economic Affairs, Supply, Company Affairs,
Food and Public Distribution and Director General Civil Aviation, Directorate
General of Supplies and Disposals, Office of the Controller General of Defence
~ Accounts, Solid State Physics Laboratory, Directorate of Statistics and
Intélligencé (Central Excise and Customs), LG.I. Airport, Directorate General
Central Reserve Police Force, Coast Guard Headquarter, Town and Country
Planmng Orgamsatlon, Natlonal Sample Survey Orgarusatxon (F1e1d Operation

of Cennal Exc1se Chennal-l BEC Vaccme Laboratory ‘both'.in: Chennai;
National Atlas and Thematic ‘Mapping Organisation, Q ic - of the Jute
Comxmssxonel, Central Food Laboratory all in Kolkata; @rward Markets
€ omnussmn Port Hedlth Orgamsatlon, Electromcs Reglomal Test Laboratory

and Goa Deputy Chlef Labour Comnussm%t: (g‘entral) Reglonal Vocational
Training Institute for Women, Branch Sec%‘%naf (Department of Legal Affairs)
all in Bangalore, Offic e Joint Dlregé%[ eneral of Fore1gn Trade, Cuttack
‘Save Grain Campaign 1 Offi
Ofﬁce, Regional Oﬁiice (
Bhubaneswar, R :
(Dist.Sultanpur);
(Dist.Balasore); N
Terminal Ballis
Research Lab Anan?‘%ia’éar Dist. Thane); Regional Office (Central Region)
Ministry of Environment and Forests, Shillong; Office of the Chief
Commissioner™ %éome Tax, Kerala, Cochin; Office of the Commissioner of
Central Exeise.and Customs, Nagpur; Office of the Joint Director General,
Central ﬁ%EMent Health Scheme, Jabalpur; Airport Health Organisation,
: Sardar Vallabhbhai Patel National Police Academy and Nuclear
F%emmnplex both in Hyderabad; Electronics Test and Development Centres,
Jalpur Mohali; Director General Mines Safety, Dhanbad Regional Vocational
Training Institute for Women, Araimile Tura, (Meghalaya); Advanced Training
Institute (Directorate General Employment and Training), Ludhiana; Indian
Bureau of Mines, Nagpur; Lal Bahadur Shastri National - Academy of .
Admlmstlatlon, Mussoone and Surveyor General's Office Dehra Dun

s

Centre for Mlhtary Airworthiness, HAL Korwa
n%ﬁpenmen*cal Establishment (Post) Chandipur
ence e and Technology Laboratory, Visakhapatnam;

1915 Be51des, 13 Pubhc Sector Undertakmgs who have shown thelr :
willingness to. spomor their offic1als for m-serv1ce-tra1n1ng in Records
Management and Archives Administration being conducted by the School of
Archival Studies in National Archives of India are:- Hindustan PREFAB Ltd.,
University of Delhi and Bharat Heavy Electricals Ltd., all in New Delhi; Cotton
Corporation of India, Mumbai; Hmdustan Newsprint Ltd.. Kottayam; Bharat

e

e*@rch Laboratory, Chandigarh; Naval Materials






__CHAPTER 20

ARCHIVAL AWARENESS

Under Section 3(2) (d) of the Public Records Act, 1993, the Di
General of Archives is authorised by the Central Government to hold
exhibitions of public records so as to create archival awareness among the
masses. Accordingly, National Archives of India mounted the following
exhibitions and also undertook other activities during the period under report.

201 In the first week of January, an exhibition entitled "Sri Aurbindo” which
dwelt at length on the life, career and message on the premier philanthropist,
Statesman and nationalist of India was mounted by National Archives of India.

=

202 Similarly, on 30t January, 1999 National Archives of India organised
another exhibition entitled *Bapu-The Undying Flame” which was inaugurated
by ;{.V.Vaid};anatha Ayyar, Secretary, Department of Culture, Government
of India. It highlighted multifarious activities of Mahatma Gandhi which was
highly appreciated. ' -

203 Another exhibition on the life, career and:activities of Gulzari Lal
Nanda entitled “Bharat Ratna Gulzarilal Nanda'“was also organised. This
exhibition was inaugurated by Dr.Murli ‘Manohar Joshi, Hon’ble Union
Minister of Human Resource Development on 8" August, 1999. The
Exhibition displayed the literature and journals on Nandaji and highlighted his
role as a model for all Indians to emulate, besides emphasising the relevance of .
Nandaji to the present generatioft,

204 Apart from this, the National Archives of India provided useful
material from its publie records and private archives collection to the Supreme
Court of India for organizing an exhibition by them to commemorate the
Golden Jubilee of its setting-up. These archival holdings highlighted the
emergence and functioning of the Supreme Court besides the growth of
system of justice, jurisprudence and judicial role in public life.

20.5 « With a view to setting up of Archival Repositories in the States and
Unio_n’Territory Administrations, Dr.S.Sarkar, Director General of Archives
visited Agartala on 24t September, 1999 and held discussions with the Chief
Secretary, Government of Tripura for setting up of the State Archives in
Agartala.

206 He also visited Guwahati, Jorhat and Majuli Island from 21st to 25t
June, 1999 to inspect the manuscript kept in the Satras and tendered them
advice for the proper preservation of these manuscripts..

20.7 A meeting on ‘National Mission on Manuscripts’ was held on 8t June,
1999 in the National Archives of India under the Chairmanship of
Dr.R.V.V.Ayyar, Secretary, Culture to discuss the modalities of identifying and
listing of private archives under the said programme. The meeting was
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attended by_ the Directors of State Archives, Custodial Institutions, Zonal
Cultural Centres, Historians and Individud Scholars.

20.8  Director General of Archives attended a meeting of the Joint Advisory
Committee of the Archives and Indian Labour held on 26% October 1999 at
V.V.Giri National Labour Institute, Noida in which he advised the members as
to how the records on labour in India could be collected and preserved
properly at the Institute. S :

209  On the request of the Government of Tripura, Shri H.D.Singh, Deputy
Director of Archives alongwith two other Senior Officers conducted a work-
shop on Records Management which was held at Agartala from 13t to 18t
December 1999,

20.10 In connection with Archives Week Celebrations of National Archives of
India, Dr.SSarkar, Director General of Archives delivered a talk on
“Preservation of Archival Heritage” over All India Radio in English and Hindi
on 14t December, 1999. He also attended a function held at Imphal on 11t
December, 1999 which was organised by the State Government for celebrating
Archives Week. ; \
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_ CHAPTER 21
PRIORITIES .

I was happy when I mentioned in my First Report on the
implementation of the Public Records Act, 1993 that the long awaited demand
for governing archival and records management activities by statutory
provisions has been fulfilled by enacting the Public Records Act, 1993 but the
analytical table as given in Chapter 2 of this report has disheartened me badly
as only 157 organisations out of 1916 organisations have furnished information
for incorporation in this report. In other words the total response of the
records creating agencies is 8% only which is beyond my imagination. I can
only say that the records creating agencies should give serious consideration to
this statutory requirement and re-design their records management activities
on the lines stipulated under the said Act. I need not reiterate my firm belief
that unless and until the records creating agencies understand this point that
the records management activities are infact on-going activities, like activities
of the other Branches of the Organisations, perhaps the desited results would
never be achieved. In this regard, I would like to suggest that. there should be
a chapter in the Annual Report of each Organisation which should reflect the

steps taken and the progress made on various aspects. of records management
- such as recording, reviewing and indexing of files, preparation of records

retention schedule, setting up of Departmental Records Rooms, transfer of

- records from section to Departmental Records Rooms and to the National

Archives of India, declassification of records etc. This will help in keeping a
track on the records management act1v1t1es undertaken by an organisation.

211  Appointment of Departmental Records Officer is one of the important
aspects which needs urgent attention of the records creating agencies as the
Act is to be implemented by them only. I am happy to note that as far as the
Ministries and Departments are concerned, all of them have appointed the
Departmental Records Officers and, therefore, the position is very
encouraging. However, the newly created Ministries/ Departments are yet to
nominate their Departmental Records Officers. In case of Attached/
Subordinate Officers and Public Sector Undertakings etc expeditious action is
required. - In this regard, I would like to suggest that Administrative
Ministries/ Departments should address a letter in this regard to all the
Offices/ Public Sector Undertakings functioning under their control for speedy
action under intimation to this Department.

21.2  Another closely related and important aspect of records management is
setting up of organised Departmental Records Room by the various
Organisations and in this case as well, the position is not very encouraging. I -
have also come to know that the non-deployment of supporting staff such as
Record Clerk, Daftari, Peon, etc in Departmental Record Rooms is hampering
the functioning of the Departmental Records Rooms and I would, therefore,
urge upon all the Organisations to provide suitable staff for smooth
functioning of the Record Rooms. I may also like to inform you that the
drawing of a Model Records Room is under preparation and it is expected to
be finalised very soon by the CPWD. I will forward the same to the records
creating agencies for their perusal and necessary action as soon as a copy is
received by me.
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213 Let me emphasis once again that the Departmental Records Officers
may be deputed for undergoing training in Orientation Course on Records
Management conducted by this Organisation as it will help them to discharge
their functions properly. I am happy to inform you that in order to facilitate
participation of the Departmental Records Officers in the Orientation Courses,
these apart from New Delhi, are now being conducted at our various centers
located in different regions i.e. at Jaipur, Bhopal, Kolkata and Pondicherry. In
view of this, may I request you once again to depute your Departmental
Records Officers for the courses conducted at these places. :

214  The most important aspect where there has been no breakthrough is
the de-classification of classified records lying with various Ministries. Inspite
of the best efforts made by the National Archives of India and the Secretary,
Culture, Government of India, no positive solution has come up. It needs
sincere efforts on the part of all concerned.

215  Similarly, the other aspects of records management like appraisal and
transfer of non-current records to the National Archives of India, preparation
of .records retention schedule for substantive functions, compilation of
organisational history also need proper attention of the records creating
agencies. :

T'hope that the records creating agencies will pay due attention to my
suggestions made above, which will help them in formulating a well
articulated records management programme in their respective organisations.

(Dr. SUKUMAR SAKKAR)
DIRECTOR GENERAL OF ARCHIVES
GOVERNMENT OF INDIA
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List of Mlmstrles/Departments/Offlces that have furmshed rnformatmn for
incorporation in the Second Report of the Director General of Archives for
the year 1999 on the 1mplementatlon of Pubhc Records Act 1993

Ministry of Agriculture
1. Central Institute of Coastal Engineering for Fishery, Ba‘n@lore.
2, Directorate of Arecanut and Spices Development, Calicut.
3.  Directorate of Cashewnut and Cocoa Development Cochm
4. Central Research Instrtute, Kasauli. - :

Ministry of Chemrcals & Fertlhzers
/

5. Department of Fertilizers, New Delhi. -
6. Department of Chemicals & Peh‘ochemlcals, New D hi,

Ministry of C1vﬂ Av1at10n

7 Office of the Du‘ector General of Civil Avratlon, New Delhi.

Ministry of Commerce & Industrv

8. Department of Supply, New Deﬂu’i; '
9. Directorate General of Supplies and Disposals, New Delhi.

10.  Office of the Custodian of Enemy Property for India, Mumbai.
1. Office of the Joint Drrector General of Foreign Trade, Cuttack.

12.  Office of the Deputy Director General of Foreign Trade, Shillong.

Ministry of Commumca%;ons :

13. - - Chicflo gster General, Gu;arat Circle, Ahmedabad.
14.  Post Mas -,GeneraL Western Region, Coimbatore
15 Post Master General, Noﬁﬂ's Kamataka Regron, Dharwad
16.. .4 Offrce of the Post Master General Goa Regxon, Panap

Mmls‘l'rv of Coal

17.  Ministry of Coal New Delhl -

Ministry of Consumer Affan- '

18.
19.  Forward Markets ‘ :
20.  Save Grain Campaign, Reglonal Ofﬁce, Ahmeda
21.  Save Grain Campaign, Regional Office, Bhubaneswar.

22, Save Grain Campaign, Regional Office, faipur -

23, Indian Grain Storage Management and Research Institute, Hapur
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Ministry of Defence

24.
25,
26.
27
28.
29
30.

31.

82
55

34.
35.
36.
7
38.

89

Ministry of Defence, New Delhi.

Director General of Quality Assurance, New Delhi.

Office of the Controller General of Defence Accounts, New Delhi.
Armed Forces Film and Photo Division, New Delhi.

School of Foreign Languages, New Delhi.

Solid State Physics Laboratory, Delhi.

Regional Centre for Military ~ Airworthiness (Helicopters),
Bangalore.

Regional Centre for Military Airworthiness, Post Office HAL-
Korwa, Dist. Sultanpur.

Electronics and Radar Development Establishment, Bangalore.
Proof and Experimental Establishment, Post Chandipur, Distt.
Balasore.

Terminal Ballistics Research Laboratory, Chandigarh.

Snow and Avalanche Study Establishment, Chandigarh.
Instruments Research Development Establishment, Dehradun.
College of Defence Management, Secunderabad.

Naval Materials Research Laboratory, Anand Nagar P.O. Distt.
Thane.

Naval Science and Technology Laboratory, Visakhapatnam.

Ministry of Environment and Forests

40.
41.
42.

Ministry of Environment and Forests, New Delhi.
Regional Office (Central Region), Lucknow.
Regional Office (North Eastern Zone), Shillong.

Ministry of Exterhal Affairs

43. Ministry of External Affairs
Ministry of Finance

44. Department of Economic Affairs, New Delhi.

45. Directorate of Statistics and Intelligence, Central Excise and

* - Customs, New Delhi.

46. " Office of the Director General of Income Tax (Investigation), New

© Delhi. '-.:t-,;u__ ‘

4% Offlce of the CIuef i Sionef of 'Iﬁcome Tax, Karnataka and

e Bangalore L S

48. Office of the Commlssxoner of Central Excise and Customs,
Chennai-1, Chermal ‘ :

49.  Office of the Comnussmner of Central Excise and Customs,
‘Mumbal

50. ,.fflce of the Commissioner of Customs and Central Exc1se,

i Counbatore
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5 Ofﬁce of the Commnsstoner of Customs and Central Excme,
~ Nagpur.

Office of the Commissioner of Central Excise and Customs, Raipur.
" Customs and Central Excise Commissionerate, Rajkot.
_ Office of the Official Liquidator (Rajasthan High Court) Jaipur.

Ginistry of Health and Family Welf

ERAls

55.  Department of Family Welfare, New Delhi.
56.  Airport Health Organisation, Delhi Airport, New Delhi.
~ 57.  Airport Health Organisation, Tiruchirapalli.
~ 58.  PortHealth Organization, Mumbai.
- 59.  Port HeaithOrgamzauon, Mandapam Camp.
. 60. ’ Vlsakhapatnam
61. :
'," 63‘
64. j
]abalpur e g
65.  Office of the Semor Regmnal Dn‘ector,Muustry of Health andf
Family Welfare, Pune. -

66.  Regional Office of Ministry of Health and Family Welfare, Shnnla
67.  Model Vital and Health Statistics Unit, Nagpur. :
 68.  Regional Leprosy Training, and Research Institute, Aska Dlstt
Gan]am b B

Ministry of Home Affau's

69.  Zonal Counc:lsSecretanat' New Delhl

70.  Office of the Directorate General, Central Reserve Pohce Force,
New Delhi.

71.  Headquarters, National Security Guard, New Delhi.

72.  Coast Guard Headquarters, New Delhi.

73. _ Sardar Vallabhbhal Patel National Police Academy, Hyderabad

Ministry of Human Resource Development
74.  Department of Secondary Education and Higher Education, New

Delhi.
75.  Central Institute of Indian Languages, Mysore.

Ministry of Information and Bfoadcasting
76.  Central Board of Film Certification, Mumba1 ;
Ministry of Information Technology

77.  Electronics Regional Test Laboratory (West) Mumbai.
78. Electronics Test and Development Centre, Jaipur.
79.  Electronics Test and Development Centre, Mohali.
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Du_'_ectorate General of Mmes Safety Dhanbad
'Regional Welfare Commissionier; Allahaba
. Office of the Deputy Cl‘uef L&our
" Bangalore. L
83.  Regional Vocational Training Institute for WOmen, Bangalore
84. Regional Vocational Training Insutute for Women, Aralmxle, Tura
(Meghalaya). :

85. - Vocational Rehabilitation Centre for Handxcapped ]a1pur :

86. ‘Coachmg—cum-Gmdance Centre for'SC/ST, Jowai (Meghalaya),

87. ‘Co g-cum-Guidance Centre for SC/ST, Nagpur
- --88. anced Training Institute, Ludhiana. .

of Law: ‘.ushce and Company Affan's

89, Department of Company Affairs, New Delhi. : 4

90.  Official Languages Wing (LeglslsQVe Department), New Dethi.
91.  Branch Secretariat (Department of Legal Affalrs), Bangalore :
92, ‘RégistrarofCompanies UP, Kanpur ;

Ministry of Non-Covenhonal Eneggy Source

93. Reglonal Offlce, Mxmstry of Non-Convenuonal Energy Sources,’ :

Bhubneswar.

Ministry of Parliamentary Affairs

94,  Ministry of Parliamentaty Affairs, New Delhi.

Ministry of Personnel, Public Gnevances and Pensmns

95. Department of Adnunlstratxve Reforms and Public' Grievances,
New Delhi.

96. Lal Bahadur Shastri Natlonal Academy of Administration, -

Mussoorie. |

Ministry of Planning

97. Planning Comm1ssmn, New Delhi.
98.  National Sample Survey Organisation (Field OperationsDivision),
New Delhi.

Ministry of Raxlwag
09 Mlmstry of Rallways, New Delhi.
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ANNEXURE-II

List of Public Sector Undertakings/Statutory Bodies which have furnished
information for incorporation in the Second Report of the Director General
of Archives for the year 1999 on the implementation of Public Records Act,

1993.
Ministry of Agriculture‘
ik The Cotton Corporation of India Limited, Mumbai.
2 North Eastern Regional. Agricultural Marketing Corporation

Limited, Guwahati.

Ministry of Chemicals & Fertilizers

The Fertilizer Corporation of India Limited, New Delhi.
Indian Farmers Fertilizers Limited, New Delhi.
Rashtriya Chemicals and Fertilizers Limited, Mumbai.
Projects and Development India Limited, Noida.

SHAOTH 109

Ministry of Civil Aviation

7 Airport Authority of India, Neéw Delhi.

Ministry of Commerce and Industrv

8. ‘Hindustan PREFAB Limited, New Delhi.

9, Hindustan Photo Films Manufacturing . Company Ltd,,
Ootacumund.

10. Hindustan Newsprint Limited, Kottayam.

1hiE Mecon Limited, Ranchi.

Ministry of Defence

12..  Bharat Dynamics Ltd., Hyderabad.
1% Dredging Corporation of India Ltd., Visakhapatnam

Ministry of Finance

14. Employees State Insurance Corporation, New Delhi.

Ministry of Health and Family Welfare

15. Central Council of Indian Medicine, New Delhi.
16. International Institute for Population Sciences, Mumbai.
17 Artificial Limbs Manufacturing Corporation of India, Kanpur.
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Ministry of Human Resource Development

18. University of Delhi, Delhi.
19.  Indian Institute of Technology, Chennai.
20. Technical Teachers Training Institute (Western Region), Bhopal.

Ministry of Information Technology

21 ERNET India, New Delhi.

22. Electronics and Computer Software Export Promotion Council,
New Delhi. '

25 Electronics Trade and Technology Development Corporation Ltd.,
Kolkata.

24. Central Electronics Limited, Ghaziabad.

25.  Software Technology Parks of India, Bangalore.

26. Centre for Materials for Electronics Technology, Pune

’

Ministry of Labour

27.  Central Board for Workers Education, Nagpur.. ‘

Ministry of Power

28.  Bharat Heavy Electricals Lifnited, N ew Delhi.

Minis‘trv of Steel and Mines

29.  Tungabhadra Steel Products Lumted Tungabhadra Dam.
30. Mineral Exploratlon Corporatlon Limited, Nagpur.

Mm-lstrv of Surface Transport :

3 Chennai Port Trust Chennai.

32. MadrasDock Labour Board, Chennai.

33 Mumba1 Port Trust, Mumbai.

34. Jawaharlal Nehru Port Trust, Navi Mumbai.

35.. Hooghly Dock & Port Engineers Limited, Kolkata.
36, | Visakhépatnam Port Trust, Visakhapatnam.

87 Mormugao Port Trust, Goa. :

Ministry of Science and Technology

38.  Council of Scientific & Industrial Research, New Delhi.
39. Indian National Academy of Engineering, New Delhi.

40. The Indian Science Congress Association, Kolkata.

41. Raman Research Institute, Bangalore.

42. Jawaharlal Nehru Centre for Advanced Scientific Research,
. Bangalore.

43, Indian Academy of Sciencies, Bangalore.

44. Indian Institute of Tropical Meteorology, Pune.
45. The National Academy of Sciences, India, Allahabad.
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ANNEXURE III

NOTE ON THE MINIMUM REQUIREMENTS FOR A RECORDS ROOM
ALONGWITH THE JOBS TO BE PERFORMED BY THE STAFF IN THE
DEPARTMENTAL RECORDS ROOM

1. Introductory

The Public Records, Act, 1993 (No.69 of 1993) has prescribed, under its
sub-section (2) of Section 5, the setting up of the Records Rooms by every
Records Creating Agency. Occasional surveys of the state of maintenance and
preservation of records in various organisations have revealed that adequate
measures to ensure proper upkeep and longevity of records are wanting.

1 The present note, therefore, marks out the basic requirements that are
essential for safe housing of the semi-current and non-current records in the
Records Rooms. : ‘

12  The salient features delineated below are primarily meant for those
Records Rooms that are to be organised in the existing accommodation. While
planning for the new office buildings providing for an adequately well
equipped Records Room, the standards laid down by the Bureau of Indian
Standards in “IS : 2663 - 1988 Code of Practices for the Primary Elements in the
Design of Buildings for Archives” may be followed.

2 Records Room

21 A separate Records Room/Stack Area is a vital necessity for all the
Records Creating Agencies.~ A Records Room should, as far as possible, be
1cated on the ground floor of a building. If its windows open into the space
outside or in the courtyards in the interior, they should be fitted with metal
grills and wire mesh nets. To avoid splashing of rain-water in the room, rain
shades should be provided at all openings. For reasons of safety of records
and security, it is advisable to permit limited entry into such rooms.

2.2 . The floor of a Records Room should be such as to permit easy

movement of records carrying trolleys.etc.
\ /

23  Where accommodation and design so permits, the stack-area, the
record reference and the reception portions should be separate.

3, Drainage

3.1  While selecting the location of the Records Room, it may be ensured
that no water pipes or drains pass near, above or under the Records Room
building. Further,in order to prevent any inflow of water in the stacks due to
blockage of drains or accidental damage to water pipes in the building, its
floor level should be raised a few centimeters above the general level of the
other floors of the building.
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32 To allow free movement of the trolleys, ramps should be provided near
the entrance.

4. Air-Conditioning

41 Storage of records in an air-conditioned atmosphere is cohducive to
their longevity. Air-conditioning is, therefore, essential for Records Rooms. In
existing buildings, which do not have central air-conditioning, use of package
type air-conditioner or window type air-conditioner is recommended.

42  For effective air-conditioning, ventilation should be so planned as to
permit minimum leakage of the conditioned atmosphere. While calculating
conditioning load, bulk of shelving equipment, archival material, the number
of persons sitting in the Records Room, the bulk of records movmg in and out,
and the lighting wattage should be taken into account.

43 Humidity and temperature in conditioned Records Room should be
measured regularly. The ambient conditions for storage of records are (i)
temperature 22°C - 25°C and (ii) relative humidity 55 + 5%.

44  Inorder to maintain proper humidity control in the conditioned area, it
is necessary that permeation of dampness through the walls or floors does not
take place. The floor should be laid waterproof and the walls should be coated
with waterproof oil paint.

45  While planning for the air-conditioning for the Records Rooms, it may
be ensured that the air-conditioning plant has to provide round the clock air-
conditioning all through the year. Such running of plant could lead to
oceasional service breakdowns. Hence a provision for a stand by plant may
also have to be made, lest such breakdowns create conditions which might
lead to accelerated damage to records. |

5. Non-conditioned Area

5.1 Keeping in view economy in resources, in many cases it may not be
possible to get Records Room air-conditioned. In such a case, step should be
taken to provide proper circulation of air in the storage room by providing air-
circulators, fans and exhaust fans to counteract the effect of high humidity, and
prevent formation of pockets of stagnant air in the storage room. Use of
chemicals like silica gel or anhydrous calcium chloride in enameled or glazed
earthen pots, help to reduce humidity in the room. Mechanical dehumidifiers
are now available and during rains their use will help to check the deleterious
influence of excessively humid climate. »

5.2  Temperature in Records Room can be kept within reasonable range by
choosing such rooms that are located in the interiors or have a verandah
around them. During summer, the Records Room should be fitted with air-
circulators, electric fans and exhaust fans for proper circulation of air, so that
high temperature can be brought down. Care should be taken to see that
direct sunlight does not fall on the records. This can be achieved by fitting
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either tinted glass-panes or Heat resistant glass panes on the windows and by
providing curtains.

6. Shelving

6.1 Shelving in a Records Room should be such which is simple in design,
durable, easy to clean, offering maximum protection to records against fire and
ensuring maximum facility and convenience for servicing of records.

62  Shelves should be fixed away from the walls on upright fixers and at
equi-distance throughout the storage. Distance between successive shelf rows
~ may be 0.7 m with a central gangway of 1.40 m or in accordance with the
requirement laid down in “IS + 2663 - 1988 Code of Practices for the Primary
Elements in the Design of Buildings for Archives”. Distance between
successive rows of shelves may depend on dimensions of records/files and the
manner of keeping record series on them. A perusal of the Indian standards
referred to above will be helpful.

63 If steel shelving is provided in the Records Room, it should be painted
rustproof. The paint should be stable and non-injurious to documents. Steel
shelves may preferably be slotted for vertical free circtlation of air. Where
wooden shelves are provided, the wood should be protected against termite
infestation. Sharp edges and corners in the shelves and supports which can
result in physical damage to documents, should be rounded off.

7. Storage

71  Collections in Records Room differ in bulk, size and shape and
commonly consist of bound volumes, loose sheets, files, manuscripts, maps,
charts, plans and drawings etc. Shelving arrangement required for specific
materials need designing according to the nature, shape and bulk of the
material. While desighing these shelves, it may be ensured that neither these
nor materials kept on-them touch either the walls, ceiling or floor. The
distance from wall, ceiling and floor should be at least 31 cm. '

" 75 Therecords should be stacked on the shelves with sufficient space in
betwegn; s0 as to enable free circulation of air and to prevent formation of
pockets of high humidity. Unbound records may either be tied between 2
pieces of 5 ply boards or kept in carton boxes made of quality material.

73  For movement and proper servicing of records, stepladders or platform
type ladders and trolleys fixed with swivel casters may be used.

74  For safeguarding the records against damage due to insect infestation,
the Records Room should be sprayed with insecticide solutions beneath the
shelves, behind the cabinets and also in corners etc. All cracks in the floor and
walls should be filled up to deny any hiding place to pests. Use of spray guns
or pressure guns or any other similar equipment can be made. However, only
those chemicals should be sprayed whose effect on the durability and
permanency of paper and other record components has been properly studied.
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7D In a non-conditioned area, use of preservatives like naphthalene in the
form of balls tied in meshed cloth er bricks kept on shelves helps to keep the
records safe from insects. The insecticide formulations like Flit, Shell-tox-and.
other related insecticides are effective.

7.6 Much damage to record is usually done by rodents. Whereas it is
desirable to prevent their entry into the Records Room by using proper wire-
mesh at the outlet drains, a few rat-traps should be kept handy for eliminating
their menace in case of their entry in the Records Room. Neither eatables nor
smoking, nor naked flame should be allowed in the storage area.

7.7 At the first sign of rise in humidity in the Records Room preventive
action should be initiated. Also, advice of institutions like the National
Archives of India, New Delhi should invariably be sought in case any insect
infestation or fungus growth is noticed or detected. % Y

78  In spite of dust-proof building and air-conditioning, dust does find its
way to the stored materials. Regular dusting operation in the storage area
with the help of a vacuum cleaner is, therefore, desirable to remove dust from
the stored material. The Records Room itself should also be kept absolutely
clean. Staff engaged in dusting should be provided with dust respirators. A
cloth bag with surgical lining that can be changed occasionally, works as a
satisfactory respirator. &

8. Lighting

81  Good lighting with either natural or artificial light is necessary for
every Records Room. Modern lighting practice is to provide defused lights of
varying intensity for different rooms. Lighting can be improved by using
paints that reflect light. P o

9. . Fire Fighting Arrangements

91 To protect records against any accidental fire, all electric wiring should
be through conduit pipes and the main control switches of lights etc. installed
in the storage area should be located outside the Records Room. As far as
possible,.the Records Room should be made fire resistant. In big Records
Room “the storage space should be divided into separate fire resistant
compartments. Additional automatic dampers should be installed in the
centrally air-conditioned areas so that ducts could be immediately closed in
case of fire, thereby preventing the spread of fire to other compartments. It is
advisable to provide emergency exits, besides the main entry door to the
Records Room to remove valuable archival material to safety, when necessary.
Every Records Room should be fitted with a fire detection alarm system to
detect any fire in the storage area. Use of naked light, heaters and smoking in
the room should be prohibited. As a preventive measure against accidental
fires, all light and power circuits should be switched off after office hours.
Watch and Ward staff provided for this area may use torches, if necessary.
Use of temporary lights, loose and ordinary flexible wire for fans, air-
circulators and other electrical appliances for the repository should be avoided
and instead ‘Workshop Braded and Armoured’ flexible wire should be used.
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Electrical appliances and fittings in the repository should be periodically
checked for loose connections and defects rectified. In this connection,
detailed instructions laid down in “IS : 1642 - 1989 Code of Practice for Fire
Safety of Buildings (General) - Materials and details of Construction”, and “IS :
11460 - 1985 Code of Practices for Fire Safety of Libraries and Archives
Buildings (Reaffirmed 1991)” may be followed. :

9.2  For combating fires, adequate equipment of carbon dioxide (COz) type
should be provided at suitable places in the Records Room for easy
accessibility. Besides, water pipes and hoses should be installed at convenient
points to fight any major conflagration.

93  All the equipments for either detecting of fire or combating of fire
should be checked at regular intervals to ensure that they are in active
- operative state. Similarly, staff connected with the storage of redords should
be trained in fire fighting. A fire drill may be arranged at least once in two
months to keep the trained staff alert. :

94  Instructions regarding prevention of fire and fire fighting should be
prominently displayed in the Records Room. Likewise telephone numbers of
Fire Service Station should also be prominently displayed at a central place in
the Records Room. It will help seeking quick aid of the expert fire fighting
agencies, whenever exigencies so demand. -

10 Care & Vigilance
101 To sum up, good house keeping, creation of hygienic conditions,

proper breathing environment, combined with constant staff vigilance would
facilitate maintenance of records in healthy state and for prolonging their life.
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Jobs to be performed in the Departmental Records Rooms by Departmental
Records Officer and other supporting staff.

@)

(b)

()

(©)
()

(8)

(h)
)
(k)

@

1L
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Departmental Records Officer :-

. The Records Officer shall be responsible for :-

proper arrangement, maintenance and preservation of Public Records
under his charge;
periodical review of all public records and weeding out public records

- of ephemeral value;

appraisal of public records which are more than twenty five years old
in consultation with the National Archives of India or, as the case may
be, the Archives of the Union Territory with a view to retaining public
records of permanent value;

destruction of public records in such manner and subject to such
conditions as may be prescribed under sub-section (1) of Section 8 of
the Public Records Act, 1993;

compilation of a schedule of retention for public records in consultation
with the National Archives of India or, as the case may be, the Archives
of the Union Territory;

periodical review for downgrading of classmed public records in such
manner as may be prescribed under the Public Records Act, 1993;
adoption of such standards, procedures and techniques as may be

- recommended from time to time by the National Archives of India for

improvement of record management system and maintenance of
+security of public records;

compilation of annual indices of public records;

compilation of organizational history and annual supplement thereto;

assisting the National Archives of India or, as the case may be, the

Archives of the Union Territory for public records management;

submission of annual report to the Director General or, as the case may

be, head of the Archives on the implementation of Public Records Act,

1993 and

transferring of records of any defunct body to the National Archives of

India or the Archives of the Union Terrltory, as the case may be, for

preservation.

Assistants or equivalent Officers :-

Receipt of Semi-Current records from various sections.

~ Checking and arrangement with regard to new accession of Semi-
Current records for qualitative analysis of reviewing, recording and
indexing as per existing procedure so that these may be properly
requisitioned in future by the Sections.
Location of missing records series in the Sections.
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Ministry of Defence

20. Ministry of Defence, New Delhi. : 2
21.  Office of the Director General, Armed Forces Medical Services, New 1
Delhi.

Ministry of Environment and Forests

22.  Regional Office (Central Region), Ministry of Environment and Forests, 2

Lucknow.
23.  Forest Survey of India, Dehra Dun. 1
24. Regional Office (North Eastern Zone), Ministry of Environment and 1
Forests,Shillong. ' -

Ministry of External Affairs

25.  Ministry of External Affairs, New Delhi. & ; q
26.  Regional Pass Port Office, New Delhi. e, 1

Ministry of Finance

27. - Department of Economic Affairs, New Delhi. - 1

28.  Office of the Commissioner of Central Excise and Customs , New Delhi. 1

29.  Office of the Commissioner of Central Excise, Ahmedabad. il

30.  Office of the Commissioner of Central Excise, Belgaum. 1

31 Office of the Commissioner of Central Excise, Madurai 1

32, Office of the Commissioner of Central Excise and Customs, Nagpur. 2

33 Office of the Commissioner of Central Excise, Mumbeai. il

Ministry of Health and Family Welfare ||

34. B.C.G. Vaccine Laboratory, Chennai. 2
35.  Central Government Health Scheme, Mumbai. 2
36.  Central Drugs Standard Control Organisation, Ghaziabad. 1

37.  Central Government Health Scheme, Jabalpur. 2
38. Airpert Health Organisation, Mumbai. 1
30.  Assistant Drpgs Controller (India) , Mumbai. 1
40. _ Regional Office (Ministry of Health and Family Welfare), Shimla. 1

Ministry of Home Affairs

41.  Ministry of Home Affairs including Department of Justice, Department of 2
Jammu & Kashmir Affairs and Department of Official Languages, New Delhi

42, Directorate General, Central Reserve Police Force, New Delhi. ;

43, Directorate General, Border Security Force, New Delhi.

44 National Institute of Criminology and Forensic Science, New Delhi.

45.  Headquarters, National Security Guard, New Delhi.

46.  Zonal Councils Secretariat, New Delhi.

47.  Sardar Vallabhbhai Patel National Police Academy, Hyderabad.

O O
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Ministry of Human Resource Development

48.
49.
50.

Department of Secondary Education and Higher Education, New Delhi.
Department of Elementary Education and Literacy, New Delhi.
Central Institute of Indian Languages, Mysore.

Ministry of Information and Broadcasting

51.  Central Board of Film Certification, Mumbai.

52.  National Film Archives, Pune.

Ministry of Labour

53.  Ministry of Labour, New Detlhi.

54.  Office of the Regional Labour Commissioner (Central), Kolkata.

55.  Welfare Commissioner, Allahabad.

56.  Regional Vocational Training Institute for Women, Bangalore.

57. Regional Vocational Training Institute for Women, Araimile Tura
(Meghalaya).

58.  Vocational Rehabilitation Centre for Handicapped, Jaipur.

59.  Office of the Regional Labour Commissioner (C), Chandigarh.

60.  Coaching-cum-Guidance Centre for SC/ST, Hissar.

61. Coaching-cum-Guidance Centre for SC/ST, Jowai (Meghalaya)

62.  Coaching-cum-Guidance Centre for SC/ST, Jaipur.

Ministry of Law, Justice and Company Affairs

63.  Official Language Wing, Legislative Department, New Delhi.

64.  Office of the Registrar of Companies, Assam, Meghalaya, Nagaland, Tripura,
Arunachal Pradesh and Mizoram, Shillong.

65.  Office of the Registrar of Companies, U.P., Kanpur.

66.  Office of the Registrar of Companies, Ernakulam.

67.  Branch Secretariat (Department of Legal Affairs), Bangalore.

Ministry of Mines

68.  Ministry of Mines, New Delhi.

Ministry of Non-Conventional Energy Sources

69.

Regional Office, Ministry of Non-Conventional Energy Sources,
Bhubaneswar.

Ministry of Parliamentary Affairs

70.

Ministry of Parliamentary Affairs, New Delhi.

3

=)

N = NN R e e

-

iy






ANNEXURE-IV

List of Public Sector Undertakings who have furnished Half-Yearly Returns
on the progress made by them in Recording, Reviewing and Indexing of
Files.

B. PUBLIC SECTOR UNDERTAKINGS

SNo. Name of Organizations No.of Half-
Yearly Returns
received.

Department of Atomic Energy

1.  Centre for Advanced Technology, Indore.

Ministry of Commerce and Industry

2. Hindustan Paper Corporation Limited, Kolkata

Ministry of Environment and Forests

3. Institute of Wood, Science and Technology, Bangalore. 1

* Ministry of Human Resource Development :

4. National Open School, New Delhi.

Ministry of Information Technology

5. Society for Applied Microwave Electronics Engineering and Research,
Mumbai.

6. Electronics Regional Test Laboratory, Mumbai.

7 Electronics Research and Development Centre of India, Thiravananthapuram.

8. Centre for Materials for Electronics Technology, Pune.

Ministry of Information and Broadcasting

9.  Broadcasting Corporation of India, New Delhi.

Ministry of Power

10. Central Power Research Institute, Bangalore.

Ministry of Science and Technology

11. International Advanced Research Centre for Powder Mettallurgy and New
Materials, Hyderabad.
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Central institute of Indian Languages, Mysore.

Ministry of Information and Broadcasting

54.
55.
56.

Central Board of Film Certification, Mumbai.
National Film Archives, Pune.
Film and Television Institute of India, Pune.

Ministry of Labour

Office of the Labour Welfare Commissioner, Allahabad.
Coaching-cum-Guidance Centre for SC/ST, Nagpur.
Coaching-cum-Guidance Centre for SC/ST, Hissar.

Coaching-cum-Guidance Centre for SC/ST, Jaipur.

Office of the Deputy Chief Labour Commissioner (Centr al), Bangalme
Labour Welfare Organisation, Bangalore.

Regional Vocational Training Institute for Women, Bangalore.

Regional Vocational Training Institute for Women, Araimile Tura
(Meghalaya). 1

Ministry of Law, Justice and Company Affairs

Department of Company Affairs, New Delhi.

65.

66.  Official Language Wing (Legislative Department), New Delhi.
67.  Income Tax Appellate Tribunal, Cochin :

Ministry of Mines

68. Indian Bureau of Mines, Nagpur.

Ministry of Non-Conventional Energy Sources

69.

Regional Office, Ministry of Non-Conventional Energy Sources,
Bhubaneswar.

Ministry ()_f Parliamentary Affairs

70.

Ministry of Parliamentary Affairs, New Delhi.

Ministry of Personnel, Public Grievances and Pensions

ZL

Department of Administrative Reforms and Public Grievances, New Delhi.

Ministry of Planning and Programme Implementation

72.

Planning Commission, New Delhi.
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ANNEXURE -VI

NAME OF THE DEPARTMENTAL RECORDS OFFICERS WHO HAVE

ATTENDED FIVE-DAY ORIENTATION COURSE ON RECORDS
MANAGEMENT SINCE SEPTEMBER 1998. :

S.No.

B W N =

q1

A5

16
17
18
19

20 -

21

23

24
25

- 26

27

28

29

Name of the

Departmental Records Officer
2

S/Shri

V. Bakshi

Bhoj Raj

K.M. Burde

Dhannal Lal

Gautam Chakraborty

Ghosh Dastidar
L. Ginkhomanji
Girish Bharihoke
B.C. Gupta

V.K. Gupta

A.K. Misra

Ms.Nalini Neelakanthan
Y.P. Oberoi

R.P. Ram

Rattan Lal

B.M. Solanki
S.N. Srivastava
S. Munuswamy
V.P. Taneja

Teja Singh-

Vinod Kumar
Abnash Lal

Raghu nath

Ashok Kumar Sharma
Bineet Bhanja

Babu Cheriyan
Diwan Sahotra

N.C. Haldar
G.H. Kotnise

Name of the Sponsoring Authority
3

Archaeological Survey of India, New Delhi.
Ministry of Parliamentary Affairs, New Delhi
Murmugao Port Trust, Goa. ;
Department of Pensions & Pensioners Welfare
New Delhi.

Society For Electronics Test Engmeermg, New

Delhi.

. Department of Ocean Development, New Delhi.

Department of Steel, New-Delhi.

Naitonal institute of Immunology, New Delh1
Central Electricity Authority, New Delhi.
Department of Personnel and Training, New
Delhi. >

IRCON International Limited, New Delhi.
Ministry. of Surface Transport, New Delhi.

Rural Health Training Centre, New Delhi.

Delhi \Transport Corporation Training School,
New Delhi.

Directorate General of Anti Evasion (Central
Excise), New Delhi.

Gas Authority of India Limited, New Delhi.
BHEL, New Delhi.

BHEL, New Delhi.

Directorate of Marketing and
Faridabad.

Regional Directorate of Apprenticeship Training,
Faridabad.

Surveyor General's Office, Dehra Dun.

National Capital Region Planru'ng Board, New
Delhi.

National Capital Region Planning Board, New
Delhi.

Directorate General Civil Aviation, New Delhi.
Ferro Scrap Nigam Limited, Bhilai.

Ministry of Defence, New Delhi.

National Projects Construction Corporation
Limited, Faridabad. :

Directorate of Jute Development, Kolkata.”

Bharat Gold Mines, Kolar Gold Fields.

Inspection,
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30

31
32
33

35
36
37
38
39
40
41

42

43

45
46
47
48
49
50
51
52

v B3

54

59

56
b7
58

99

60
61

2289

66
67

68

69
70

- B.Subbarayudu
Pradeep Kumar Verma
Abinash Chandra Bhattacharjee

G. Mukhopadhyaya

-S. Banerjee
" Ms. K. Radhamma
~ Rajesh Kumar J.

Ranblr Singh

R.S. Sawhney

M. Shahabuddeen
Ms. Shashi Parihar
B.S. Sathyanarayan
P.K. Singh

Krishan Kumar
P.P. Nagrath
Rajinderlal

B.C. Boro

B.K. Mathur -
KXK. Vyas

5. Prasad
Dildev Singh
S.K. Bhatia
U.K. Sharma

Trilochan Singh Giani

Syed Shafiuddin
PK. John =
D.N. Chakraborti
Dr. Sarojit Datta
Ms. Rina Mandal
Dr. D. Kumar ‘
K.V. Jaya Prakash
Uttam Prakash

N.R. Nair

.Mahendra

K.V Sharma
C.Narayan Rao
R.Chandra:

Ms.V Jayalakshmi

Ms.M.Kannamal =

1.5.T.M., New Delhi.

Hindustan Prefab Limited, New Delhi.

Integrated Fisheries Project, Cochin.

Nehru Yuvak Kendra Sangathan, New Delhi.
Office of the Regional Director, Department of

Company Affairs, Kanpur.

Cement Corporation of India, New Delhi.

R.M.L. Hospital, New Delhi.

Sramik Vidyapeeth, New Delhi.

Auroville Foundation, Villupuram.

Department of Statistics, New Delhi.

Ministry of Water Resources, New Delhi.
Department of Supply, New Delhi.

Andaman & Nicobar Indian Forest Plantation
Development Corporation Limited, Port Blair.
Office of the Joint Director General, Foreign Trade,
Guwahati. g
Ministry of Civil Aviation, New Dethi.
Ministry of Railways, New Delhi
National Textile Corporation Limited, New Delhi.
N.T.C., New Delhi. V
N.CERT.,New Delhif %

Director General Mines Safety, Dhanbad.
AL Chand;lggrh -

& New Delhi.
D.C., Ghaziabad.
;onutrxDevelopment Board, Ranchi.
Department ‘of Legal Affairs and Legislative
Department, New Delhi. | 7
Defence Bio-Engineering and Electromedlcal
Laboratory, Bangalore.

Department of Heavy Industry, New Delhi.

Office of the Assistant Commissioner of Central
Excise, Chennai

Central Excise Commissioner, Chandigarh

. India Security Press, Nashik

Bharat Dynamics Ltd, Hyderabad

Bharat Dynamics Ltd, Hyderabad

Hindustan Prefab Ltd, New Delhi

State Forest Services College, Dehra Dun

N.R.S.A (Department of Space) Hyderabad:
Madras Dock Labour Beard, Chennai

Office of the Assistant Commissioner of Ceaatral
Excise, Chennai I, Chennai

Office of the Commissioner -of Central Excise,

: Chennax-III Chenmai:

Office of the Commissioner of Central Excise,
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73
74
75
76
7

78
73
80
81
82
83
84
85
86
87
88
89
91
92
93
95

96

98

99

100
101
102
103
104
105
106
167

108

M.S.Pathrikar
Prabin Kumar Das
K K.Bhaktavatsalam
M.A.Gafoor
Dr.N.L.N.S Prasad

Vaidyanathan

D.Kirubagaran
R.Gnanaprakasam
SK.Verma

Amar Singh
C.M.Singaia
K.H.Tripathi
P.Mani

S.K.Rattan

Ms.M.S Kelkar

Hari Charan

Ved Prakash Kothiyal
A.K Majumdar

Ranjit Singh

K.K.Singhal

Pradip Kumar Bandapodhyay

Ashok Kumar Chanda
Dr.Shashilata Chaudhary

Prithviraj
Y.Malleswara Rao

R.V.Yadagiri

S.P.Bakshi

B.Kujur

Shyamal Kanti Raa
M.Sukumar

N.C. Srinivasan
N.Ganesan

V.Mani

R.Suryanarayana Murthy
Gurdial Singh

Vijay Kumar Nagpure

Chennai-I, Chennai
Advanced Training Institute, Mumbai
Tyre Corporation of India Limited, Kolkata

~

Advanced Training Institute, Mumbai e

Integrated Fisheries Project, Cochin
Eastern Regional Office, (Ministry of Environment
and Forests) Bhubaneswar

~ Ali Yavar Jung National Institute for Hearmg

Handicapped, Mumbeai -

Central Silk Board, Bangalore " -

DGQA, New Delhi

Ministry of External Affairs, New Delhi

Bhakra Beas Management Board, Chandigarh
Nuclear Fuel Complex, Hyderabad

DGA (Armament) New Delhi

National Institute of Educational Planning and
Administration, New Dlehi

National Crime Records Bureau, New Delhi
CBFC, Mumbai '

Maulana Azad College of Technology, Bhopal
National Water Development Agency, New Delhi
National Anti-Malaria Programme, Delhi
Ministry of Steel, New Delhi
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