Visva-Bharati
Santiniketan

CIRCULAR

The undersigned is directed to convey that the Under Secretary (CRU),
Government of India, Ministry of Human Resource Development, Department of
Higher Education has sent an Office Memorandum vide No. 1-2/2016-CRU dated
24.05.2016 with a request to initiate regular programme in respect of recording,
indexing, reviewing and weeding of semi-current records and to furnish half-
yearly returns (half year ending January to June, 2015 and July to December,
2015) in Form 7 to NAT by 3lst July, 2016 under intimation to the Ministry of
Human Resource Development.

A copy of the relevant papers including Form 7 is enclosed herewith for

detailed information and compliance. Y\/
0,50
Enclo: as above. Joint Registrar

(Administration )
Visva-Bharati

Memo. No. Admn/G/C-2.1/ R &4
Dated : 09.06.2016 ‘1 b

Copy forwarded for necessary actions :
I Principals of all Bhavanas/Vibhagas
2. All Heads of Departments / Centres
3. All Joint Registrars /Deputy Registrar/ Chief Security Officer/University
Engineer
4. CS to Vice-Chancellor
5. PA to Registrar
\/6/Umver*sn*y Webmaster-to upload it in the University website.
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. -be)m‘ernm- *n“rof Fiaeia
Ministry of Culture
National Avehives of Lidia
Janpath, New Delhi - 110 001
e-nrh o
Website: www.nat

N

ionalarchives.nic.in

Dated:
To, :
3 per list
resident’s Secret
abinet Secre

L

Minister’s

fice  President’s  Secretariat/Pr
iat/All Ministries of the Government of Tundia)

Subject: Recording, ke viewing, Indexing and Weeding of Public Records and
bupp]s of HaH Yearly Returns tIxuem‘ under Publw Records Act, 1993
and Public Recovds Rules, 1997.

Sir/Madam,

Lam to draw your kind attention to sub-section {1) of section 6 of Public Records Act,
1993 and Rule v o( Public Rewms Rules, 1997 to be 1 .-:a(.! wd.h paras 103 to 104 of C :
Secvetarial Manual of Office Procedure (13% edition 2010). As per rule ¢ of Publi
Rule:s) 1997 no pubiic vecords shall be destroyed without being recorded and review f-d by the
reents creatinng agency.  The file should be vecorded in accordance with the Records
Retention ! ched‘wlo after action considered thereon has been completed. Proper recording,
i of records are essential c\\morv as mey he.lp ding out
ovds which are no u)nif,m v : i result m
1 required

oras

reviewing/anp
veriodical
acilieving econe

or .ficial use.

instructions may please be issued to all concen

Lay aererore requested th
officers and Departmental Records Officer i your o:gznmatmn including all the At
and Subordinate Offices, Public Sector Undertakings functioning under your control to
initiate regular programie in re »pe(' of recorduig, indexing, reviewing and weeding of
semi-current re and to furnish half-yearly vetuns (half year ending January Lo
June, zo15 and Juh« to Dccmnhm' 2015) in Form 7 (proforma enclosed) to this
Dx.p:u tment by g8t Jn!y, 2016,

Tt may further be ad"i@-J m;u i"i case you fnd any
f oresaid or any othe: i > Recovds Act, 1093 m«l the Public Records
8, 1697 you may ol guidance

e
[D2R8.

Kindly acknowledge receipt of this letter.
Yours fatthiully,
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. P.K Roy}

Assistant Direcior of Archives
Gow,‘nn*cnl(» India

Tel No. o1r-23

Fax No. o1- > :

Fovm 7 ot Public Records Rules,ioor.
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Sub-rule 4

PUBLIC RECORDS RULES 1997

Destvaciion of Pubine Seepien

The records officer shall furnish a half yearly repart in Form-7 on
recording,
General or head of the Archives, as the case may be

form -7
[See sub-rule {4) of rule 9]

Half-yearly report on recording, indexing, reviewing an: weediog of

vecords during the half year ending

indexing, reviewing and weeding of records to the Director
o = &

Total number of | Total number of | Total number of | Total numberof | Remarks
i~ - . . X [ .
fites recorded files indexed files reviewed | fites weeded
2 3 4 | ~ ‘
f
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