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1685 R (I) pgﬁ_ﬁt_;‘@ﬁ; of r_fécbrd_ifzg; Reco:-d‘ing_'__consists-iﬁ"a,franging -ch:_jbnolro—
 gically, refrencing ed D

ncing and. ging the fresh papers 4in each cage on-which orders have
ed. and binding . the ,.pg.p_e;s-:._inr“the,pa:esqgibcd-_cover, thus forming 2 file..

year, the file . pumber; subject and.a reference. to previous COrres--

pondence, if any, 1s inserted. “The flags should “be removed -and references to
thém: erased, permanent ‘reférences. being substituted. ' e S

7 The -.Ra;;o_rde'r_f_ sh_'e-ix_llij'-reaigi';-‘the._;ndies; ._éﬁnﬂeéied \g'v'itﬁ unfeédrded _recei-pts_and
if ,a,py__atjtion,-_'lja‘s b.éen,_d;gt_;tgd,’f;hc should ~ draw the attention of the dealing Assist-.

ant to it. -‘"Thé-'rewoﬁ_sibility;' Howf:vé'r__,’ for seeing that every action has been taken

.  before the - case is sent _to the recorder rests with the dealing Assistant.

jssued, the file shall be sent by the- despatcher to the Superintendent, or-Assistant,
concerned  through the diarist, for the: purpose of szeing “whether-all action Chas
been taken and deciding. ‘whether the case should  Dbe recorded or kept unrecorded

~“{f necessary. “If - orders have been, passed and the .case has been finally.

to which' a reply -may be expected - within-* three months, th ¢ recording-of
& case _s.h_‘r;uld-___."be deferred. In some’ cases, ‘however, as for. instance, when the s
ors have become numerous ot bulky, or when they - have * been pending: for-a

‘considerable time, it may ‘be convenient  t0? record  them.

-

" contained in Punjab Financial Rules as applicable to Government-of

3 '(i))...in respect of ;éc;'i_rd.s"fe_latj.ﬁg : _g'b"_‘f establishment, p_e;'s‘onne_l'_a.hd_- house--

- “of this nature being issued separately: .. . .

(2)2 W?;'éﬂ..&.t'c&.sg?sﬁgﬁld}ﬁé _re_éé'r._c'ieéi"aé-. kept p;endfr,:g—;A{'.tef a .cifaft- ‘has,

ng - case. In the latter case @ date should bz fixed” for the . issue - ofa -
disposed of ; Or_".si--‘feply.-f.is.:_nqt_-.axpe_ct,ed; for three months or more, it should b2

_ recorded. If Teplies . are incomplete and the consideration of - the case has been
} 'p,.g_stgggql-;;_'_.__pendipgzz., ‘their . completign , or. an intermedijate . reference has been -
Hadete i

" ‘keeping ?'inattgr's-fo'l‘lo_wj,thc-sc_hgdul'_e  of periods of retention for records.’

(c) in respect: of records connested with the. substantive _furctions, issue ©

170. . ' (3) Record retention schedule—(1) To ensure that files are . neither
pi‘qmati_:i'eljﬁ?des__trpyc@ nor kept for: periods. longer than necessaqy;'gvery,.branchﬂ
Sk :('a)"-‘in,rés_i;éct_'of records coh‘nqctcd'w'ith _accounts, observe - the instructions

a schedule prescribing the periods for which files dealing - with "speci=...

R

w ; ﬁcd_fs,'uftjj_ects_:s'hqtﬂd ‘be preserv
State " Archives. ot T

&

D) The _a;bofg'-_séhcdulei sht}iﬂa be reviewed at least once in 5 yg_éa'n‘:s.':

d,“in consultation” with the Haryana |

~ Hayana State Archives Chandigarh in 1984.) . "

2 {Sec.new.‘llecord-Re_tehtion- Schedule for Records. common to all Departments Published 'by
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- a8 °C’ being destroyed, but . also to congestlon in the record sh

171 S 64) Cz'assy‘icatmn ' frecards

of the fo]lowmg'-classes Btz

’-"filésf-‘..l?ia:f---iﬂé '.I\écdrded'- linderr' ,any..jo._ne, :

: qrté_.-ngc_,lsuch as__ rhos,e'-hstcd m patt "B;‘ ol B

1t -preblous that.- 1ts somgmal mnst b@ pre«sswe&'
d ‘access to it in the orlgmal form must be rc-_
_ .baresttmmrmum_ or._- inis o :

‘keep;'bur a‘o not prmt'pr. pho,tosra_t.t—- th:s cla.ss %llw'.-_f o
. for administrative pl;rposcs. smli =

(2) The in portance -of'_clasmfymg papers w;th care is. enjomcd on Supcnn-- .
tenfdents ‘Carelessness in this respect leads$ not only to 1mp0rtar&papers classified;”
€8 Of ephemeral

. papers which oughtto be

. (3) As? regald

e’j'precedure for' the destrucnon of papers of ephemerai

s }:;“ge ‘Branch Officers sheuld sal utlmze all closed files - which have been lying in

- ha.?e-'

= FaHChBS under’them - _ :
closed a _Pap e of short lived
espondence pertammg t supply of coples

- . 6 Peocedy ..fo_.-_r
compi‘eted thc dealmg oﬂ‘mal w‘

(b) suggest the aPFJTiL:lpI‘JaﬁeL classiﬁc' tion. of Tecorﬁjﬂde para’ 7"&11111 the
c‘c‘fi_se of class . ﬁlcs, also Spe(:lfy t’he retentlou penod and the y&r
.0 rewew, _ e '




(d) % the 'nﬂm;has been revlsedl'

;"'—:-.:(h) Complete allf-'references aﬂd

_(a) Complcte columns 4 and

3 here' nccgssary, Vise

uld be mdexed

mposed---to be'pnnted edit thc ﬁle in aocor-

nd uggest the number of! cop:es ;

" 'danpe Wlﬂ:‘l thé:}emsﬁ'

reﬁ:rence&o 'the‘su'b]ect o

of" : anﬁi":where' f’i__'iece_sgary'” :
~ torrect. the entry ml_column- there 0‘ - e i

":-"'-(b)'Eﬁter the ﬁie number in column o of the rcglster for watchmg pro-

gress of _recordmg (Appealdix_ 2)




5 ( ) Submlt thc ﬁles to the Deputy Supermrcndent / Supermtcndent who ;
o will satisfy himself that the filo has been’ properly - recorded, and will ..
sign the outér cower and return the ﬁle 1o the Reccrd CIerk i

it (& ) Hand over the ﬁle tc Sitie. daftrl after puttmg i e’rmtlals on the ﬁle cover :

- .(4 The Daftry will | répair the damaged .papers rf any, sutch the ﬁle and_
subnnt it ct the Sectlcn OfﬁcerfSuptd. ., : J :

5) Aftcr satlsfvmg hrmself that ‘the ﬁlelhas bcen prcperly 1ccorded the
tmn Oﬁicer[Supdt wdl[srgn the 'ou r_'. eover and return the file to the recorder :

6) The reccrd

. will entcr the- ﬁle number in column 4 of the reglster fcr s
i watchmg progrcss cf ¢ )

ordmg and send thc ﬁlcs to. the chord rcom

! 174 (7_1Custody of rec:crds -—(l) Flles transfcrred by a branch to thc rccord room
- will be a ccompaine by a list of files (Appendlx 5) in duphcate - The record room -

- will verify that all the files ‘mentioned in the list have been received, retain one’ '

_copy of the list and return the other, duly. signed to the branch cOncerned cIna

the record room, these 11sts will be kcpt branchaWrsc m separate ﬁ}e covers.

(2) The record room wrll maintain a. separate record review rcgister (Appen.
dix 3) for each year and a few pages will be allotted in it for each branch. . Class ‘C’

" files''of a branch marked for review in a partlcular year will be entered 111 the. pages .
earmarkcd, for the branch m thc regrster of that ycar %

A (3) Frlcs survwmg the rcwew under taken on therr atta1mng the 25th ycar

- of life will be stamped prominently as ‘rtransferred to State Archives’ and retired

" to.the State Archives. Files, transferred to the State Archives will be accompanied -
- by a list of files' (Appendex 4) in duplicate; one copy of Wthh W1ll bc retrumed by - -
- the State. Archwcs, duly 51gncd tc the record rcom . s ] ;

& 175. : (8) _Review and weed‘mg of records- —(l) No ﬁle othcr than ephemeral e
files Wlll be Weec!ed ou;,wnhcut first reWewmg 1ts ccntents : Ve

(2) A class 763 ﬁle will be rcweWed on the explr‘y of thc speclﬁed rctcntrcn :
perrod and dependmg on the merrta of the case, will be .

e
K

(ﬂ) Wecdcd out Sa : T A

(b) Rctamcd for a further pcnod not excecdmg 10 years. from thc ycar
2 prcdin ofits) cloﬁmg at the. end of Wth]J 1t wﬂl be chded out Wlthout any
further rev1ew, SR E SR S

(c) Upgraded to class ‘B’ : : ﬁies Wlth the approval of the branch cﬁ‘iccr =0
e (3) Class A2 and class ‘B’ ﬁles wﬂl be rev1cwed on attarmng the 25th year iy
. uof thelr life in consultation : with the State Archives. In these reviews, the need Jor°
% rewsmg the origmal cla551ﬁcat10n of class- ‘B’ ﬁlec may also be consrdered

Lot (4) The -year of review . ci‘ cldss. ‘C’ ﬁlcs w:ll be- recknoed with reference to
i the year “of their’ closmg and that for cIass ‘A’ and class ‘B’ ﬁles wrth rei‘erence tc the
~ year gfthelr opcmng b A i s o ;




",1ssued to: thee requasrtlonmg branch

(5) Begmmg in January each year, tho record room will send to the branches &

) '%oncemed, files due for revrcw in thc preoedrng year together Wlth a 11' of-
-in the fcrm ‘Appendix. ? ; _. :

i I'es received t'or rcvrow wrll be exammed by,, or under the dlrectrons'

of the ‘Sectio _..'OﬂiceﬂSupdt concerned and those no longer required will be mar-

. ked for dest;uctlon Othet ﬁles may be marked for Further retentlou v1de sub paras :
--'2&3 e s : ;

3 o ; After 1eV1ew, the rccorder wﬂl
i retentron ‘period in the, file’ regrster and return thcm to the record room aloug-wrth =i
: the lrst (Appendlx Sy i o . ; Fains

(8) The record room wﬂl / -

and.-'class ‘B’ ﬁles survwmg the' reyiew under taken

(a) Transfer -class i
- their life. wde sub—para (3) above to th tate :

S ..at the 25th yea
2279 ArchWes._.i:

(1) Destroy tho marke -.for destructlon at’ter completing column
4 of ‘the . hst of ﬁles _-_(Appendrx 4)

(n) Restore the ‘st ie. those markcd for further rctenuon, to t_he A
record stocks after making the required entries in the record re- >
iew regrster in” the case of class ‘C’ ﬁles. '

% (9) Rocords not fa.llmg Wrthr? l.he category of ﬁles e.2. publ!cations, spare\_
copres of circulars; orders. will salso be subjected :to ‘periodic review as at suitable:.

ke entries of _revrsed classrﬁcatronf G

intervals and those’ no longer: ‘needed; should be weeded out. - To. facrhtate such o

s revrews each branch may mamtam are str:r m the form at Appendlx 6

B e N S

ued from the -

176 ; Reqms:twmng of_: 'ecords ——{1) No recorded ﬁlc will be 133
record room or Archrval eCOT! exoept ‘agains a-isrgned reqmsrtron '
: Appcndlx TS " T

R (20 The reqmsmon W111 be kept in thc plaoe of ﬁle 1ssued.

: (3) If. the reqursrtloned ﬁ}c is one that has been photostatcd OF: pnntcd/ oF
' -mrcroﬁ]med normally a photostated _o Iprmtcd copy and not ongmal,wﬂl be

: (4) If the reqmsmoncd ﬁle is mtlally obtamed for bemt:r put up m one case
S8 subsequenﬂy put up on another, a ‘fresh’ requisition should be sent'to® ‘the'record
-toom for replacmg the orrgmal reqursmon whrch wﬂl be retu.rned to. the party con- :
'.cerncd ' Al s : ‘ ,
o (5) On return the reqmsrtloned ﬁlc wﬂl be restorcd to 1ts pIace and the re-
; quismon retmned to the btanch/ofﬁcrai concerned ;

(6) Fﬂe obtarned by a branch from the record foom w;]l normally be returned..
- ,mthm 3 months. I.f' they aro notlrccervcd back w;thm tho penod. the record room

'__the form of S





