. CHAPTER HI
The Record Department

47.. .- . (I) (i) Responsibilities and duties of Superintendent of Records. (including .
Superintendents|S.Os.[Head of the Bran ches, for Record Sections in the Branches)—The. :
Superintendent of Records is. responsible to the Under. Secretary, Secretariat Estab-.
lishment for the-efficient working and maintenance of - general discipline ‘and -order -
in-the general record. room placed under this charged. He is also responsible. for.

the proper care of records and will give particular attention to the following points. :— . -

_ (a) the prompt restoratien of recorded cases in.the 'récox.d.-bilnc'iles;:
~ (b) the _av.oidancé of the restoration of papsts in..éa.ccq;atély -'by'_i_'_eésiérersz;' ;
(c) the non-removal of files from record bundles wi_thou't proper 'marking' '

as required by the iustructions in paragraph 51 (I); ' -

'(d) to render assistance in tracing papers when special difficulties arise.
Requests for such assistance should . b2 made through Superintend- |
ents/Head of the Branches. ' s

(¢) Prompt disposal - of requisition for papers.
(i) The Superintendents/Heads of the Bx"anches.'_are entirely - rés.pOrl_s.{ible' fbr._;

the proper care and maintenance of the record/dairy in the branches. They should.
in particular, take the fellowing steps to gnsure efficiency and promptness in disposal

- -of work in the record sections of -the branches :—

(a) The Supcrintendents/Heads of the Branches should acquaint himself
with the state of work in the record section of the branches by ob-
taining the report. every other day from each Record-Keeper as to
the number of cases and fresh receipts over two days old ' which.
have not been attended to and the date of receipt  of the oldest
case. Immediate and urgent . cases must. be put up with the re--
quired papers-on the same day as they are received in the record
section of the branch; s .

(b) the maintenance of the prescribed registers and note-books;

(¢) the strict compliance with the instructions in paragraphs 3_.r.§garding'
reminder cases and the other instructions dealing with routine;

(d) the proper maintenance of diaries and compliance with the instructions
contained in paragraphs 64—66 and 67,

" (e) frequent inspection of Record Section of the Branch so as to ensurs
that the work is going on well and suitable - arrangerents are madg
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“ to avoid accumulation which should in no case b’e_éliowéd ‘to take

‘place. .

" (2) The regular dusting aiid cleaning- P S e
too strongly emphasised. -The record-rooms have been supplied with . restorers.

" and fareshes and the Superintendent Records, should see that the file bundles are

‘taken out frequently and dusted. ‘He should also ‘arrange with the caretaker.
for the record almirah and walls to be cleaned regularly with the vaccum cleaner.
A Preservative isinuse for spraying the records inorder ‘to keep away fish in-
~ sects - and while ~ ants. - This preservative is a deadly poision. - Itis. kept in the

_custody of the Superintendent - Records, and should only be used his under
personal supervision. He  will be.held responsbile for any. mishaps.” - On the
appearances of any sign of rate, the Superintendent Records, should ' see that the -
rate traps.in the record rooms are brought into use “and should acquaint "the -
caretakér and the Under Secretary, Secretariat Establishment of their activities
5o that spécial steps may be  taker to gét” rid of them: A register should be

maintained showing the dates - and the sections of the record-rooms where the
vacuum cleaner and the preservativé have been used, and the = register .. should be -
" “sent up to the Under Secretary Secretariat Establishment for his information. -

. 48, - Arrangement of records :—The old records of the Secretariat are kept

“in the record room shelves in monthly. bundles ‘inthe’ obronological order of
the proceeding numbers recorded during the month. The more ‘recent records,
recorded under ths file. system, are arranged according ‘to sub-head annual-
* fule numbers in chronological order and kept “in buadles of convenient size.
~Fach bundle hasa board in front on which the contents are noted. File numbers,; -
“when printed - arz posted on'the - bundles. The shelves contdining these bundles’
ere labelled cutside showing  the year of the records contained in them:

2 Clauses of records to be deposited in the recérd;rOOm i~The records
" deposited to the record-rooms. shelves consist of :—. - _ i

___'__;_(a) Series of recorded files comprising -
O Conﬁ?ét‘i(’h of 2 ..pm".’:eeaiﬁgft'“’._ith spice eopiess 1.
(i) Collection ‘of ‘B files; | s
© (i) Collection of “C' files. .
© (b) Spare. copies ‘of printed letters etc. .
(‘:’): :Yeaflf and m_onthly volume . qf_'_i)m téeeai-ﬁ_gs';“._' e
. (d) Indexes to -VOIumeSlepl'IOCéedings; g s
' (é).:OId;_Diai‘jaé;_ £y e = |
- ® ls)isposed of CO.nﬁdontia._l' classes, to be kept  under | léﬁk' and key. "

< ) chéds of certain classes, to be kept .in 2 Chubb’s sage or Jocked: -
Seiak SeSlypiralys o 0 i Tl g i . g e R GG

(b) Printed files, |
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-~ disciplinary action.
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- 50, .(I). v Pending cases :—All pending cases should be_'seﬁt_to_ the record -Toom

5, . forentry in the pending’ register, whether the . papers have been: recorded or not..

(ii) Restoration of cases :—Cases received in the record-room in which no

5 further action is required should be broken up and restored with the lease possible
~delay, but before this is done, care should "be taken - to see that the -backward ~and
. forward counter-mark -ccmmunly - known as chaining-is - complete. ; :

Requisition for Files

BLE) Requiéitip_ﬁs for files from record-room shelves. © The _Shélves’u_in".the-

record rooms shall be kept under lock and key of the restorers. - All requisitions

" for papersshould be'made to them and should indicate = the dairy number for

which the papers -are needed.' If thére is no fresh receipt,. the requisition should
_itself be diarised. The persons making the requisition should sign and date it

- clearly, Proceedings already -put up with ‘case shows. not be recorded from it .
_-and he put’ up with another case = without a note of thé  branch number - of the

case with which they: are put’ up being left on the case ' from which they

- have been removed the marking .in the -bundle  being - changed accordingly.

._Al'l rer::ord-'keepers and Assi'stants[mu's_t' “strictly ¢ comply ‘with this' rule - so

- as to. obviate the difficulty that inevitably occure in tracing . papers-if no note of

_their ' marking is made . at the time of removal. Branches of thisrule = will invol

o S

;Q)_‘..Re'qm'ﬁr_fo'n for the .'r;emoml of files frdm one Brancfz {ra' ano_fher +—No record

.kee_per'.of_-aény ‘Branch is permitted to remove a file - belonging .to.another Branch.
©, without -~ fitst obtaining = the consent - of the Superintendent/of - that branch.
" The latter before granting permission will satisfy - himself that the file is not

removed from its place .in the record bundle-. without a proper ‘marking slip.

As regards the removal.of confidential - files, the ‘express permission of the

+ Branch Superintendent  must be taken and a formal receipt - obtained before
- the file is banded over to the requisitioning authority. 2 e

These instructions do not relate to the removal of files -belo’ngi_ng'- to any of
the _B‘ralnchgs in_- the Finance Department, as they are g_overn_ed : by'séparate orders;

S | BE) -Rieqm';'s"ftibns from dnd ‘to the _Secjf‘-et'aridt_' for paper& —(1) Reqﬁisitigﬁ?

from the Secretariat  for paper belonging to any outside office -should be made

~_on the prescribed  form signed by a Superintendent . of the Branch. When a
" Clerk ‘is.sent “to an' office’ to obtain confidential or other papers urgently, he

should take' with him a requsition addressed to - the head of the office “and

Zh: ;_.s_ifgned' - by-an" Under . Secretary.
i "-'_'(i'i).Requisit_"idqs_'froni"_any_-outside_ office  for papers or notes belonging to -
. the’Secretarigt - : ]
‘applications:for-additional . ‘copies -of papers already supplied) without the per- -

should: - on no account be complied with- (except in the case of
mission ‘of a secretary ‘or a Deputy *Secretary - or an Under Secretary. -

.. (i) Official Requisitions for papers from the Historic. Record - Office should *

T be addressed" to_the Director _of Archives. "

-
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. °  (iv) Old records, including Jagir " and other statements are lent, from the - '
__Civil Secretariat- to the Financial Commissioner " Office and by the Financial Com- -
missioner’s office to  the Civil Secretariat - on requisition signed ' by the Superin- =
tendents of branches, Registers of papets so lent “should - ‘be maintained in both
offices, and receipts.should ~be taken for every -paper given out or returned.

'52. Destruction and Preservation of Records .—(1) The object. of destroying”
papers is to lighten files and provide space in the shelves of the ~ record almirahs.
The originals of A cases and those of B cases when printed, should bt preserved, if
they are of an important: nature . ‘and likely to be of value, .ie.for historical -
_or legal purposes, in the future. , When, however, the originals - are clearly- of.

ophemoral interest” “only they ' should be destroyed .. In- doubtful cases of the
orders of Undet/Deputy , Secretary or . Secretary  should be taken as to the im-

portances of the papers. One. collection copy should 'ga--markcd with ‘the letter .

‘0’ (Original) and placed in the original cover alongwith any manuscript documents -

" (2). The: originals of the undermentioned classes of documsnts. always be pre-
“seryed =i ; Tt e T A PR :

*» L "(a) Legal docufﬁent_s- or documents of legal value;
(b) Minutes of the Governor "‘and Ministers or manuscripts " of notes by -
-them an important = matters that make . history; =
(c) Notes recorded ®n- impo:_'ta"r';_t:' files which: have been _éirculate"fi “to
(d)"f_reatiéé.,- agreements _aﬁd such like documents; e :
(e) Important '.-lette'rs_ from Private '-,_i-_t;diyiduéié,' etc.

(f) Maps, sketches :"a'ﬂ;c._l:‘: similar - Papers ngi't __téproduced if collection ,
copies;and L iy : i
- (g) Final proofs of drafts beating * the initials of the  Goyernor or a
% Minister, or proof which varies the' orders passed in the notes or
- has.on it any remarks. explanatory of lte-mgfiqn%,_and__ad_dltip\lns.-

. (3) Ordinarily- the following -p_abeis may be* destroyed after the orders
- of the -Supcr@qtﬁgdentsjﬂegc_ig of _;h‘e--.‘btanchgzs concerned have becn___obtai_ngdz P Ve

(a) Unimportant manuscripts and proofs “of Offices notes: after fair
printed copies have been supplied;: . . Gl g

~(b) Spare copies of any printed ' letters received from the Government :
" of India after II requirements have _been considgred - and.at least
~ ., five - copies = have been retained; - SRl ' e
(c): The papers in death cases after” final action- has  been taken, except -
. ’in cases in which .two_or more ' Criminals~ have been convicted- and
a sentence of transportation hasbeen passed; : X
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(@ M_z:iﬁ'us.cr'i:}-)ffdﬁd_Iprbo-fs "of the annual admiﬁistfation report after the
volume -has been passed out of the _I_fl:e_s's_an_d disi'?ribut;d;_ and -

iR C’ P_rbéfiGa:.i:ﬂg.S'i-- after two _'yea"i‘-js,-.. provided that the Ii_;'ontain no orders
- of an important or of a permanent character.” -

(4 With a view to facilitating  the work of weeding the records priodically, ¢

. the Superintendents should clearly ‘indicate, on the' form on which he passes
. S . orders, the papers ‘ that should be preserved and those” that should be destroyed
: . atonce orafter. a period - of two years. ‘Whenever -aIl-th_e_p'_apers, in a collection

~ are destroyed the cover ~of the collection should ~be kept inits proper place in
the bundle with a note :showing that - the papers . have ‘been “destroyed. A
similar note.. should = also. be made: in the - list of file numbers. i

(5) Owing to the limited _ space, -in the record-room it is the practice to
appoint a retired officer periodically of ‘the status of Superintendent or Under
Secretary to overhaul the record bundles witha .view to weeding, outsuch C &

- Bfiles” "as are no longer * necessary - for retention.. There'are no hard  and fast

- rules: on the : subject, and the question whether a file  should”. or should » not
be retained - depends latérly on experience  -and the officer on special duty must
exercise _his discretion in the matter. Itis a standing order = that before any
papers belonging, to the Political ‘Branches = are destroyed, a list should” be pre-
pared  for the orders of the Chief Secretary through ‘the Deputy or Under Secret-

- ary, Political’ -
e 3 53 s Dutiés_g_f' IRes'tm‘_ﬂers-' — . _-: ¥ ' :

iAot ) .t_b_ é'giltc_:_h all recorded papers and to repair all damaged file covers
and pages. s S o L e s e

- (ii) to restore files in their proper bundles " by main-heads, sub-heads,

etc. when they are recorded. All recorded files must be restored

within two days of their receipt: ; N : :

(iii) to take out files from the bundles required by record keepers
~ ' to be put up with fresh receipts. No body but the. restorer, shall
remove ‘files from the record bundles. Requisitions which comply

- with'‘the instructions. in the preceding paragraph, must be attended
+. to promptly and no restorer should leave office, except with the -
special permission of the Supdt., Records, until all requisition have

- been complied with by him; ~ .. = . S
(iv) to maintain_ registers showing the marking of files removed from ;
the record bundles and to see that the marking are kept up-to-date;

. (v) to’ periodically take out files from the cupboards with the - assis- -
- tance of the fresh and have them dusted and sprayed with re-

- cord: preserver * under the general ~supervision of the. Superin-
tendent Records; - O s a I A :

(vi) to periodically verify files in the bundles and to bring all missing
files without marking promptly to the notice of Superintendent
Records; e e S r S A S : ;






