F. No. 14(2)/1/2022-R.M.
Government of India
Ministry of Culture
National Archives of India
Janpath, New Delhi — 110 001
E-mail: archives@nic.in
Website: www.nationalarchives.nic.in any
Dated: ) MAY £ IL

To,

As per list
(President’s Secretariat/Vice President’s Secretariat/Prime Minister’s Office/Cabinet
Secretariat/All Ministries/All Departments of the Government of India/PSUs)

Subject: Downgrading of classified records — supply of half yearly Returns as
~ required under Public Records Act, 1993 and Public Record Rules, 1997 reg.

Sit/Madam,

I am to draw your kind attention to clause (f) of Sub Section (1) of Section 6 of the
Public Records Act, 1993 read with Rule 7 of Public Records Rules, 1997 wherein it has been
stipulated that all classified files should be reviewed once in five years with a view to down-
grading classified files and amalgamating them in regular series. Subsequently, after their
appraisal, those files which are found fit for permanent retention will be transferred to
National Archives of India for permanent custody and scientific preservation.

You are, therefore, requested to kindly initiate adequate steps for downgrading the
classified files (Top Secret, Secret, Confidential, and Restricted) and submit relevant
information in respect of half yearly progress reports for the period ending January — June,
2021 and July to December, 2021 to this Department in the form enclosed (Form 4). It is also
requested that you may kindly ask your Attached/ Subordinate Offices/Commissions and
Public Sector Undertakings etc. to also send their said half yearly progress reports for the
period ending January — June, 20201 and July to December, 2021 to this Department in the

enclosed prescribed form.
Q—U’QYours faithfully,
atf Wil

(Syed Farid Ahmad)

Deputy Director of Archives
Government of India

Tel: 011-23388557

Fax: 011-23384127

Kindly acknowledge the receipt of this letter.

Encl.: Form 4, Public Records Rules, 1997



Public Records Act 1993

Clause (f) of Sub Section (1) of Section 6 of PRA, 1993: The records officer shall be responsible for:
(f) Periodical review for downgrading of classified public records in such manner as may be

prescribed;

Public Records Rules 1997
Rule 7 Down-grading of classified records:-

(1) The records creating agency shall by an office order authorize an officer not below the rank of the
Under Secretary to the Government of India to evaluate and downgrade the classified records being
maintained by it. A copy of such office order shall be forwarded to the Director General or head of the
Archives, as the case may be.

(2) The officer so authorized under sub-rule (1) shall evaluate the classified records every fifth year
for the purpose of downgrading.

(3) After down-grading if the officer declares any record as of permanent nature, the same shall be
deposited, and preserved with the Director General or head of the Archives, as the case may be, after
its appraisal.

(4) The records deposited under this rule can be requisitioned for any official purpose and returned to
the Director General or head of the Archives, as the case may be, in the manner provided under rule 6.

(5) Every year in the last week of June and December, a. half-yearly statement in Form-4 shall be
furnished by the officer authorized under sub-rule (1) to the Director General or head of the Archives,
as the case may be, on the action taken for evaluation and downgrading the classified records.

Form — 4
[See sub-rule (5) of rule 7]

(Half Yearly Statement on periodical review of classified records)

Total No. of classified records|No. of classified No. of Files reviewed and Remarks
lying at present in the records due for downgrades during the
organization reviewing period under report
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