LY

s H. THUR/ TR/ AEE-33%/3008-04

AR, BHEART ¢, R00l / WA R, Wb 2RI

HAET ATT-H .
TERTE VTHAT HERTE AfafTani=a 7ar Shetet (1T U@, Tah-3 0T Ueh-o1 aiwed
wferg Feret Fraw 7 ey arafafte) Fram s s

e 7 Wrpfas s fawmr
TATET, HaE %00 03, AT QU Wl R00¢
e
HERTE WA Afwera sifafaw, ook,

FHF A, 008/, F. L3/T. F. .— TERTY WAEF A UEH, 004
(R00%, T TET. ¥ ) ATEAT o1 R\9 T Uiz-Therd (Teh) FI W AT SAeiodn e, fer
TETEA T T FOT-41 20 e ST AT e, HERIS Y JER e e
Fa AR, & 190 350 FoH Lo =1, We-Herd (1) =R AavTSH ST gat g
FHOLTT 3R B o

Q. ftre AT, — a1 P, WeRTs s Ao A, 009 3 T

3. HATEAT~ A1 FEH, HEHITER S8 3 ST 6 3, —

(%) “ arfufTam ” gren 79, TERTE WEAHS AHAE FUHTH, o0y (008 =T

L. ¥), 3T 3E;

() “ eI ” AT 3, HERTS AR Qe famrea wedi e
TGS JoqHTo HT0 3791 37

(204)
T AR-A—ER [fFme : 399 .00]



' RoR TR VIR IO, WARY 26, 004/ ], W R3] [wrrr w-w

() “ wriieger sifvreteg e svef, SRS v T faar e e e
Fepri ggeen ferrrr septer Prrqfterieer Fifear shoten srfmadiar e, T,
aTe I
(%) sifaeen” aren ovd, wrEwtT stfveraten sem o o

(8.) “ srarfieer * are 3k wirean YT SO e ao ) o,

T

() “ e Fovehr ™ et 37l T TR TR TR ST ST SR S
Fmy P fever axfrreere P, s o

() “ wréer ™ e areh, v, froqvan & oot wafi afiferss snfor s
e et s dren sfenate srvete, v fafere favrerter e s
mmmmm 37T I

m)“m”wwﬁuﬂmmm,mm;

(37) “ ot sxfvrera » wren 3ve, wETEaT e ST AT SrEeen Rra S
VIR U2 S Sreten Sfora, 37 S

(31) “ fvrerem At » aren sved, wréererdier feremerer et st wpetaae et
IO SCAT, WFEeT 9% Foare ufsman, Svar i ;

(2) “ oqret eren ifireta » aren s, i e, sifvrere ffir sfromeg
e ST rerten frrmgfee Fife et s e e e
FrReTaT Frrrm o atz-frrm (2) s fafafes Seten wremndiwir Sevam dom
wrewf s srar o

() “ srfvrere St Srelt » aren snk sfviete Fevaren ST TyE SO g,
3TN I

() “ yeferetren » aren o, arfirei wrem sTvaren St T SR, & s
e wran e, qenferedt, T ST arEveer frot soarar), Sefeen s
Frreremiers geamm w0, st ong

(7) “ werm " qren ond, srfufremre wem, srm o

(or) « v Teror et ke (R g wrder) e vl v aforss et
TR THETT SR ST T FIHHATTAR FAI Saretet Gronars for , sm,
arpRv e wrtenTett sy sTaeteaT oy ST AT, dren st sv ;

(¥7) I SO ST & ST Here sffrarme samen Fetet wre @ vrewEm
i, v srfufermare s ot ovd Sy feetet s, drer svet avareter ; :



1

W -] TENIE JTET TN, HWATH 2, R00L/GT 8, I 223% %ol

3. sfuere sfismrars s — sfiete ffi sl som o =0
- (%) A1 AR IO ST, ot sfersr=arem goten i Sofien et
TS ARCT ST T Gt ST, mmmmmm
STVITER e 7, TR v e,

¥.  THTAH SHTAATEAT e URRT Yot — aifuery srfuewrd, s Saraard wréet
Ao ST & -3 (R) T e ST st frieirn diry sifvrcre davaramt
anifoT =Tet AfTTeTT SFTTITATS ST Sree, SN WETCTRTY STYAE ArXet o wre! ot
srfveta sraviraTdt ame i, .

W et wreaTen ardatres sl Savarardt wftwroot.— (2) durers, i
faférelt atferarrom st eearaT e v sen sfus a9 sre st e Saeten
Tt T StfvetE, 35 Srarandt o oo wevararet et

(3) afver sfuemrdt, drererrren oo adt 38 wrardie, svaeter qeemTaE o sreete
et wereren wd Aot sfveraren i - med e

(3) drz-fram (3) areier e fesearey, dearer aren sfusreatards e
sfurmT=aren e sfvrerer qee s st wers s, e s e e
sffvretng afirsrth, o arrerferss stforsttaret vepen < oreat ot s, e reetrere e v et
7o i e ST e TR e e, ST TS T ST A AR
sifiretrt ote revp st srfsmr-aren s et el o e e .

(%) 378 SEOTT SheeTee Tt LT vTere) arfiret e wrder 2y aitien s
FICTETETE! St sree Jamt arfirete affsr-are starvas STt T FTY, SrERerd! S0
Y TR S ST SR U A9 o e ad,

& Wi SfeRe e Wt (1) HIGTERIER S ST o ST hotel ATt arfirere
a1, stfiet fafireft sforsroomen storndt sraterdt satormad smavas arder da,
sifuret arfirerrdt, demerenren ST 3 o, aefererdten wnerd Srevelt o vt serzfasiet o
o fergh araelien.

(3) tz-Frm () areerdt st et sk arfureta, srtor s giere aeE ST
e, T, sifverg Faffre sfvsomer sifveta afusrdh, srar affeeie we afemaden s
TSt S5 SO 7.

i A=t



to¢ FERTE YIEA AU, WAt ¢, R006/GTTT R, W 0’21 [vmr wR-=

9. aiigA AT AferaTT gt et Hor.—(2) sifvena i s, ST
e SAT=A1 il Wiestieh STTeETE qoaHT FIUATarat 3 e 351 HHt FHare
HERTSZ YTHATEA] AR Wraaren Soen HH a9 Aqeied] TEEay JAuHe=am AEvmER

() Tre-Fae (2) 3= WITaEa Fele TG SMUHRT, 511 HH FHI0ATAT TATTIHIE 3T
T ST o1 AT A SHeET JeaHT .

(3) =itgra Qi ATTEETE 2= FHHI FHoarer, TiHd SRt Horme! e
A T SR O e e A%, Al e ST JeaHIE et G
ST VA A4 & S HIUATT TS

(%) =1 FaT=ra <1 AT el AT, FIOTETE FHETed FErrEE A

() Tie-foram (2) 3r=r sfirepet Shere Sifehrd, afiepel Areeh SHerars e
TS I FUATHIE FereAl HEATE! Haurd, s, 7 anfor fedew a1 Afe=ren e
TSI HATAHIA THAI-¥ TEA UF FeTAIE! [aion HIET .

¢. A AT AT B0 — (2) AW 3 ara AR e et ster S,

(3) elTeTsh, SR, Ferd & A1 G-t (2) =1 @3 (%) § (3) Ao TRqareR e
ST Feled] FHrAARETE 5T 6, IGATAT HIEH e F o anTe U e 96l
A

Q. Tt e T2 HOL.—(2) FIVAR! FEAAF FHEE = AR
AT 9 W QAo hedTeETd T8 FUAR AR AR fhar s at e

() Tt AR e, S e i s &, e sTo SoaeE
TR ST AR AT QU ST ST T ST R fae SR e A

(3) e auTET ST WA ATTEET HeTHIG FUAT AT, HIOTTE
Ffera-ffet sfaromm & T v AR AR



T wu-a| WERTE VI TA0H, EHANT ¢, R004/HETA <, Wb 1338 20}

() sfveng FATHA ST T FOAEHRET W I e T4 qee-w
TR 1 HrEH S FHITA AT
(w) wfoeng ST, WEAfT ATerare 3 For, Tl R get T’ FT0 =
TR R0 & T TR 0T ATarEeTE A s T FETAR HRa A Qe
(%) TEAE fveng, Serg si-arean S e o e aRiE g F6
T VAT FeAle.
Ro.  TATSTHY eI UTEUATATS! et UL — (2) FITCAE] AT g ol TR g
Torsrgeit YIEhTeN SUFTe 6 JUATd Feie.
() TV FoTergeeaT 378 AT AT Tt ATt - e HeTerehTehe
o T T S T e AT A6
(3) ST QeATaRFOTE (MEHITGe) STere ST deT HYm g 4R Je
(7e1) AT RFETAT AT AT IO SRl SHIUTeTE ATt e g
foraTa el e AT e
R WIEACTE ATHORE TTEUATATS e ot —(2) -, Wz-fm (2) @l s
T TS TSRO Aol G Sera &, eI e Fer 23, T2-her (1) =1
AT ST ST FeraEaoATeAT HIHITOT Seat 3 SIS 3ueTe e St defted i—
() it =Rt W SerET wiedl Hafavarg seg® 38 df garasms
(31) et sferaTe Aifedt fafavarg soge srmom=ar fageit qmiven <
T FAOIA] WIS & Tk HeasihgA i1 SUAT SATetet Warerd e §el



e FERTE WA A0, HHaAR ¢, 00LMBTT R, I 23] [T -

() STt fefa AT TR WAl SIUTTE ST e 9 HE0T e
T3, YT WIS o TTET0T HoTerd ATeaTelt o Aeshifer [y S (T a arems e
ST 20TT-21 TN Haifvrer e, TR T Ereer sferE aifed fefavaraE
IYER F6 31 e, HITATE [ AT HIvTeTar WA HIoTeTar qre i o
WA A U T F FER (Mroniiz 7 fomer 4m) deumde [/ 5=5ed, T8
A @ HIAE e e dreareht datua sfaera dwdie witedt fstavarardt 3uere
T T A, T, HEATCTRIY 370 et g 1 20T SV Ao at 39 Hifeat fHesq
3UATE THR 25,

(TR 1% e FeArera el (RTashifon o) SUCTe F6 S0ATa deiiet ol caletes! Hera
forergeiTaRaT M fssfavarare: gz sifvera Rigvar Jom 7.

(UT) AT  HefteT 379t WY FodraR Ufera 3 qRUTeso=AT FlaT Iuered FHE
TATHTOT VT TR ST AT

(e) TS e SEErT Hiedt festaumt anfor 35 sfverarg sacean
() nfeet fresfamarast arewie sifuera faeg sFovmt st —

(%) Wretie sfierarar fafeom ATt a mrE Hiowre = e Fee o,

(@) FrEwIfe AerE gHSUIR El, WTEUTR ATe, FHY0MT ATE, TROTR 6T 1=41 at
T O AT} (e e @reTEts #RTR ARy At faga o A

(1) WA WA HaeaeaTd FHIVIATE QIawi—e Serd HigT IRV el

(=) WrE AerE e HIOHE WRITETY e TauRre = S Avardr e
YR FIUATE AT SO AT

(%) 39 AerETE Vel FEUATEAT FH FIVCATE! ATHeAEER Hioret T fEhan g
AU e,

() Wt ST TEATAT 3771 FIUTCATE ST T 20T ATE! FHa = T
g AR e,

() HeTeTHTAT TR, WS S HeiE FoAafedd Savare a & SWad HE Savare
IR STAAHID ST 3T T A0 ATE.
2R, RIS W HEaTeaT HawiTT W, — I e 83, We-Ferd (3) T8

(1) 373 AR T Shete! HeRTZ [IHeE FeeiNR ST §ee; HeaTel dasH1 3uread
AT TYTEATEAT T2 37 SHUAT=A111 BTt ST STHON-1 T VT a1 & 2f
T TSR FERRE ST



W I WERTE VG A0, BHART 3¢, 004/ETA[A R, Wk 3% 2R

- TS
[fam « (3) wer.)
sfera HEATEATH wW()T(R)  FEEEAEE e
it Sfaome Fead 0 @l UISAEl  Welted AEeedl  STEedr
“avg"a” ww@EEaRa CFUEE weE
et e e Cw g T
TSRO AT
(2) () (3) (¥) (w)

s T B T .



83 TERTE VIR A0, HFART ¢, R004/EEA <, B R]3% [T =R

AT -
[ Famu (3) we. |

FEATEoT G
e fAfet SO =, 519,
AT/ e g
TR TTaRToTT! ST/ AU W/
foyapray/ ama/a et T
ST/ FafasrT e
ay \

HTHAE  FIEAD. FrErT o IR AT

(2) (?) (3) (¥)

Hfirerg situspT=arHt Tet 9 g1 (Fereenr)



T =R-a| FERTE ITHA AT, BFATT ¢, 00¢/BTT R, Wb 1]31% 03

-3
[ Fram & (2) ver ]
o7 T TR/
Hitatue Hgz/memHzs/
ATeA T 14 -

7 A
ATt feha HTEe et ©

TSt AiTEE/ e gt
e F WA :

AT S T T, S/ e
AN Hifa A/ FT 1, AT SHeren Ao fHer wew, faw & = ge-fam ()

feiTes - st sifuer-ard et T



0’y TERTE YN TATS, WHART ¢, R004/EEA R, T W1 [wer w-a

b
[ o (W) wer ]
it afverETe e iR AT o

g fam/ERE EeAEAEE 3w I, AT
e/ T ST At detedt
U I it AfAerErl A I el
T HEAT
(®) (R) (3) (%)

e sifueT-are 6 @ AiEr.




HT AR-g| WERTE VI 0, WHART 3¢, Y00L/ETH]T R, T 8R]R Ry

AT &
[ Fram ¢ (2) e )
CR () ey favrira sfbrere et swRl s, —smaer v/ st/
TS/ T ETE HVeTa T IR HeAt S F 2 ol e, i T g
HEwE ?
() arfvrere st Arafsayre.— S fam/ e/ dees/ T i sfivera
AT TRV TN SRR ARSI Set 318 S 7 et Aoy, e R ?
() sfiere st sfor et drer ufvraror . —
(veF) faamita sifverg staeT=ar sifverg sraeoTe wimer gaet o 1 ?
(37) Tty STea e T FHOT-41 HS HHEAT Ao a=re
ferfer e ufereror et ame =
(1) e, qurer faame sweiea wererome gia fesfarara e qe
e ?
(@) (2) qafvera frwrmrder e wafee (P avoerten) arfveramaet wom arg
2T :—(TF) HE A e fan sfor o, HeRTg, ST & AR e i
(%) 3THEATH, FIAN TRAAN HUOTATEAT TG TG FHOT T .
(x)  Fom e (Fm araeveien) sxfirerast framentirs Ateott #wot, gfietes= ot
T feoft ot 1 —

(T)  reaeRTieTeh (FeeaT) STqerRaTe Argvi o, QAfaetn HTor anfor wre fFeo
0 ATATE! e feramm/srarera/mrees/ Wi 3T Freret a7

(21) FEaTer Fremadie AT Fered, qHiaetsT Serear s Rl Fere
(3) st (AT TweeT) e e i —

(vh) qoen favm/smaiea/dees/ Jfade qufvera et et s
S (STRIA FHeAeN) ST ErErTe qearF=Te FIAare! e el 38 e ?

(1) e e STt SHERaTE T T T FE.



228 WERTE I AT, BRI 3¢, 004/BTETT ], Wk 2% [T T w-a

(%) afireie S SrvaTeaT et Saher fdhan gafverr :—

(vsh) e fam/Fmarea/ies/ afad gt e frarfatrm w651 9
FTATTTEE SErE ST AT Gehotd ol 378 H1F ? el THedTH, T FUIrare! T
T FATE FXOTR 3T ?

(FF) e farm/ e/ Frees/ R are ad Yot e e SFEE U
FIUATHIS! 3 FreTet 3ee 1 ?

(w) aitgpa srfirereTen fraaeos smewar :—

() o feram/ahaieral/ mrges/ Wi STEare e aviig Srverars FHameor
et 3 1 ?

(ZF) et FHEAT, TS HROTAE FEw 7
(v) rfirerare arfies v dee - —

(UsF) e farsm/ratera/Hees/ Wi anftes Havryeare Geho &l 318 1

(3F) mfereRteaT ATaTde a9 T FEr.

(\9) HerZATH STAETATS Heher :—eAT [/ sFmarera/Aees/ [iad cire it
T U el Qe fer e arsarat.
(¢) g frpraran sfiee - —

(us) e fawm/#marea/ des/aiadiws g femrn sfyera am s ? aueia

T,
(F9) e, A e fremTe FEaiai FHUARE! et It Hram! Hef
e ?

FfierE sifeT-arel T8l 9 TR,



WY === HERTE STEA ?ﬁw, HHEART ¢, WOL/BAA R, & 8% R

TAT- §
[Fra= ] (3) wer]
.......................................... I ST T Fetedr STeETET qai.
FIFHAI e ST FrgerET e IR S
(2) (?) (3) (¥)

Ffverg SfeT=are 98l 9 Hie.



2R FERTE YA A0, HHART 2, 004/FTHTA Q, T 223% [T we-a

-
[ Fr e () wer )
wesserssesssssssss IO QU= WETHTET TR STAERaTe igoit ot, Friyrget #o,
e o1 snfor sfwerare feor s T e s,

SEAE AR FAew  fRwgEr  qeiae feeoit IR
FEETEI CET  Seted e FOE AN
T ST wTEETe g
UFUIHE  UFUEE UFOEE
(?) (?) (3) (¥) (4) (%)

Fifvrerg arfverr=are wE 7 TER.



o -] TERTS, VI A, HHATE ¢, R004/ETETT {, W 2] 1L

AT~ ¢
[ Fram vo () A formm 22 (2) (us) wer ]
TSI & AR siveraTg miedt festamaren wwarrirar swrer g
wfet,
T,
e fa,
TR YT,
TR MRS T,
TRTER T AT, e woo 033,
e,
o e, qafuera foam, merrg s dren dvine wae sfoeramE
Trrasfervarend! ve wei st rop el StoararE st wt s, W, e sraete

frrmter anfer wrefet srqarer tvar wwet 3 arg HERT wrEETe qafiery S
mfeedt ferezferare smetear afeeara smafea srastea mmear vivrmTate v e s ETTTS
T T AR,

mm: .....................................................................................................

I - N T A T




R0 TERTE YR 0, BFART ¢, 004/ B ], Wb RV [wrr aR-a

T Hifeel! e araaTe @ Siferaren o :

ferwmr T K
g

3

3.

¥.

fei &

*FT, ST e faedtare/drer e freRe o e, qey, e



T TR TERTE Y TATH, WA R¢, R00C/HEA <, b R R

AT}
[ fram 22 (2) (9m=) v ]
wfereras/ ot feroy/ gfavet ot
i, - fems -
HHTeTh,
Qe ferr,
HERTS A,
TATEREA Hellaererd THRd,
TETEHT T /1, ﬁ'ﬂré'- %00 033,

e e (TR 311 ) ST e/ S e v . S e €
o e e Y, e i & A SR/ e el .
3.~ T O ETeT A et SR 3 YETAR ST 2vae) H e e, H e
srifor T S Y, STt e SerER iU TEet cre ST @ 81 AT T
3T SAOT e T SPIOTCATE Y e Qe 5 A EIvAre! O ST,
3. e BT A /erE &, W, e fe e g e
v, e W Fer S A A R FRoA A Sfr o e q9
TR RIEAT ARaTe 3FITer FoaTe a5er. !
T o
(3% 3eRT) e

A1 (35F A8 )

qm 9R-g—23



wR WERT WA A0S, $aart 3¢, J004/GTT R, Wb 1]3% [vrr ar-a

FAE ITARTAISH

151 (= =) e m ......................... 71 ) SRRt

{Q) T T T L L R Rttt LT rra——

e st @@



T TR-a| HEARTE VIR TA0H, AR 3£, 004/ BT ], T LW R

TOURISM AND CULTURAL AFFAIRS DEPARTMENT
Mantralaya, Mumbai 400 032, Dated 15th February 2008

NOTIFICATION
ManARrasHTRA PuBLic RECORDS AcT, 2005.

No. MPV. 2006/CR-12/CUL-2.—In exercise of the powers conferred by
sub-section (1) of section 17 of the Maharashtra Public Records Act, 2005
(Mah. IV of 2006), and of all other powers enabling it in this behalf, the
Government of Maharashtra hereby make the following rules the same
having been previously published as required by section (1) of section 17 of
the said act, namely :—

1. Short title—These rules may be called the Maharashtra Public
Records Rules, 2007.

2. Definitions. — In these rules, unless the context otherwise requires, —

(a) “Act” means the Maharashtra Public Records Act, 2005 ( Mah.IV of
2006) ;

(b) “appraisal” means the evaluation of public records in association
with the Department of Archives, Government of Maharashtra ;

(¢) “classified records” means the files relating to the public records
classified as top-secret, secret, confidential and restricted in accordance
with the procedure laid down in the Manual of Departmental Security
Instructions circulated by the Home Department, Government of
Maharashtra from time to time ;

(d) “custody” means the possession of public records ;

(e) “Declassification” means downgrade the security classifications after
their evaluation ;

(f) “defunct body” means a corporate or non-corporate body which
has been wound up with no successor to carry on its functions ;

(g) “file” means a collection of papers relating to the public records on
a specific subject-matter consisting of correspondence, notes and appendix
thereto and assigned with a file number ;

(h) “Form” means the Form appended to these rules ;

(i) “private records” means records lying in the possession of a private
individual or with any non-governmental organisation ;

(j) “recording” means the process of closing a file after action on all
issues considered thereon has been completed ;
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(k) “records of permanent nature” means the public records being
maintained after recording for a period specified under sub-rule (1) of
rule 5 by the records creating agency in accordance with the procedure
laid in its Manual of Office Procedure or Instructions on the subject ;

(1) “retention Schedule of records” means a Schedule which provides
the period of retention ;

(m) “review” means periodical evaluation of recorded files on the expiry
of the period of retention for determining the further retention or
destruction, as the case may be ;

(n) “section” means section of the Act ;

(o) “Standing guard file” means a compilation of papers on a particular
subject-matter consisting of copies of policy decision, orders, instructions
o:d any another matter incidental thereto arranged in a chronological
order ;

(p) Words and expressions used herein and not defined but defined in
the Act, shall have the meanings respectively assigned to them in the
Act.

3. Nomination of records officer.—The records creating agency shall
by an order issued in pursuance of the provision of sub-section (1) of section
5, nominate one of its officers, not below the rank or grade of a Section
Officer, as the records officer. A copy of such order shall be forwarded to
the Director.

4. Maintenance of standing guard file. — The records officer shall be
responsible for maintaining and keeping a standing guard file and proper
record of the directions issued by the Director, in pursuance of the provisions
of sub-section (2) of section 6 and shall produce the same for inspection as
and when required by the Director.

5. Acceptance for deposit of public records of permanent nature.—
(1) The Director shall accept for deposit and preservation of public records
of permanent nature, which have been retained after recording by the
records creating agency in its records room for the last twenty-five years
or more.

(2) The records officer shall intimate to the Director each year before
the 31st day of January, in Form-1, the particulars of all public records of
permanent nature which are due for appraisal during the year.

(3) On receipt of intimation under sub-rule (2), the Director through his
officers, shall assist the records officer in conducting the appraisal of public
records. When the appraisal is over, the records officer shall prepare, in
triplicate, a transfer list in Form-2 of all public records, and deposit the
same for preservation with the Director, who shall after his satisfaction,
return one copy of the transfer list to the records officer as a receipt of the
public records.
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(4) If the records officer after appraisal deems it necessary to retain any
record or file of permanent nature beyond the period of Twenty-five years,
he may do so for reasons to be recorded in writing and under intimation to
the Director.

6. Withdrawal of public records.— (1) If the public record deposited and
preserved with the Director is required by the records creating agency for
any official purpose, then the records officer shall send a duly signed and
stamped requisition slip in Form-3, to the Director.

(2) The public records requisitioned under sub-rule (1), may be returned
as soon as the purpose is achieved, but it shall not be retained beyond the
period of six months by the records officer of the record creating agency.

7. Downgrading of classified public records. —(1) The records creating
agency shall by an order authorise an officer not below the rank of the
Under Secretary to the Government of Maharashtra to evaluate and
downgrade the classified public records being maintained by it. A copy of
such order shall be forwarded to the Director for his information.

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

© (3) After downgrading of the classified public records if the authorised
officer declares that any record is of a permanent nature, the same shall be
deposited and preserved with the Director after its appraisal.

(4) The records deposited under this rule may be requisitioned for any
official purpose and it shall be returned to the Director 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 authorised under
sub-rule (1) to the Director, on the action taken for evaluation and
downgrading of the classified public records.

8. Submission of annual report.— (1) The records officer nominated
under rule 3 shall furnish to the Director, an annual report in Form-5,
every year, in the month of March of the following year.

(2) The Director shall, thereafter, submit a report to the Government
in the Cultural Affairs Department every year on the action taken by the
records officer in pursuance of the provisions of clauses (a) to (1) of sub-
section (1) of section 6.

9. Destruction or disposal of public records.— (1) No public record shall
be destroyed or otherwise disposed of without being recorded and reviewed.

(2) In the month of January every year, each records creating agency
shall record after consulting the retention Schedule of records and all those
files on which action has been completed and this work shall be accomplished
in consultation with the records officer.
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(3) No public records which is more than twenty-five years old shall be
destroyed by any records creating agency unless it is appraised.

(4) A list of all such public records which is proposed to be destroyed,
shall be prepared by the records creating agency in Form-6, and retained it
permanently for future reference.

(5) The records officer shall furnish a half yearly report in Form-7, on
recording, indexing, reviewing and weeding of the public records to the
Director.

(6) The public records shall be destroyed either by burning or shredding
in the presence of records officer.

10. Access to private records.—(1) The record of historical or national
importance accepted from any private sources by way of gift, purchase or
otherwise shall be made available to any bona fide research scholar subject
to the conditions laid down by the donor, if any.

(2) The research scholar shall submit an application in Form-8 to the
Director, for permission to have an access to such records. The Director
may refuse such permission in the public interest and for reasons to be
recorded, in writing, on the said application.

(3) Wherever a microfilm rolls made available, the original records shall
not be supplied for consultation to research scholars. No copy of any records
shall be made by any one without the prior permission of the Director.

11.  Access to public records. — (1) The public records accepted for deposit
and preservation under sub-rule (1) of rule 5 shall be made available for
bona fide consultation and research purposes subject to the provision of
sub-section (1) of section 12 on the following conditions, namely :—

(i) a person who intends to consult the public records shall apply to
the Director, in Form-8. The Director may refuse such permission in
the public interest and for reasons to be recorded, in writing, on the said
application;

(it) foreign national intending to consult the public records may be
permitted only on the production of letters of introduction from their
sponsoring institution and Diplomatic Mission;

(iiz) record, maps and cartographic records relating to the Ministry of
External Affairs and Ministry of Defence and areas comprising the then
Sindh Prant (including the area of Pakistan and Bangladesh) may be
made available for consultation keeping in view the security and the
defence of India or of any part of the territory thereof; records relating
to the Ministry of External Affairs, Home Affairs and Human Resource
Development in respect of Jammu and Kashmir (including Gilgit and
Chitral) may also be made available for consultation keeping in view the
security and defence of India or of any part of the territory thereof.
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Provided that the Director may refuse such consultation if he thinks it
necessary;

(iv) wherever microfilm rolls may be made available, the original
records shall not be supplied for consultation to research scholar;

(v) reprographic and transcription facilities may be made available
on submission of an application in Form-9, and for such services the
applicant shall have to make the payment of such service charges as
may be fixed by the Director, from time to time;

(vi) a person consulting public records for the purpose of research and
publishes the work which is based upon the material taken from the
said records may acknowledge the same.

(2) A person intending to consult the public records shall not,—

(a) write and put any marks or indications on public records;

(b) fold, tear, cut, crease or otherwise damage or mutilate public
records;

(¢c) remove any public records without obtaining the permission from
the Director:

(d) be allowed to take any eatable or drinking products or smoking
while consulting public records;

(¢) place anything or object on any public records with a view to make
out any copy of the said records;

(f) disturb or interrupt any other person while consulting the public
records; and

(g) behave in a manner which, in the opinion of the Director is
detrimental to the maintenance and preservation of public records.

12.  Allowances to the Members of the Archival Advisory Board.— The
members of the Maharashtra Archival Advisory Board nominated by the
State Government under clause (¢) of sub-section (2) of section 13 shall be
entitled to receive travelling allowance and daily allowance for attending
the meetings of the Board at the same rates admissible to Group ‘A’ officers
of the State Government, from time to time.

Wog s
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FORM-1
[ See rule 5 (2)]

Particulars of records of permanent nature due for appraisal during the
year

Total numbers Total numbers Total numbers Total Remarks,

of files of of files of  of files referred numbers ifany
“A” and “B” “A” and “B” to under of files
categories categories column (1) due,

lying in the transferred to and (2) for appraisal
records room records room
of the records by the
creating  sections during

agency the period
under report
1) (2) 3) (4) (5)

Signature and seal of the records officer.
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FORM -2
| See rule 5 (3) |
Transfer List

Name of the records creating agency.

i.e. Ministry/Department of Mantralaya

and office of local Authority/Statutory Body/
Corporation/Commission/Committee etc :

Name of the Branch/Section :

Year:
Sr.No. File No. “Subject matter of the file Remarks, if any
(1) (2) (3) 4)

Signature and seal of the records officer.

qm F9R-a—43
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FORM -3
[ See rule 6(1) |

Name of the records creating agency,

i.e. Department of Mantralaya

and office of the local Authority/Statutory body/
Corporation/Commission or Committee etc :

Name and particulars of the records officer :
Particulars of records or File number requisitioned :

Purpose for which required :

Undertaking by the recordsofficer — 1. ........................
hereby declare that the records or file requisitioned shall be returned to
the Director before the expiry of six months as required under sub-rule (2)
of rule 6. '

Date : Signature and seal of the records officer.
Place :
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FORM -4
[ See rule 7 (5) ]
Half yearly Statement on periodical review of classified records

LE13

Total number Number of Number of files Remarks,

of classified  classified records reviewed and ifany.
records lying  due for reviewing.  downgrades
at present in ' during the period
the organisation. under report.
(1) (2 3) (4)

Signature and seal of the records officer.

qrT AR-A—L3IHA
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Form -5
| See rule 8 (1) ]

Form for the submission of Annual Report to Director of Archives,
Government of Maharashtra

1. (A) Setting up organised Departmental Records Room, —Whether
your organisation has set up an organised records room, and if so, is the
space sufficient ?

(B) Nomination of Records Officers,— Whether your organisation has
nominated an officer as Departmental Records Officer, and if not, give
reasons ? :

(C) Training of Records Officer and Staff,—

(i) Whether Departmental Records Officer has received training in
Records Management ?

(ii) Whether the junior staff working in the Departmental Records
Room are trained in various aspects of Records Management ?

(iii) If not, are you willing to avail training facilities existing at
Department of Archives ?

(D) (1) Sharing of space for housing semi-current records at Department
of Archives, —

(i) Whether your organisation is willing to share space at Department
of Archives, Mumbai and its Records Centres at Regional Offices at Pune,
Kolhapur, Aurangabad and Nagpur ;

(iz) If yes, please state bulk of records proposed to be transferred.

(2) Periodical recording, reviewing and weeding out of semi-current
records, —

(i) Whether your organisation has taken steps for recording, reviewing
and weeding out of ephemeral records ?

(ii) Indicate the total number of records recorded, reviewed and weeded
out during the period under report.

(3) Appraisal of non-current records,—

(i) Whether you organisation has initiated action to get non-current
records appraised in consultation with the Department of Archives ?

(ii) State the total bulk of records awaiting appraisal :
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(4) Compilations or Revision of Retention Schedule of Records :—

(i) Whether your organisation has compiled Record Retention Schedule
of substantive functions in consultation with the Department of Archives
and if not, what action do you propose to take?

(ii) Has your organisation taken steps to revise the above Schedule
, after five years?

(5) Periodical review of classified records,—
(i) Whether your organisation has de-classified the classified records
during the period under report?
(ii) If not, state reasons?
(6) Compilation of Annual Indices to Records,—
(i) Whether your organisation has compiled annual indices?
(ii) State ‘inclusive years with the name of the series?
(7) Compilation of Organisational history - Has your organisation compiled
organisational history, reflecting various functions along with the date of
their creation, and if so, furnish a copy to the Department of Archives.

(8) Records of defunct bodies :—

(i) Whether your organisation has got records of defunct bodies, give
details?

(ii) If yes, what action have you initiated for their transfer to the
Department of Archives?

Signature and seal of the records officer.
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FORM -6
[Seerule9(3)]

Particulars of records destroyed during the year ............ccccevnviiicnnns
Sr. File Nos. Subject of the files Remarks
No.

@ (2) 3) (4)

Signature and seal of the records officer.
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FORM -7
| See rule 9(4) |

Half yearly report on recording, indexing, reviewing and weeding of
records during the half year ending ...

Sr.No. Total number Total number Total Total number Remarks,
of files of files  number of files ifany

recorded indexed of files weeded out,
reviewed if any
(1) (2) (3) (4) (5) (6)

Signature and seal of the records officer.
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FORM-8
[ See rules 10 (2)and (1) () |
(Application form for permission to consult private and public records)

To,

The Director,

Department of Archives,
Government of Maharashtra,
Elphinstone College Building,
M.G. Road, Mumbai-400 032.
Sir,

I hereby apply for enrolment as a research scholar for consulting
records in the Research Room of the Director of Archives, Government of
Maharashtra. I agree to comply with the rules and conditions in force and
promise to deposit a copy of each of my work based on the materials
consulted at the Director of Archives, Government of Maharashtra.

‘1. Name, including Surname: Shri/Smt/Km./Dr. .......ccccouvecennnceavienee.

2. Fathes/Hashanitla INFE 2 o6 ctecasiesmaiseissitasnit drasssessisbsnssekisas
b OO B 0 0 s R R N RO e
&, QualITICORIOTIE 1 illcsie ity s s e e i S AR B S e a5 A A s
TP ) Y b R R e e S S S e e S GO R B
6. Profession :

T. Subibot o SR Y I B L g ol T s ibns s
8

9. Period for which admission 38 800EhE 2 .o .io i s resersmesths oy spmassse
1D Sighatube analaath . o8, mr n i s e Fots v et aevse s
11, ARGroE GO NER ¥ 0 Eril bl dosisatesbisst s Tt dme iy b e

(1) Pormanent:s o sl S0 0T I VR ettt S e Y trares
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Particulars of records to be consulted : -

Department Period Remarks
1.
2.
3.
4.
Date : Signature.

* Seholars are requested to attach a letter of recommendation from their University/
Institution/Department. However, the foreign scholars are requested to bring a letter of
accredition from the diplomatic representatives of their country in India as well.
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FORM-9
[ See rule 11 (1) (V)]
Application for Re_pmgraphidl‘ranscription facilities

Dated :

To,

The Director,

Department of Archives,
Government of Maharashtra,
Elphinstone College Building,
M. G. Road, Mumbai-400 032.

Sir,

"Kindly supply me Microfilm (NFG/POS) PHOTO COPIES/XEROX
TRANSCRIPTS of the material(s) indicated in the enclosed list for my
researchfpubhcatlonfumverszty The material is from the Department(s)
o) APUAIRI IR s o e e e e Rl Ty T . It consists of
............................................... items and covers the period from

1. I declare that the above material is for my research/publication/
university.

2. Tundertake to pay the charges as per schedule of rates prevailing at
the time of completion of work. I understand and accept that the estimated
cost, when supplied is only tentative and the rates are also liable to revision
without notice.

3. The photocopies/transcripts supplied will not be sold/transferred to
any other person without prior permission of the Director, Department of
Archives.

4. The material, if published, will be suitably acknowledged and
provisions of copyright, where applmable will be complled with.

5. 1hereby deposit a sum of Rs. . . as advance.
Yours faithfully,

Permanent Address Signature

(in block letters) Name (in block letters)

Local Address.
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Advance received vide Receipt No. c.coccoevviiiioneennnen. (3 63 Tt PP I B A

Service charges have come to Rs. .......ccoeviiiiniiiiiinnnnn. e

Balance receipt vide Receipt No. R i b 51717 2 S UL R RIS

Cleared for photocopying transcription subject to following.
) i b e B v

Signature of Archivist.

Date :

By order and in the name of the Governor of Maharashtra,

MEENA JOSHI,
Deputy Secretary to Government.



