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Immediate / Time Bound 

F.NO. 1-35011/01/2011-IWSU 
Bharat Sarkar / Government of India 

am AurI3ozgar Mantralaya / M/o Labour' & Employment 

t 1 t ‘ Shrum Shakti Bhawan, Raf i Marg, 

New Delhi, the 04 ,  November, 2011 
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■••• 

( C 
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All Attached & Subordinate Office 

under the jurisdiction of M/o Labour & Employment. 

Subject: Special Drive for recording, indexing, reviewing and weeding of 

files/records from 21.11.2011 to 25.11.2011- reg. 

k 

As per provisions of the Central Secretariat Manual of Office Procedure 

te• 	- consi idering the urgency to reduce the volume of records being retained without 

significant need for their retention, all the Sections/Office of the Ministry are 

required to record/review the old files and weed out those which are no longer 

civ,Atded in accordance with the applicable Records Retention Schedule. 

2. 	It has been expressly brought out in the Manual of Office Procedure 

that Recorded files will be kept serially arranged in the sections/desks 

concerned for not more than one year after which they will be transferred to 

the Departmental Records Room. Further, category 'C file will be reviewed on 

the expiry of the specified retention period and weeded out unless there are 

sufficient grounds warranting it's further retention. Justification for retaining 

a file after review will be recorded on the file with the approval of the Branch 

Officer/bivisioncil Head concerned. Retention after review of a category 'C' file 

will be for a period not exceeding ten years including the period already 

retained. Similarly, there are provisions for handling category 'A and 'B' files. It 

may be pointed out that maintenance of the recorded files is also governed by 

the Public Records Act, 1993 and Public Records Rules, 1997 which are being 

administered by the National Archives of India (NAI). It is important that 

enough attention is paid to this aspect of O&M so as to avoid accumulation of 

unwanted records, which pose problems of space and hygiene. It may also be 

appreciated that above aspect of the Records Management has gained 

importance with the enforcement of the "Right to Information Act, 2005" 

which also puts onus on every public authority to maintain all it's records duly 

catalogued and indexed in a manner and form which facilitates the right to 

information under the said Act. 
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3. 	It has accordingly been decided to launch a special drive from 
21.11.2011 to 25.11.2011 for recording, indexing, reviewing and weeding out 
of the old files as per the applicable Record Retention Schedule(s). All 

concerned are, therefore, requested to put together special efforts to make 

this drive successful and intimate the results thereof to the Internal Work 

Study Unit, in the enclosed proforma, at the earliest. 

Your faithfully, 

(Arvind Kumar) Kumar) 

Junior Analyst 

Tele: 011-23473349 

Copy, aiongwith enclosures, forwarded for similar action to: 

1. All Officers/Sections/Units /Desks in the Ministry of Labour & 
Employment (M5). 

2. IWSU(DGE&T), New Delhi. 
3. U500, office of CLC(C) , New Delhi . 
4, 	Departmental Records Officer [5.0. (Adm. III)] 

Copy for information to: 

1. Sr.PP5 to Secretary (L&E) PPS to Additional Secretary(a) 
2. Department of AR&PG, Sardar Patel Bhavan, New Delhi. 
3. National Archives of India, Janpath, New Delhi. 

4,1 AN )  
(Arvind Kumar) 

Junior Analyst 

Tele: 011-23473348 
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