
m&ffx& q-l

<rqrffi{
q&R\F qq"fl

+g"rmsy'$ €rfifiu

ffi
TfiEI,;rcw;t e, qo)o

I c<q-<-€tfr<i& e<(T({l.iK{rssFcrfrRFq[{qt&EREf"tr s cfltrfifs I

EeR'Tfrfi

qEEqvfl

q+-alq, qtunA{fs q'lHR'{ qEf+t

c.lr<r<lcst q5r{, ulst- ) \o q

qEIgF

s.tfrrt, q qE )8)1<qm/l,t qlel.6 loto Rsm

qq, 9t{, € {( oo'1-rn1Q37qo)o l--s?B qfks.K qlt{, qoob ({oob {f;ri {o
iER qtt{) q< TKI c s< G"t-ql<l (e) q< {fu "rffs<l ,q<( Tffl s8 q Eh-E rFrrsf<-ffi

sqn ofr.rq. rr<-srm< "I{r*tlrq=rsn, far*q qf<{raml eql-il sfrE, s?n s--

qcE q$F

er<E+frllqrfr

5 I QfrrqFnffi{ qlq F---qQ efr{iir}.il uq qf}E6 (sqi c({s,.f s <mg"ral)

EfrrrEqrql, to)o rtc:r q&fu qtcr 
r

a. r c(Ef r-fr<x 31gwn< {ftTQ mi{ f+Er"t?fiftrq, et qRrF{rs.H-

(5) W{" qd sqf qksT< qlt{, loob (l.oot :If,{ir eo aqqfal,

(q) 'h6."ln'sd-

(s) 4qqsflEfi {t(q-firq< qsfr{E s-irt-fr 1E con x<q;

( bsEs )

n{, e fi-+l u.oo



bguS <IqEI&-{ (tfcqt, qffi-<-s, q(g{< e, Q.o)o

("1) lqemtgfr <tsrrlmrm r{(fr{r.K cc'(v) w$5q&3 qft-q qfto oni

frfiqmK qfrq'tfrs c"<-$]r<< coIq {-{cilE-{, frqui <toffirqx;

corq qr?q srd <1e{R *q}-* q$ro con qsfrfi.<q ,tsEl { q&tr{;

q-f,o|R sqftmq tRflfiE <r 'rrorft v=ft-q qtts :ilEmi"t? c+rq

c<qq-{ofi c(ql <1 q&fi{;

f<rnfi wrtrv'@ cord cdffioft {(Et <l qffird;

rT-<-$.lrfir {cqs q{11 iTffirK a1 rr<-slft Cof{ {(qI n qB&R-d< {Rs

qqtfr\o pfu crw<-s q-<-sIft Tlrfisq {RDl-flr< ffiqqtg cfi{

c<q-<-o.fi'{sqt { q&fiq; <.|

{{oR otr}, w-< qm, ryrotR currqtB erwlfi qKI frdtRs q{i

6srd q(ql < qfuur{ 
I

'!ffi51frr qrdoffie wvSw {54t

(ifrFB" qd e? efr{rd{tqm'ifrFB;

"E?B EqFqgm'qd-

(o) q-<*+.tr<< colq >rq"ltsx, frstE <'r o.Bflr{rr< qRs x{.$ <'t qfr{q

66a wkno<, lfrq"s< <t qgm-< qffi slTtqn, frstfr{ o.6rq'{,

qtreft-+ $'KI-E$, csrfl olTIET q?m G"lrq-fl nid[qr;

(q) re6."rcr< qTF +lqiB"{, ftqfu +ldrq-n', ulenfus s'6rE-{, cq-q'l

o.Fitr{aS"rcsrqlodrqr r

'\xf16fr{-{ qdqtQrq< {rfl )) e< qfr{ qf'gfts ser 5fr1q'

"scft" q.cd coF o-re."lcr< E {, fibfcrl s nsR-s rtrsts {(G.lg c{ cfi{
'TK<F, <Q, i-$-.[, {r{Fq, pfu, u<1-r-$"p, E{ <fr, qrrq-[, m, qft-E,

{Til, "lq, 
q&r<qi{, fuF fd<<ft, Ef,fi Eta'l<, qfmr+Bg, vG€, ffie,

(1)

(s)

(s)

(D)

(E)

(s)

(s)

(c)

(s)

(1)



<|(el(n't CrlCqB, qGks,4r\r-{< e, qo)o

q(ftg fie, 5*, ffifis qfu${ es.Tto c{ rota W
slfu-s-*n< "ir'arqruri 

qFmrfr e<( 6d.B$ {bil s r{ft}, frftr"Ir{ q{i c{

csri selj-<q r€ { tq|Cq-< q&frf]g EcK q-s-y<s €r< c

vr< .tri qrrs c{, nsks c+lB frE <t c{E frt6< qefrA tql< q-s-qs 
i

qtm tq;

(u) "selr\qfi'Sl-{" qd Cs'f{ o6."fc+< 6r+n cerc \5?R qlfB< qf}EpE'

(b) '!ffiqqpq'ffi" qdqQcr( ttffi to q< qft{ fiaw oftxft r

,: r qQ qRqF{qt{ qr{lqrsl }_-{I {ss'o6."lct< ser c(<rF6l s <r{{ll-dF E-dl

-ssg csf{ qlt{, Rfi, qRqrq, ftC{HI <t ffiW {e cce wo.o o-v."ror< cxrq et

ek$rrrfl erqrqj, a3r< r

&ftrq{nr

Eel'iC({Scctq1q{ftT "ffi

s r EstI q$q s qqTs"rt qTc{ft{ ,lq& F--qrqtr +-re.$r sq] cq€rq € c(Tsr"k

crrs FrX-<16 "raG wg<n"t T'kr<, {ett s-

(o) +6."fc+< {1-4q{ ffi'pcfl't e<R. '{aE <FqI fifrfrs s<rx *,;<t

({) {sq Ecarr< tffirs- e od-r-< <r{qlerfl efffhIg Etr<, E-{rfl cs "16& <t

qI{rC{ ?sA <i {q€R T-<'t qB-o q c<m;

("t) s?B c(<rF(ct< Csrq efcst$ re6.1sr National Archives Ordinance,

1983 (ordinance No. xxxx of 1983) ..{< qfr{ Ee6s qlTfil_{

qtde(s< cqr{TFrsr<'f ffi€rq{ efus "fikc<;

(s) {qmctTtd wlrrc"i saf c(T$q ofrr<r

(s) EcB:T(<$("r{ q-q onfo< w\r=rsfrq ffi e "ra-G E-dR4 okc<;



<l(E]-cq"{ c'fcqB, qfufrF, {NT< e, Lo)o

(D) sql {<wI € <lw{ {(<q{cI< q-ql qdrc <r<"ql erqq refr.m;

(q) National Archives Ordinance, 1983 (Ordinance No. XXXIX of

1983) q< fr{f{f{ts wga{ct Eat] q(<$cl asraft-6a 1

6 1 ffirlu Eati q$q s qqrs.r"t \fflTfi'{ "tqfr F{<'l{ 4ffi5< ffi1s frErq<

c4t{frs$ qer<t fr<r{' s cl& "flfu< qf<-sl< Tgt rt.sfr$, elqr< <jfufl5 Ecli }l(qq,

{(<q;et € q*s'rrr< (q'c qrqr +Yqx frfl..{r{s "rnfu w1-a-<"tsRr<, {qI e-

(e) c$T{ <lfu< <fuulg \5er \orqt-{ Ersqlm e<( q'qfuco c(qq skco

qtc<;

("f) cs EIqr,R <]fu"iE roqf qqof{ Ffl qtnf(q oiq Ucqr, <i&r{rs stfl

C+.H ffi TEI <FEI{ q<I SRr< EI;

(E) corq <lfu< <lfuqs sqr, Us <I&3 qqfu qsq <1fuffi-rs c+r4 -Yqx

"rm< FrcE emH <1 {g.fg."< n-fl qEr{ a{;

(\) ron efu&H srfo nq"lQg r+.r{ <rfux <ifu'F5 \5cr qil ron qtsbil-{-<

Fr+B efiq q<t{.lQr{ qf a

sr<.i6 {Irs c{, qt{ qffi effiq $ftc\o <l$ qTrE cqQ ryrq c(fu?

<jfuc-s q<&s sftTI Sqf er+H q-<l {Er<,

(s) etcsro +6.{rr+ qqk FrcB <fts qfuais E(?r Yq{ "rcw-< $mr cfl{

TkdK s-q] T-r(s-< <l-<-{ frFrs sRc\5 q?T<, {l{115 roq Es is-cqB<

qa-{rd{r< +frrs ot qn<;

(E) rorq <lfu-{ qfuqre EroJl'-< VE \oRk w]sclc< q-qG sfu c(r{tin $-fi

{'Rr< €<q B-w w?rt{ q$s\51 c-'ic-6 ogtw s qsft} <lfuc-s frfus

qtrc qE-r<;

(e) Edtr{ q<( sB q?cs <ifuqs \5ql <s.t< q-{j q{lg <l-{qr erqq $R[s

€r< r



<I(El-m"t 61rqD, qGks, ;rNl.< e, {o)o bgEl

s r Errefm c$ftfr-{Tlc H5) qrurr od."tr IqT< sqrq{q {q<s-c6f{ Ucq-rij

NEfitE s (EH) F ctfo- sr{ skm, len s-

(F) 'o' c$4t< ser;

(.1) 'rl' c1fit< o$;

'E' dfu sqr; (((

k' c$fu roqB 
r

(l) 'o' 6$fu Eer eem $fr c<-+6, srq|-< qtq wl ftq< ETI T*fu qrq .r<< qrfr

ETtw {qiffi q=lfil-fi{ {agfr eQ ctft-{ qg-qs qtc<, qrEt qB"R slT< {R.,=

x<srct< srrtq-{ €r< q<( ctfi<q fixuqnr<, frfl er+jm{ sqtiefi eQ cSft-{ q-gi6@

qtr<, qeil s--

(q) ftfu (policy), q,ft (Legislation), fd< (Rules) q<( qfr{r{
(Regulations) niwm esqt{ R{ra< B"f< wlrqffi € qlcnri wFqE
rsqrnfr;

(-urr) <TTETE (Reference) ffirR <iletrcR {n{,orrq< q-{] erCI'BT{ EtcE

tfr<, etsterg{vtc'nrr< "fqils (precedenr) frx;rs v<itfr;

(E) qtft-*-k< c5rF.l 4-{t efc1;q-{ et*"r e+q1"f 3i&-{rf sqfifr;
q<(

(?) 3fi3 ffiq"rq (state Docurnents) 6q-rr;r B cfrqq (Treaties) e(i
foE."k cfu Ffu"E (Agreements with r,'oreign countries) r

(e) '"r' Gfu sqn qtc< q@ r<-+-6 q<( EEt ro (q-r) <qrm vto slv{q{6{<
wt <fts qtr< r tftstr< {$sr6ru s-fl <reB qflq1{ Tr, Fp-s )o (n-.t) <s{f, or{
q?rfl ts'qm-< B%TIfalv| qrck< sqvf ore< q-dl c(<$"rcsl'[ s+-q.{E uqn eQ dft<
qsfs €r<, 6q{{- srv."lcs< nmrlfum {tffi q<.s\i, BSI-E er+q, <ffi, ,i-{ol< o.\rrc

fr&I mtl {68 sfrfilsfrE< esql{ Eer<q-{ q<( q:rsrr+< esqtf ffifr qrq.f
q(@ls s+rtfr eQ c{fu qv-yfu r eQ scfq'Tq ragp n-,e."ts 

"y" 
qBr1a* orr (fu+)

<qqr<'< sry cs<fuu qtc< e<( t+< "f< &efr o6."fcs"( {s<s.ltr11-c{ (Record Room)

"rfbRcsqtc< r

(a)

(s)



<f(E]-m{6tiGB, qBRs, {Nt< e, Q.o)o

(8) '"i' 6fu roen qft-< fl<1E.t {<t6ffi Cf,itrsz s<( tql e (&{) qtc.e c (ttu)

<qqm{ qar qs<'fus €r< | c{ sqlqTfq< GqrqraEl frfrrs q<( (<-$v1qq atdl-< "r< Trq

Ttrrs <q{rd< q-{, ercrrsn q?cs "rim, &efr ,{Q ctft< wsfr qtr<, cq:rE- {frffi
c'{cr< qqr qwc< <fhro qext< 

"r< ffir<l4l er-f<m, q$ft 4q ry:l, cfio6nn< <lC

e<( qFrrq qq@l.s sqr'rfr (<( qt e-ff\93 q-{]'ldl qB-q I 
,

(a) 'x' ctfu scr <'ilq scR' €r< e<( tcl > 1en; <q{<nlcq-{ qri ci<fu\5 qtm

q<( qs <qrmolqqfuc]s €<r< "r<, cqQ \5aijq{rq< et.Tfqfusfqr< efiftr<il, etsq

aqfr vet-atrr+ffr;{ eTf'.cj uq6 eQ Ctfu ws\is qtr< r e8 rrsq E(qK {Fs<qq<1

qA< qI .!<e. )'(€T) <sr< er< ?Rl ffi +-<r qtrr< 
r

(s) '$' efu $fr sqnx c<o6$0, $T" (reffiDt< eqls <F'{< ok.m qqro

q-qrfA{ G416 w1frf;r1s) R?c< ,l<t re6."rcv< \5atl qssctt'ffmFrdtsq € €r{{f<

qf<qsm T{frpt< cRs trrl\5{ s (f,sq) ft eirfri1/fifo (Compact Disk) wl nkcs

atc< r

(t) <-v."ts- 6qt q+q Ecf q-"fr6 fi6<l<qt €fE{ sfu q64 }q-4 qfsrstq'f sa[

ecq vp-rc< Brcftsqc< frffi crft 
"rsifu 

etm q<( c+tq qinffi fr{cr{ B"r< <i<q}

qq(t< {ql qQ {sE ft&g erorE< sc?rm c(<'s'rffir q-'[<6 Tr€ {r<fl E]s sfu"o

qir< 
r

(u) fisr+ rer;3r t+< ner6 c1B? {{r{ g;6qls $fur sm q&E E-c?rJ.<

sefl<?t c$ftfucfrfus rRr<-{ I

q r sqr {G-$?"f "tq& F-{:) cs.l{ wll ry11"6 emBTftT sl{<j<ql eR"i c-'r{

qt<t< qrs wq ,1{1-< s6$s sffif Bv srqn-< c$ft fnffi oft$ afr elfu cs crF

esFcs eqi qg\is rkm{ s<( ,{E qfr{FTHr< fr{H qtqrm <r+qt €rqct< qql csftB

s{s6m Fr+E cer<q okmq r

(t) 's' c$fu loql tn ** cm Fwmls qqG w*5<q $kcs Etr<, {etl e-

(T) reqrnfr< gtfu +*sllT< qeN 1fu frft<q ofrrs qq64t

("r) sqr snntrfr-serc< qlsfltrc s?t<;



<I(etm.t c{cqB, qGks, ltpt< rr, {o)o bgbb

("1) Eqiqfr-{ riql-{s sqB (Subsidiary Poinrs), qqftOnl-<, +t{k<<ft.

erqtf q{t-q-<-fifr "rffi .e dfrqF, afiq, Q-6qtqq{q {fr {tfim5t

q-n, El{l qtr-{ ,rfrFrd (Appendix) &efr 39 ofrrrs €r< I 6is-q'qE,

rFl1q, e-11qm{ rFCtsffit<ffa1.6s qtc< 
I

(e) '{' qq-<l ''l' C$"?vs iocf q[o<c"r< m< ffi+e ffifu q-1r6q nfrcrs €c<,

{ql }-

(s) scrcsfrs c{.FIRfl'HTcq< (Comespondence) otofiofr.+ 1St nr*n

ffi1 cqt?Rs {tCd; q<q

("1) rrEl{"-s EcR, c(fts'{R, re-|-{Rr<ft Mq {frM {G $1}c"o eRr< |

(s) 'q' c1ft-gg sqrefr< IEs<q etmrqq €r< q}, ism qtm"t \oql <t Tfu{
<<Trl-Tq.q{c{{ c(?m {fqt(s frf]f<6 <'-{t ERr{ E"+< qsn< <<f'erytqf+ \5aR ftft{a
+kco €r< r

u t rocf :[qi{ r--cqn 'T' cSftys \oafefr qlffiiT qq,<'t TfuEDF qTfu

<I{qf< $RTI q-{frPr ef€'s skcs €c<, sm frr,"ls ffi6q '*l' Ofu s$efr rs +ffifi<
q{fu <l<{< sfut q{frR ers\r= srt slim r

I r sqB >tq<xct r-{)) e[cgrs oYtsro ao ffir< '?' dq]< Erctr<r e tfsa.f fr

fiqfrfl q<( frfu (Compact Disk) wq<rr-c{< qdl +g"trqj sql {(<s.fiaff<A+f+ft-sc

\e erql'fl{ qfiqstr{ (Record Room/Department of Archives and Library) (er<"t

ofrro qer-<,

(i) et-culr -[?tr< eRQ1s +-:ffirrc e (ftd) <qrr<-< qk+ t+rsq 'rr' gfi-< sql

qq<s'ccf< wi re-r21rs-< \o$ q(<s${fc{ qFM{ +kes q364 
,

(e) rsqll qs<nFql'|r< eRrc qqffl q.fr? FftNfi T-E+ q.lsfu {?I|{cr q<Ttlfu"r<

&furs s.f 11r <tfl a1e6a q<q ,!Q c-$-{ +-fl11 f}q qt"ffc+ eo tr*c+t 3qsffi
(Clipped) fit qF qtc.o csB? \ocr c?€rt eiTlrq, fiQ gl-r{ CI1-s (Rack) q qtfi
of<rs {qr< r



<i(Ercryt (Tffit, q&fis, nrg{< e, lo)o

)o r Eq[f <tqp e ffi-srct F{)) re{lr+< csfiP ?Ffs-6refu <sr{< qr"i$ft $rrl

"firq?Rf"B \ra5-q{cqts <&" (Rcgister of lnfbrmations clue tbr Destruction) "FimTDTt

+fix criQ <E,rc{< xc$ ffirstil sarrT{cq< qsB srh-f,t eres +frcqq e<( firq?riltr

scrrrq fbft & EIffi ttrtR s]-<qlg Tff,-fi< Fi+E c"r't okrcq r

(r) c-€ld. sall fr-{B Tfr<k a'i -m< W{q1s sffl Q s$q1q flA*., .fi<I

ffit+c<-{ e<( fitrqkr"k{ ffi {fr cor+ frffi s?B qms @-{ ilf.rc.- qft< <Firr

kr<mr +r<q s.Ri qem ffir +.otq,c{< q.-{j Bqr ilfilm{, sel FrrfqT{s frils qtrq-r

{qF sfd6<-{ r

(o) a,B? a.f66f qB <s{< g?]{rlft $c{ 6<t 44-q oe,ll q(<Tql'fic< qr{lE<

sl-<18 stc-< sqr< Ee eq grfr"fi eres eRr<q ,{<( EIFror{ €TB erq'll{lcs ilfirrd{

q<( qe6 efq E?fqT-qcq q(<F"filfir-{ cel-<t ekr<q r

(8) "q-ilotfr qsm c'f ifu OfiYs fr{c{-{ fro"rsr" tfuotr BBftFo frd"rl{q]m

fr4d< w;Il €f€E q'6e "6'ft1'fi-{" s "frrrN (tfi"ifu" sqBq{{ €<(T-Fr6"fq ffi sfus

S64 qq. q{Iil'^e=cf € $'ttq"|q {(ft?.lt?[n flfrq$g TfuK B"iQfims f{d? sR6o

qtc< 
r

(a) <r-<qn-+< q{'i -.)TK elcrrq{qt(< qt .{tml c(<lsTq, q(s6Ft, csc-slB(,

cq.fsr-f,< slrtq?tG (Wrapping Papers) fi-{ttr ft+s sRrt crFlrs €r< q<( fr-{3T\5

sc?r< {rCI< qfr_ol$fu-ft< x<$q ofu"s qtr< 
r

55 I lacel-ld e&EPt Raft F<)) cs.r{ E(elr< EefrA ?oA -skcs Eerq .iefr

{fr"q-r<, EJ'rT@, frF e *'t? efrc Eqt< r

(t) flq (ef<"rc]a-< i.E, 1frGfu q-s<, {FA e<q 6frc{Pf{ rt.< ({fr {Fs) {qtqql

qrca..EcEq+kroqtc< r

(r:) fr{{.|{cI(< Tq "f6a (Covering Letter) C{ <r{CGr< sltl-q <I{qK $<ll E-q,

q(qflk (Bnclosures) c<-{t{€ cqQ tr<r+< sffq {t<-{f< sk(s qtr< ,{<( EEt< Fn-<]q]Iq

"'tq qs<, stkq e<( q(qft" eE naffefr frfQrc qtr{

(8) +trq <rrir< ss-< cqcqt q--"t? e{ frffi $B< >rcs crc Eqk -"8 rffil
i^ foA okrtc(<sq okcs €r< r

I

I



<l(Ercq*l cqrsf, qfuks, TNT< e, Q.o)o bgb)

r{ r sqll <rEqHql" qRs cceB rf$6T qtRq F-srr <r<qlr"Fk qRo c(ft?
Ttr$\oiR qlfrq qtc< fif*q, {en s-

(s) \oaB q{frE TIat fr<q,{ <R< q(ft? s-EIc{ .tt{f{ q<fig +:fieri ixqtr<

q:{., qpi-s dft c{lB<fircq;

(.r) ,r+n $t rrTf ft 11 \5rqt {frs1 TRrd{;

("t) {ft qfA restr ffi qiat qffro, \orqt €cE €qT{ qcE qql qsm qft qsr<

El'fit{l{hmq;

(E) c-1-6{F qFtefr-< {s< qerfl cl "ilt c<r+6 a-<t EIcErq B+< +sfc<

Bfrfho T{'-q {qrfr q<( <<ts T{rfr-{ nia $-*,kq{cc< sq< EBf?ro

TqIfts c{B sfrr<n;

(e) c< qFrefr ffi{ qq< qRmrq Eqtn-< q.fus aq{il ap1 w1<t?r

"ffi611 nfap{cq< Fnaqa <R" €< q(B? "SR c+lB Tf<r<{ .!<q ql
fi-ffi.I <Rrs ef- {&Tt <Gf< q*{r T-{'rcrr qsB 

"Isr frffi qftr< .{qi

a TeR cqf <sYr6<<r f<-{#< wl frffi {RIq{c<< qq< cqB okrc qQ6;

(D) 's' s '{' c{fu aRreFr< cFG-

(q) ("rkFiB-o) e< i1{t a-6q sr{$ft <isrc{< B"rc< 1Xft.o uero

fp"ryu q-<,{r) wt.5t fu ailqtt{K q-ql qfatW ffifr( Erts-$l

erero Efiiraq;

(qI) qFk frm ftr<rqn1rrs $rc ft"E1< (Index Stip) eEE sfu<{
q<( frT* fu-<ffin et'csl-s {E *lrq< (Key Word) qdl qfElal

qrEI?1 frq er€s Ffos qtm q<( <{rnx 1tr< nqfsrr qFrql

<tQeN (I-oose Leaf llinder) <ffiostr< <lfiFil< qri e{ fift
e qrfr -II?IH (er<ctof<,c<+;

G) ({frft?-"l) e< {Tqt T-<s w{i"ft qfA freft +-<r (File Disposal

Irorm) e eQ :rc( erq-s-{ skc<q c<, tqt ffi< cxre qr.nmftl

>rs6i qlrq,t {lq-{ s-<T en{rc e<q qfA"rq {(<rs6flru-r< (Record

Room) (T-<s "irhffi qirtcq, q<o sR$Ts 6rch?"K q-li <Ffi

€xrcq; e<(
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tn<ks-f,<r"r< s"< "6s EtsB <FF( <iTqI-< qfto q{'{ (real time) e stR{ e<( ,{(ftB
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(Elcctronic Signature) <iTql EltF l1{tc{ paperless office system effuh< 6rCiW

{ql&fus s'd{ksa-{t efffiFts qtc< sRf ffi{@rr <Rs-{I{{ eRcu eprq ,
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crr{c{ ecq-dfro <rr$ ef<\i{ Tk{K qrry erQ tr<r+< rrsBs$].< <K{< trfu
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