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KARNATAKA STATE PUBLIC RECORDS RULES, 2013. 

__________ 

16 GQVPRNMENT or. KARNATAKA Karnataka Government Secretariat, No: KCIT 30 Rapasa 2011 

Vikasa Soudha Bangalore, Dated: 26.062013 NOTIFICATION Whereas, the draft of the Karnataka State 

Public Records Rules, 2012 was published as required by sub-section (1) of secUon 17 of the Karnataka 

State Public Records Act 2010 Act 9 of 2011) in NQUflcaUon No: Kcrr 30 RAPASA 2011, Dated: 

23.06.2012 in part TV-A of the Karnataka Gazette exfraordinary Dated: 19.07.2012 inviång objections and 

sugestions from all likely to be afiected thereby and notice was given that the said draft •will be taken into 

cqnsideratioq, after 30 days from the date.of its publicadon in the omcial gazette. And whereas the said 

gazette was made available to the public on 19.07.2012.' Ancrwbereas the objections and suggestions 

received in respect of the said draft, have beeh considged by the Government. Noya therefore, in exerdse. 

of'the powers.conferred by sutf-geéuoh (1) of section 17 of the Karnataka State Public Records Act 2Q10 

(Karnataka Act* 9 of 2011) of Karngtafa herebyæ$cs .Üxe faUmying rules, namely:- Rules:• 1. rues may 

be called the Karnataka State PBhyc&cpr9s (2) shall come into fore frdm the date of their publication in 

the Official Gazgttf.,•., 2. Deßnidons.- In these rules, unless the context otherwiserequires.- (a) -Act- 

means the Karnat& State Public Records Act. 2010 (Karnataka 9 of 20M); (b) "Appraisal" means 

evaluation of Public Records in association with the Karnataka StateArchives or the Head of the omce as 

the case may be: (c) • "Classified RecordS" means the Public Records classified as top secret, secret, 

restricted in accordance with the procedure laid dos.+n in the Secretariat Manual or Manual of Office 

procedure or any other instructions issued by the Karnataka State Government from ume to time; 

"Custody" means the possession of Public Records; (e) "Defunct body" means a corporate or non-

corporate body, which has been wound up with no successor to carry on its functions; ' Published in the 

Special Gazette on dated 2-7-2013 (f) (g) (j) (k) 0) (m) 17 "Déclassihcation- means' down#ade the security 

classifications after their evaluadon; Tile" means a collection of papers relating to the Public Records on a 

spedfic• subject matter Consisting of correspofldence, notes and appendix thereto and assigled with a file 

number; Torm- means the form. appended'to these rules; General Record Section? means where 

current/seml current records except TY records;of the Government are prescr'ed: "Member- means 

member of the Board; -Private Records- means records lying in the possession (Of a private individual or 

with any non-åoverrfinental Organization; "Recording- •meagsthertprq€ess Of dosing a me after action on 

all issues considergd thereoll completed; "Records of Permahent}jNåturé• rheans the Public Records being 

preserved and.mälntåi;ied foréveT aft& recording for a period spe<fled, under sub-ruleajüJf• frule 5 by/ 

the records creating agency in accordance with the.-pxqc€dure laid#l its Manual or Omce Procedure or 

instructions on the (n) "RetenUorv SchedUl&bf Records" means a schedule which provides .the perlod of 

retention: (o) •Review- means-.pehotlical evaluadon df recorded mes on the the period of Qtehtion 'for 

determining théir further destrucUon. asüfécåse may be;' (p) •Section- the secdon of the Act; (q) -Standing 

guarß me- means a of papers on a particular subject niaqte.r consisting of copies .of policy declsion. 

orders. Instructions or' any other matter inddental thereto arranged •in• a chronologicål*okder; (r) Words 

and exßressio»s used herein and not denned but denned in the Act. shall havg,tKe. same meanings 

respectively assigned .to them •in the Act 

9. Intimations regarding Records Oßcer.- Every record creåting a4ency shall after nominating a Records 

Officer under Sub-section (l) of secUon 5 •shall intimate the same to the Director of Archives. 4.' 

Maintenance of standing guard file.- Ille Records Offiper shall iWel responsible for maintainihg åhd 

keeping a Standing Guard File and propfr record of the directions issued by the Director of Archives or 

Head of the Office, as the 18 case may be, in pursuance to the provisions of sub-section (2) of section 6 

and shall' •produce the same for inspection as and when jequlred by the Director of Archives or Head of 

the Archives, as the case may be 

5. Acceptance of Public Records of permanent nature.- (1) The Director of Archives shall accept for 

deposit arid preservation 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) Records Offcer 

shall intimate to the Director of Archives or Head of the as the case may be, each yæwbefore 310t day 

of'January, in Form-I, the particulars of all Public Records of nature which are due for appraisal during the 

year. (3) On receipt of an intimation pager sgb-rtile (2), the Director of Archives or Head of the Oßce, as 
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the case may be, through his omcers, shall assist the Records Offcer In conducting the appraisal of Publié 

Reords. When 'the appraisal is over, the Records Omcer shall prQre. in duplicate, transfer list in Form-2 all 

Public Records and deposit the for preservation with the Directorsof Archives or Head of the Oflce, as the 

case mey be, who shall-after hisrsatisfactlon return one copy ofthe fransfer list to the Record? receipt of 

the Public Rea)rds. If the Records Offce*' a-ft&l' ite to retain any record or file beyond the period of 

twenty-ave years, he may do so for reasons to be recorded in writing under, intimatiop of Archives or 

Head of the Offée, as the case may be 

6. Withdrawal of Public Reqpr4s.- (l) If Public Records deposited and preserved with the or Head of the 

Offce, asthe case may be, is required by the records creating ageng for any omcialrpurpose, then.the 

Records Oßcer shall send a duly signed and stamped requisition slip in Ferm-3 to the Director of Archives 

or Head of the Offce, as the case may be (2) The Public Records requisidoned under sub-rule (1) may be 

returned as soori as the purpose is achiéved but shall not be retained beyond the period of SLX months by 

the Records Omcer or the Records Creating Agency 

7. General Principles for Classification of Records.- (l) AL files shallcbe• classified for the Burpose of 

preservation having regard to their importance and the period up to which they are likely td be required for 

referenqe in connection with administrative needs. Every file which is likely to be required must be 

presented and every unwanted fllqs may be destroyed both to save space and to simplify searching. While 

there may be ,strong administraUve necessity for preservation of a file or record for a long period that is a 

very different thing from preservation forever. It is equally. necessary that the minimum period 'of 

preservation shall be long enough to provide for any revision or reconsideration of the orders issued on a 

file. 19 (2}' Care shall be taken to see that files which are important or are likely •to be fhpor?ant in future, 

however, indirectly, as sources of information on any aspect of history, whether political, military, 

econoplc, etc., or which are or may in future prove to be of biographical or antiquarian interest shall not be 

destroyed. (3) records shall be classified as A. B, C. D, the features of which are explained hereunder. nie 

omcer competent to approve such classificaåon also spe«fied therein,- o (ii) (m) (iv) 'A' class.- To be 

preserved indefinitely. nils class shall be allotted to files in which important quesåons have been discussed 

on which contain orders establishing important precedents or general instructions or rulings of a permanent 

or important nature. These files shall be printed wherever necessary. Classification 9hall be approved by 

an offcer not below'the rank of a Deputy Secretary to Government or Head of the Depa$nent. 'B' class.- To 

be preserved for 30 years. rms class shall be allotted to mes of the same category as above but which are 

unlikely to be required for reference after a few decade. Classificadon shall be approved by an omcer not 

below the rank of Under Sea-etary to dovemment or Group "AS ogcer 'C'.classe To be preserved for IO 

years. class shall be allotted to files of be preselved for a very blin{ited nun{ber of. years..nn below the 

rank of Section Ömcer or Gxoup B' 9h@l gppxpvethis classificaüon. 'D' class.- 'aftær the ena '0k the year 

in which the file wasy closdå.J • 'Iiiß claus sHåll consist of •mes. the contents of which are of a purely 

temporary nature and ivN'ch need not be pr.eserved for a long period. An Offcer•not below the rank of 

Secdon Omcer shall approve this classification. (4) The classification of records intopabove categories 

shall be-facilitated't&f meaHs of an authorised f (ABCD) classification of subjects dealt with Deßåænf. me 

different subjects dealt with in a department shall be groubeos into ABCD categories having regard to the 

nature and importance of each subject from thexadministrative arid historical point of view. (5) Procedure 

for maldng classification shall be. suggested in each case separately by the dealing hand, in accordance 

wdth authorized ABCD classificadon when no further action is»requlred to be taken on a me. 'Ihe file shåll 

be put up to appropriate omcer for his approval for being recorded and classifie'd under ABCD list. 20 8. 

Down-gading of classified records.- (1) 'Ihe recorqs creating agency shall by an omce-order authorise ån 

omcer not below the rank of the (Inder to the Gövernment or Record omcer concerned to evaluate and 

downgrade the classified records målntatned. A copy of such omce-order shell be forwarded to the 

Director of &chives or Head of the Office. as the case may be. (2) lhe oncer so authorised under sub-rple 

(1) shall evaluate tbe classified rea»rds every fifth year for the purpose of down-grading (3) After down-

grading if the omcer declares any record as of permanent nature, the same shall be deposited and Preseved 

with Director .of Archives or Head of the omce, as the may be after itÅ å*islal (4) records deposited under 

this any omcial purpose and returned to the Director of ArcÅves qrJIead ofithe•Omce, as the case may bé 

in the manner provided under.rule 6. (5) Every year in the last week •of June å half-yearly statement in 

Form-4 shall be furnished by the omcer authoriedhnder sub-tlUle (1) to the Director of Archlves or Head 
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of the omce on the actioh'takeh(for evaluation and down grading the classified records. (6) nie Records 

Offcer nominated under rule '3 shall furnish to the Director of Archives or Head of the Offce an Annual 

Rep6rt in Form-5 every year in the month of of the following year 

9. Destruction of Public Records.- (l) Ndlpåblic Record shali be destroyed without being recorded and 

reviewed. In! the•mohtH of January evety year, each records creating, agency shall record after réfe±ring 

or Consulting the Records Retention Schedp}e specified inporme6 all;those files on which acdon håS to be 

taken to destroy or retentiop. Qis vcgrk shall,he accomphshed inconsultation with the Records Offcer. (2) 

No Public Record9 which' id tilbrb•than twenty ave years old shall be destroyed by any records creating is 

appraised. (3) A list of all such Public Records which are proposed to be desfroyed shall be pæpared by the 

Record Creating Agency in Form-6 and retained permangn_tly for, a future reference. (4) Records Omcer 

shall furnish a half -yeagly report in Formr7 recording, Indexing, reviewing and weeding records to the 

Director of Archives or Head of the Offce. as the case may be. (5) Records shall be destroyed either by 

burping or shredding im tfie{• presence of Records Offcer. 21 10. Access to records received from private 

sources.- (1) Records acquired from private sources by way of Aft or purchase or otherwise may be made 

available for bonaflde research. subject to conditions laid down by the donor. (2) Research Scholar shall 

submit an appllcntion in Form-8 for permission to consult or refer the records to the Director of Archives. 

Director of Archives may after obtaining suitable Indemnity bond or security from the applicant in regards 

to the safety of such record during consultation may accept or refuse such permission in public interest. In 

case of refusal the reaSons for such refusal shall be recorded on the said (3) Wherever microfilm rolls, 

hard copies or in any electronic forms are available. the oriénal records shall not be supplied to Research 

Scholars for reference or consultation. No copy of any records shall be made without the prior permission 

of the Director of Archives or Head of the Offce, as the may i i. Access to hbUc Rec«d.- (Ime Public 

Records accepted for deposit and preservation under sub-rule (l)of rule 5 may be made available for 

bonaflde consultation and reserch marposes on an made to the Director of in Form-7, subject to the 

prwision of sub-secdon(l) of section 12 and the following conditions namely:- (a) When a person makes an 

application to refer or consult the Public Records, the Director of Archives may after obtaining a suitable 

Indemnity bond or security from the applicant regarding the safety of duch red)rd during may accept or 

refuse the for the reasons to be recorded on the said (b) Foreigr national to refer or consult the Public 

Records may be permitted only on the producdon of letter of introducdon from their sponsoring 

institutions and Diplomadc Mission; (c) Any other person intending to obtain copies may do so by 

applying to the Director of Archives or Head of the Once, as the may be; (d) Reprographic and 

&anscription may be made available on submission of an applicadon and for such services the applicant 

shall have to make payment of charges as fixed by the Director of Archives. from time to time; (e) A 

person referring or consulting Public Records for the purpose of research and publishes the work which is 

based upon the material taken from the said records shall acknowledge the same. (f) On no account shall 

any records be taken out of the department (2) A person intending to consult the Public Records shall not,- 

(a) deface or write and put any marks or indications on Public Records; 22 (b) fold, tear, cut, crease, or 

otherwise damage or mutilate Public Records; (c) remove any Public Records without obtaining the 

permission from the Director of Archives or Head of Oßce. as the case may be; (d) be allowed to take any 

eatable or drinking products or smoking while referring or consulting Public Records; (e) place anything or 

object on any Public Records with a view to make out any copy of the said (f) disturb or interrupt any 

other person while referring or consulUng the Public Records; and (g) behave in a manner which in the 

opinion of the Director of Arerlves or Head of the Omce, as the case may be, is detrimental to the 

maintenanæ and the preservation of the Public Records 

12. AUowances payable to the Membes.- me non-omdal members of Archival Advisory Board 

nominated by the State Governmelt under sub-section (1) of secdon 13 of the Act, shall be el.wble to draw 

Traveling and Daily Allowance as per Armecure to the Karnataka CMI Service Rules at the prevailing 

rates. By order and in the name of The Govemor of Karnataka (U.B.U1avi) Deputy Secretary to 

Govemment Kannada. Culture and Information To The Compiler, Kamataka Gazette, Kengeri, Bangalore 

for publication in the next issue of the Gazetteer. Copy to:- 1) 2) 3) 4) 5) 6) 7) 8) Ihe General(A&E), 

Bangalore. Tie Chief Secretary to Governmelt, Vidhana Soudha. 'Ihe Director, Kamataka State Archives 

Department, Vikasa Soudha, Bangalore. me All me Additional Chief Secretary to Government. All 

Principal Secretaries/Secretaries. Secretary to Honble Governor, Rajabhavan, Bangalore. Resident 
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Commissioner, Karnataka Bhavan, Koutilya Chanakyapuri, Newdelhi- 110011 *Regstrar General, 

Karnataka High Court, Bangalore. marg, 9) 10) 11) 12) 13) 14) 15) 16) 17) 18) 19) 20) 21) 22) 23 

•Registrar, Karnataka Lokayukta, Bangalore. *Registrar, Karnataka Administrative Tribunal, Bangalore. 

*Secretary. Karnataka Public Service Commission, Bangalore. 'Principal Secretary/Secretary, Karnataka 

Assembly/Coundl, Vidhana Soudha, Bangalore. All Heads of Departments All Regonal Commissioners. 

All District Collectors/ChiefExecutive Oßcers of Zilla panchayats. Secretary to Chief Minister, Vidhana 

Soudha, Bangalore. All Additional/Joint/DepuV/Under Secretaries of Government. All Section oncers of 

Ihe PS to Hont)le Mmister, Women and Child Development, Empowerment of Disabled and Senior 

Citizens and Kannada and Culture, Vidhana Soudha, Bangalore PS to Principal Secretary to Government. 

Kannada, Culture and Information Department, Vikasa Soudha, Bangalore. PA to Deputy Secretary to 

Governmnt, Kannada, Culture and Information Department, Vikasa Soudha. Bangalore. Co-ordinatioan 

Section/Section Guard File/Spare copies. (tWith Covering letter) 24 Form - i (See sub-rule (2) rule 51 

Puticular of records of p«manent natue due for appraisal during the year Total number of ales of lying in 

the rooms of the agencies Total number Total number TotalNÄber of Ales of 'AS categ«y transferred of 

flies of dies due referred to for appraisal under to record i & 2 rooms by the daring the under report 2 4 any 

5 Form-2 [See Sub-rule (3) of rule 61 Transfer LAOt ust -- Regster of Record Files cro be prepared in 

Duplicate) of. Date on which Sent to General Records Section Classification To be nned in by Reords No 

1 Agency File numba 2 Date Recording 3 To be Nied in by General Re«d Name ot the restming the record 

to bundle shelf Vith Dde 4 l. 2. 3. 4. 5. 6. 7. 8. 9. 26 Form-3 sub-rule (1) of rule 6) File Number/Order No. 

Serial Number To be put up for Diary or File No. Name in Blo& letter of person requisiåoning of person 

Desigiation Departnrnt Secdon Count« *ature• IO .Desiglation • In of •Seaet' Top papers counter of 

Deputy Sea-etary will be necessary. Note:- The consent of the Department to which the me should be 

obtained if the me indented for belongs to a different 27 (See sub-rule (5) rule 8) (Half yearly on periodical 

reviev of clasdßed records) Total No. of records lying at pre•nt in the qanizatioa No. of clusifled records 

due reviewing No. of Nes reviewed and down gaded rep«t 28 Form - 5 Form for the submisdon of Annual 

Report to Director of Archives/ Read of the Archives (See Sub Rule (6) of Rule 8) l. A. Seting up 

organized Departmental Records Room- Whether your organimtion has set up an organized Records 

Room, and if so; is the space sumcient? B. Nomination of Records Omcers•.- whether your organization 

has nominated an omcer as Departmental Records Omcer and If not, Ave reasons? C. Training of Records 

Omcer and Staff (i) Whether departrnental Records Oncer has received training in Records Management? 

(it) whether the junior staff working in the Departmental Records Room are trained in various aspects or 

Records Management? (iii) If not, are you willing to avail &aining facilities existing at respective District 

Training Institute. 2. recording, reviewing and neding out rec«ds: (i) Whether your organimtion has taken 

steps for recording, reviewing and weeding out ephemeral records (ii) indicate the total number of records 

recorded, reviewed and weeded out dunng the period under report. 3. of record:- (i) Whether your 

organimtion has Initiated action to get non-current records appraised with Karnataka State Archives? (ii) 

State the total bulk of records awaiUng appraisal 4. Compilation/Revision of Retention sched& of records: 

(i) umether your organimtion has compiled Records Retention Schedule of substantive functions in 

consultation with Karnataka State Archives and if not what action do you propose to take? (ii) Has your 

organization taken steps to revise the above schedule after five years? 5. Periodical review of clasoißed 

records:- (i) Whether your organizaUon has de-classifled the classified Records during the period under 

report? (ii) If not. state reasons? 29 6. Compilation of annual Indices of Records: (i) Whether your 

organization has compiled annual Indices? (ii) State inclusive years with the name of the series? 7. of 

Organizational history: Has your organizadon compiled organizational history, reflecting various functions 

along with the date of their creation and if so furnish a copy to Karnataka State 8. of Bodie:- (i) Whether 

your organization has got records of defunct bodies, Ave details? (if) If yes, What action have you initiated 

for thdr transfer to State Archives? 30 Form - 6 (See sub-rule (i) and(3) of rule 9) ReØeter for Destruction 

— Preservation of Time Barred Records ReØsters Subject Department/ 1 2 3 4 Section Concemed 5 

Destroyed or kept for Des&uction in year 6 Initials of Section Oßcer and Date 7 31 Form - 7 [See sub-rule 

(4) of rule 91 Half yearly report on recording, indexing, reviewing and weeding of records during the half 

year ending No 1 Total number of mes 2 Total of Ries indexed 3 Total number of mes to be Reviewed 4 

Total number of flies weeded out if any 5 Remarks 6 32 Form No.8 (See sub-rule (2) of rule 101 

DEPARTMENT or EARNATARA STATE ARCHIVES (ANNUXURE RULE No.10) APPUCATION 
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FOR PERMISSION TO CONSULT HISTORICAL RECORDS (TO BE SUBMITTED m DUPLICATE) 

To Tie Director, Karnataka State Archives, Room.No.126. Floor, Vikasa Soudha. Bangaluru — 560 001. I 

seek permission to consult HISTORICAL RECORDS in the State Archives thrown open for bonaflde 

research. I promise to abide by the Rules and conditions in force from time to time. 1. 2. 3. 4. 5. 6. 7. 8 

9. Name in full (in Block letters) Father's/ Husband's Name Age and Date of Birth Academic 

Qualification and distinctions and publications Profession NaUonality & Domicile Address: 

correspondence & P«manent Subject of Research Period for which permission is sought IO.Purpose 

of research and amliation to Research InsUtuUon 11. Reference and Certificate furnished. Npature of 

Research Scholar. NOTE: University Reearch Students should submit their appllcadons through their 

reslxctive departmeits with the of the professors concerned. Persons employed in Educational Institudons 

should submit their applications through the Heads of Institutions. Foreißlers wishing to consult the 

records should produce introduction through their Diplomatic Representatives in India. By order and in the 

name of The Govemor of Karnataka (U.B.U1avi) Deputy Secretary to Government Kannada, Culture and 

Information Department 


