
 

†iwR÷vW© bs wW G-1 

 evsjv‡`k †M‡RU 
AwZwi³ msL¨v 

KZ…©cÿ KZ…©K cÖKvwkZ 
 

eyaevi, b‡f¤^i 3, 2010 
 

[ †emiKvwi e¨w³ Ges K‡c©v‡ikb KZ©„K A‡_©i wewbg‡q RvixK…Z weÁvcb I †bvwUkmg~n ] 

Z_¨ Kwgkb 
cÖZœZË¡ feb 

Gd-4/G, AvMviMuvI cÖkvmwbK GjvKv 
 †k‡ievsjv bMi, XvKv-1207 

cÖÁvcb 

ZvwiL, 7 fv`ª 1417 e½vã/22 AvM÷ 2010 wLª÷vã 

Gm, Avi, I bs 302-AvBb/2010|⎯Z_¨ AwaKvi AvBb, 2009 (2009 m‡bi 20 
b¤^i AvBb) Gi aviv 5 Gi Dc-aviv (3) Gi mwnZ cwVZe¨ Ges aviv 34 G cÖ`Ë ÿgZve‡j 
Z_¨ Kwgkb, miKv‡ii c~e©vby‡gv`bµ‡g, wbgœiƒc cÖweavbgvjv cÖYqb Kwij, h_v t⎯ 

cÖ_g Aa¨vq 
cÖviw¤¢K weavbvewj 

1| cÖweavbgvjvi bvg|⎯GB cÖweavbgvjv Z_¨ AwaKvi (Z_¨ msiÿY I e¨e ’̄vcbv) 
cÖweavbgvjv, 2010 bv‡g AwfwnZ nB‡e| 

2| msÁv|⎯welq ev cÖm‡½i cwicš’x †Kvb wKQy bv _vwK‡j, GB cÖweavbgvjvq⎯ 

(1) ÒAvBbÓ A_© Z_¨ AwaKvi AvBb, 2009 (2009 m‡bi 20 bs AvBb); 

(2) ÒKZ©„cÿÓ A_©⎯ 

(K) MYcÖRvZš¿x evsjv‡`‡ki msweavb Abyhvqx m„ó †Kvb ms¯’v; 

( 9683 ) 
g~j¨ t UvKv 8.00 
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(L) MYcÖRvZš¿x evsjv‡`‡ki msweav‡bi 55(6) Aby‡”Q‡`i Aaxb cÖYxZ Kvh© 

wewagvjvi Aaxb MwVZ miKv‡ii †Kvb gš¿Yvjq, wefvM ev Kvh©vjq; 

(M) †Kvb AvBb Øviv ev Dnvi Aaxb MwVZ †Kvb mswewae× ms¯’v ev cÖwZôvb; 

(N) miKvwi A_©vq‡b cwiPvwjZ ev miKvwi Znwej nB‡Z mvnvh¨cyó †Kvb 

†emmiKvwi ms¯’v ev cÖwZôvb; 

(O) we‡`kx mvnvh¨cyó †Kvb †emiKvwi ms¯’v ev cÖwZôvb; 

(P) miKv‡ii c‡ÿ A_ev miKvi ev miKvwi †Kvb ms¯’v ev cÖwZôv‡bi mwnZ 

m¤úvw`Z Pzw³ †gvZv‡eK miKvwi Kvh©µg cwiPvjbvi `vwqZ¡cÖvß †Kvb 

†emiKvwi ms¯’v ev cÖwZôvb; ev 

(Q) miKvi KZ©„K, mgq mgq, miKvwi †M‡R‡U cÖÁvcb Øviv wba©vwiZ Ab¨ 

†Kvb ms ’̄v ev cÖwZôvb| 

(3) ÒKg©KZ©vÓ A‡_© Kg©PvixI AšÍfy©³ nB‡e; 

(4) ÒcwiwkóÓ A_© GB cÖweavbgvjvi cwiwkó; 

(5) ÒZ_¨ cÖ`vb BDwbUÓ A_©⎯ 

(K) miKv‡ii †Kvb gš¿Yvjq, wefvM ev Kvh©vj‡qi mwnZ mshy³ ev Aaxb ’̄ 

†Kvb Awa`ßi, cwi`ßi ev `ß‡ii cÖavb Kvh©vjq, wefvMxq Kvh©vjq, 

AvÂwjK Kvh©vjq, †Rjv Kvh©vjq A_ev Dc‡Rjv Kvh©vjq; 

(L) KZ©„c‡ÿi cÖavb Kvh©vjq, wefvMxq Kvh©vjq, AvÂwjK Kvh©vjq, †Rjv 

Kvh©vjq ev Dc‡Rjv Kvh©vjq| 

(6) ÒZ_¨ KwgkbÓ A_© AvB‡bi aviv 11 Gi Aaxb cÖwZwôZ Z_¨ Kwgkb; 

(7) ÒZ_¨Ó A‡_© †Kvb KZ©„c‡ÿi MVb, KvVv‡gv I `vßwiK Kg©KvÐ msµvšÍ †h †Kvb 

¯§viK, eB, bKkv, gvbwPÎ, Pzw³, Z_¨-DcvË, jM ewn, Av‡`k, weÁwß, `wjj, 

bgybv, cÎ, cÖwZ‡e`b, wnmve weeiYx, cÖKí cÖ¯Íve, Av‡jvKwPÎ, AwWI, wfwWI, 



 evsjv‡`k †M‡RU, AwZwi³, b‡f¤^i 3, 2010 9685  

AswKZ wPÎ, wdj¥, B‡jKUªwbK cÖwµqvq cȪ ‘ZK…Z †h †Kvb Bb÷ªy‡g›U, 

hvwš¿Kfv‡e cvV‡hvM¨ `wjjvw` Ges †fŠwZK MVb I ˆewkó¨ wbwe©‡k‡l Ab¨ †h 

†Kvb Z_¨en e ‘̄ ev Dnv‡`i cÖwZwjwcI Bnvi AšÍfy©³ nB‡e t 

 Z‡e kZ© _v‡K †h, `vßwiK †bvU wmU ev †bvU wm‡Ui cÖwZwjwc Bnvi AšÍfy©³ 

nB‡e bv; 

(8) ÒZ_¨ AwaKviÓ A_© †Kvb KZ©„c‡ÿi wbKU nB‡Z Z_¨ cÖvwßi AwaKvi; 

(9) Ò`vwqZ¡cÖvß Kg©KZ©vÓ A_© AvB‡bi aviv 10 Gi Aaxb wbhy³ Kg©KZ©v| 

3| GB cÖweavbgvjvi cÖ‡hvR¨Zv|⎯†h mKj KZ©„c‡ÿi Z_¨ msiÿY I e¨e ’̄vcbvi Rb¨ 

¯^Zš¿ †Kvb AvBb, wewa, cÖweavb, bxwZgvjv ev wb‡`©kbv bvB †mB mKj KZ©„c‡ÿi †ÿ‡Î GB 

cÖweavbgvjv cÖ‡hvR¨ nB‡e| 

wØZxq Aa¨vq 

Z_¨ msiÿ‡Y AbymiYxq c×wZ 

4| Z_¨ msMÖn I msiÿ‡Y AbymiYxq c×wZ|⎯cÖ‡Z¨K KZ©„cÿ Z_¨ msMÖn I msiÿ‡Yi 

†ÿ‡Î wbgœewY©Z c×wZ AbyimY Kwi‡e, h_v t⎯ 

(K) KZ©„c‡ÿi hveZxq †hvMv‡hvM Ges M„nxZ e¨e ’̄v `vwjwjK di‡g nB‡e; 

(L) mKj Z‡_¨i cwiKwíZ I Kvh©Ki e¨e ’̄vcbv _vwK‡Z nB‡e, Dnviv †h c×wZ ev 

gva¨‡g ˆZix ev msMÖn Kiv nDK bv †Kb; 

(M) Z_¨ msiÿ‡Yi †ÿ‡Î cÖ‡Z¨K KZ©„cÿ National Archives Ordinance, 
1983 (Ordinance No. XXXIX of 1983) Gi Aaxb cÖwZwôZ b¨vkbvj 

AvK©vB‡fi mn‡hvwMZv ev civgk© MÖnY Kwi‡Z cvwi‡e; 

(N) h_vh_ gvb Abymi‡Y Z_¨ msiÿY Kwi‡e; 

(O) Z_¨ msiÿ‡Yi Rb¨ Kvh©Ki Af¨šÍixY bxwZ I c×wZ Dbœqb Kwi‡e; 
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(P) Z_¨ myiÿv I ev Í̄e msiÿ‡Yi Rb¨ ch©vß e¨e ’̄v MÖnY Kwi‡e; 

(Q) National Archives Ordinance, 1983 (Ordinance No. XXXIX of 
1983) Gi weavbvewj Abymi‡Y Z_¨ msiÿY Kiv hvB‡e| 

5| e¨w³MZ Z_¨ msMÖn I msiÿ‡Y AbymiYxq c×wZ|⎯†Kvb e¨w³i e¨w³MZ Rxe‡bi 

†MvcbxqZv A_ev Rxeb I e¨w³ ^̄vaxbZvi AwaKvi ÿzYœ bv Kwiqv, Zvnvi e¨w³MZ Z_¨ msMÖn, 

msiÿY I cÖKv‡ki †ÿ‡Î cÖ‡Z¨K KZ©„cÿ wbgœewY©Z c×wZ AbymiY Kwi‡e, h_v t⎯ 

(K) †Kvb e¨w³i e¨w³MZ Z_¨ Zvnvi ÁvZmv‡i Ges m¤§wZ‡Z msMÖn Kwi‡Z 

nB‡e; 

(L) †h D‡Ï‡k¨ e¨w³MZ Z_¨ msMÖn Kiv nBqv‡Q †mB D‡Ïk¨ e¨wZ‡i‡K Ab¨ †Kvb 

D‡Ï‡k¨ Dnv e¨envi Kiv hvB‡e bv; 

(M) †Kvb e¨w³i e¨w³MZ Z_¨, D³ e¨w³i m¤§wZ MÖnY e¨wZ‡i‡K †Kvb Z„Zxq 

c‡ÿi wbKU cÖKvk ev n Í̄všÍi Kiv hvB‡e bv; 

(N) †Kvb cÖwZôvb KZ©„K msM„nxZ †Kvb e¨w³i e¨w³MZ Z_¨ Ab¨ †Kvb cÖwZôv‡bi 

wbKU cÖKvk Kiv hvB‡e bv t 

 Z‡e kZ© _v‡K †h, AvBb Øviv cÖKvk Kwi‡Z eva¨ nB‡j †mB †ÿ‡Î mswkøó 

e¨w³‡K AewnZ Kwiqv Bnv cÖKvk Kiv hvB‡e; 

(O) cÖ‡Z¨K KZ©„cÿ‡K Bnvi wbKU iwÿZ e¨w³MZ Z‡_¨ Z…Zxq c‡ÿi cÖ‡ek †iva 

Kwievi Rb¨ Kvh©Ki e¨e¯’v wbwðZ Kwi‡Z nB‡e, hvnv‡Z †Kn D³ Z‡_¨i 

Ace¨envi Kwi‡Z bv cv‡i; 

(P) †Kvb e¨w³i e¨w³MZ Z‡_¨i fyj Zvnvi ÁvZmv‡i m¤§wZ jBqv ms‡kvab Kiv 

hvB‡e Ges D³ Z‡_¨i mwVKZv m¤ú‡K© KZ©„cÿ I mswkøó e¨w³‡K wbwðZ 

nB‡Z nB‡e; 

(Q) ỳN©Ubv Ges ÿwZ nB‡Z e¨w³MZ Z_¨ iÿvi Rb¨ ch©vß e¨e ’̄v MÖnY Kwi‡Z 

nB‡e| 
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6| Z‡_¨i †kªYxweb¨vm|⎯(1) cÖ‡Z¨K KZ©„cÿ Bnvi Z_¨mg~n msiÿ‡Yi D‡Ï‡k¨ 

wbgœwjwLZ 4 (Pvi) wU †kªYx‡Z fvM Kwi‡e, h_v t⎯ 

(K) ÔKÕ †kªYxi Z_¨; 

(L) ÔLÕ †kªYxi Z_¨; 

(M) ÔMÕ †kªYxi Z_¨; Ges 

(N) ÔNÕ †kªYxi Z_¨| 

(2) ÔKÕ †kªYxi Z_¨ nB‡e ’̄vqx †iKW©, hvnvi ¯’vb Ab¨ wKQyi Øviv c~iYxq b‡n Ges ¯’vqx 

cÖK…wZi g~j¨evb AZ¨vek¨Kxq bw_¸wj GB †kªYxi AšÍfy©³ nB‡e, hvnv AwZkq h‡Zœi mwnZ 

msiÿ‡Yi cÖ‡qvRb nB‡e Ges mvaviY wbqgvbymv‡i, wbgœ cÖKv‡ii Z_¨¸wj GB †kªYxi AšÍfy©³ 

nB‡e, h_v t⎯ 

(A) bxwZ (Policy), AvBb (Legislation), wewa (Rules) Ges cÖweavb 
(Regulations) msµvšÍ ¸iæZ¡c~Y© wel‡qi Dci Av‡jvPbv I Av‡`k m¤^wjZ 
Z_¨vw`; 

(Av) eivZm~‡Î (Reference) wb‡`©‡ki e¨vcv‡i m~`xN©Kv‡ji Rb¨ cÖ‡qvRb nB‡Z 
cv‡i, GBiƒc ¸iæZ¡c~Y© Av‡`‡ki c~e© „̀óvšÍ (Precedent) welqK Z_¨vw`; 

(B) ’̄vqxfv‡e msiÿY Kiv cÖ‡qvRb GBiƒc ¸iæZ¡c~Y© e¨w³eM© m¤úwK©Z Z_¨vw`; 
Ges 

(C) ivóªxq `wjjcÎ (State Documents) †hgb t mwÜcÎ (Treaties) Ges 
we‡`‡ki mwnZ Pzw³cÎ (Agreements with Foreign Countries)| 

(3) ÔLÕ †kªYxi Z_¨ nB‡e Aa©̄ ’vqx †iKW© Ges Bnv 10 (`k) ermi A_ev Z`~aŸ© mg‡qi 

Rb¨ iwÿZ nB‡e| ’̄vqxfv‡e msiÿ‡Yi Rb¨ h‡_ó ¸iæZ¡c~Y© bq, wKš‘ 10 (`k) ermi Kvj 

A_ev Dnv‡`i Dc‡hvwMZv Abymv‡i Z ~̀aŸ© Kv‡ji Rb¨ msiÿY‡hvM¨ ¸iæZ¡en Z_¨ GB †kªYxi 

AšÍfy©³ nB‡e, †hgb- KZ©„c‡ÿi Kg©Pvix‡`i mvwf©m †iKW©, Dbœqb cÖKí, ev‡RU, miKvi KZ©„K 

wewfbœ mg‡q MwVZ Kwgkb/KwgwUi ¸iæZ¡c~Y© cÖwZ‡e`b Ges miKv‡ii ¸iæZ¡c~Y© wbe©vnx Av‡`k 

msµvšÍ Z_¨vw` GB †kªYxi AšÍfy©³| GB Z_¨mg~n mswkøó KZ©„cÿ KZ©„K m~PxcÎmn 03 (wZb) 

erm‡ii Rb¨ msiwÿZ nB‡e Ges Bnvi ci H¸wj KZ©„c‡ÿi msiÿYvMv‡i (Record Room) 

cvVvB‡Z nB‡e| 
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(4) ÔMÕ †kªYxi Z_¨ nB‡e mvaviY ai‡bi †iKW© Ges Bnv 3 (wZb) nB‡Z 5 (cuvP) 

erm‡ii Rb¨ msiwÿZ nB‡e| †h Z_¨mg~‡ni Dc‡hvwMZv mxwgZ Ges †iKW©fy³ nBevi ci gvÎ 

K‡qK erm‡ii Rb¨ cÖ‡qvRb nB‡Z cv‡i, H¸wj GB †kªYxi AšÍfy©³ nB‡e, †hgb- mywbw`©ó 

mg‡qi Rb¨ `ß‡i iwÿZ nIqvi ci webó‡hvM¨ µq-weµq, A ’̄vqx c` m„Rb, Kg©KZ©v‡`i e`wj 

Ges cÖwkÿY msµvšÍ Z_¨vw` Ges GB cÖK…wZi Ab¨vb¨ `wjj| 

(5) ÔNÕ †kªYxi Z_¨ iæwUb Z_¨ nB‡e Ges Bnv 1 (GK) ermiKv‡ji Rb¨ msiwÿZ nB‡e 

Ges GK ermiKvj AwZµvšÍ nBevi ci, †hB Z_¨mg~‡ni cÖ‡qvRbxqZv Avi _vwK‡e bv, GBiƒc 

gvgywj A_ev ^̄íKvjxb cÖK…wZi Z_¨ GB †kªYxi AšÍfy©³ nB‡e| GB mKj Z‡_¨i m~wPKiY Kiv 

nB‡e bv Ges 1 (GK) ermi ci Bnv webó Kiv nB‡e| 

(6) ÔKÕ †kªYxi ¯’vqx Z_¨mg~n †iKW©K…Z, m~wPK…Z (Kw¤úDUvi cÖhyw³ e¨envi Kwiqv A_ev 

Ab¨wea Dcv‡q AbywjwcK…Z) nB‡e Ges KZ©„c‡ÿi Z_¨ msiÿYvMv‡i/AvK©vBfm I MÖš’vMvi 

Awa`ß‡i g~jwjwci mwnZ b~¨bZg 3 (wZb) wU cÖwZwjwc/wmwW (Compact Disk) Rgv Kwi‡Z 

nB‡e| 

(7) KZ©©„„cÿ †hB mKj Z_¨ m¤ú‡K© Kvh©e¨e¯’v MÖnY Kwiqv _v‡K Dnvi AwaKvsk Z_¨ 

¸iæZ¡ Abymv‡i D‡jøwLZfv‡e wbw ©̀ó †kªYx AšÍfy©³ nB‡e Ges †Kvb mywbw ©̀ó wel‡qi Dci e¨e ’̄v 

MÖn‡Yi mgq GB mKj wewfbœ cÖKv‡ii Z‡_¨i msiÿYKvj m¤ú‡K© c~‡e©B aviYv jvf Kwi‡Z 

nB‡e| 

(8) cÖ‡Z¨K KZ©„cÿ Bnvi `ß‡ii mswkøó kvLvi fvicÖvß Kg©KZ©v Øviv cÖwZwU Z‡_¨i 

h_vh_ †kªYxweb¨vm wbwðZ Kwi‡eb| 

7| Z_¨ m~wPKiY c×wZ|⎯(1) †Kvb Z_¨ m¤ú‡K© cÖ‡qvRbxq Kvh©e¨e¯’v MÖnY m¤úbœ 

nBevi m‡½ m‡½ kvLvi fvicÖvß Kg©KZ©v D³ Z‡_¨i †kªYx wbw`©ó Kwiqv 4wU †kªYxi †h †Kvb 

GKwU‡Z Bnv AšÍfy©³ Kwi‡eb Ges GB cÖweavbgvjvi weavb Abymv‡i e¨e ’̄v MÖn‡Yi Rb¨ mswkøó 

Kg©KZ©vi wbKU †cÖiY Kwi‡eb| 

(2) ÔKÕ †kªYxi Z_¨ m~wPKi‡Yi mgq wbgœwjwLZ c×wZ AbymiY Kwi‡Z nB‡e, h_v t⎯ 

(K) Z_¨vw`i ZvwjKv Kfv‡ii cÖ_g c„ôvq wjwce× Kwi‡Z nB‡e; 

(L) Z_¨ KvjvbyµwgKfv‡e mvRvB‡Z nB‡e; 
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(M) Z_¨¸wji mnvqK Z_¨ (Subsidiary Points), mswÿßmvi, Kvh©weeiYx, 

¸iæZ¡c~Y© Avav-miKvwi cÎvw` I †UwjMÖvg, d¨v·, B-‡gBjmg~n hw` ivwL‡ZB 

nq, Zvnv nB‡j cwiwk‡ó (Appendix) H¸wj hy³ Kwi‡Z nB‡e| †ÿÎgZ, 

d¨v·, B-‡gB‡ji d‡UvKwc ivwL‡Z nB‡e| 

(3) ÔLÕ A_ev ÔMÕ †kªYxfy³ Z_¨ m~wPKi‡Yi mgq wbgœwjwLZ c×wZ AbymiY Kwi‡Z 

nB‡e, h_v t⎯ 

(K) Z_¨m¤^wjZ †hvMv‡hvMmg~‡ni (Correspondence) KvjvbyµwgK c„ôv msL¨v 

wgjvBqv †`wL‡Z nB‡e; Ges 

(L) mnvqK Z_¨, mswÿßmvi, Kvh©weeiYx BZ¨vw` cwiwk‡ó hy³ Kwi‡Z nB‡e| 

(4) ÔNÕ †kªYxfy³ Z_¨¸wji m~wPKiY cÖ‡qvRb nB‡e bv, Z‡e GBiƒc Z_¨ ev c~e©Zb 

eivZm~Îmg~‡ni msL¨v hvnv‡Z wjwce× Kiv nB‡e Dnvi Kfv‡i eivZm~Îvaxb Z_¨ wjwce× 

Kwi‡Z nB‡e| 

8| Z_¨ gy ª̀Y|⎯†Kej ÔKÕ †kªYxfy³ Z_¨¸wj gvB‡µvwdj¥ A_ev Kw¤úDUvi cÖhyw³ 

e¨envi Kwiqv Abywjwc cÖ¯‘Z Kwi‡Z nB‡e, Z‡e we‡kl †ÿ‡Î ÔLÕ †kªYxi Z_¨¸wj I Kw¤úDUvi 

cÖhyw³ e¨envi Kwiqv Abywjwc cÖ¯‘Z Kiv hvB‡e| 

9| Z_¨ msiÿY|⎯(1) cÖ‡Z¨K KZ…©cÿ‡K g~j wjwcmn ÔKÕ †kªYxi Z‡_¨i 3 (wZb) wU 

cvÐywjwc Ges wmwW (Compact Disk)  msiÿ‡Yi Rb¨ KZ…©c‡ÿi Z_¨ msiÿYvMvi/AvKv©Bfm 

I MÖš’vMvi Awa`ß‡i (Record Room/Department of Archives and Library) †cÖiY 

Kwi‡Z nB‡e| 

(2) cÖ‡Z¨K kvLvi fvicÖvß Kg©KZ©v‡K 3 (wZb) erm‡ii AwaK cyivZb ÔLÕ †kªYxi Z_¨ 

msiÿ‡Yi Rb¨ KZ…©c‡ÿi Z_¨ msiÿYvMv‡i ¯’vbvšÍi Kwi‡Z nB‡e| 

(3) Z_¨ msiÿYvMvi nB‡Z A_ev mswkøó Kg©KZ©v KZ…©K ¯^vÿwiZ h_vh_ digvk w¯ø‡ci 

wfwË‡Z Z_¨ Bm~¨ Kiv hvB‡e Ges GB mKj digvk w ø̄c jvMv‡bv GK UyKiv KvW©‡evW© 

(Clipped) †hB ¯’vb nB‡Z mswkøó Z_¨ †`Iqv nBqv‡Q, †mB ¯’v‡b i¨vK (Rack) G ¯’vcb 

Kwi‡Z nB‡e| 
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10| Z_¨ evQvB I webóKiY|⎯(1) KZ…©c‡ÿi mswkøó Kg©KZ©v cÖwZ ermi Rvbyqvwi gv‡m 
Òwebó‡hvM¨ Z_¨mg~‡ni ewnÓ (Register of Informations due for Destruction) ch©v‡jvPbv 
Kwiqv †mB erm‡ii g‡a¨ webó‡hvM¨ Z_¨mg~‡ni GKwU ZvwjKv cÖ¯‘Z Kwi‡eb Ges webó‡hvM¨ 
Z_¨mn wZwb H ZvwjKvwU kvLvi fvicÖvß Kg©KZ©vi wbKU †ck Kwi‡eb| 

(2) †Kvb Z_¨ webó Kwievi c~‡e© kvLvi fvicÖvß Kg©KZ©v H Z_¨mg~n cixÿv Kwiqv 
†`wL‡eb Ges †ÿÎwe‡k‡l wZwb hw` †Kvb wbw ©̀ó Z_¨ AviI wKQyw`b ivwL‡Z nB‡e ewjqv 
we‡ePbv K‡ib Zvnv nB‡j wZwb KZw`‡bi Rb¨ Dnv ivwL‡eb, Zvnv wb‡ ©̀kc~e©K wjwLZ Av‡`k 
cÖ`vb Kwi‡eb| 

(3) mswkøó Kg©KZ©v cÖwZ ermi Rvbyqvwi gv‡m †hB mKj Z_¨ msiÿYvMv‡i ¯’vbvšÍi 
Kwi‡Z nB‡e Dnvi ỳB cÖ¯’ ZvwjKv cÖ¯‘Z Kwi‡eb Ges ZvwjKvi GKwU cÖ¯’ kvLv‡Z ivwL‡eb 
Ges Aci cȪ ’ Z_¨mg~nmn msiÿYvMv‡i †cÖiY Kwi‡eb| 

(4) ÒmiKvwi `ß‡i †Mvcbxq †kªYxfy³ wel‡qi wbivcËvÓ cyw Í̄Kvq DwjøwLZ wb‡ ©̀kvbymv‡i 
web‡ói Rb¨ cÖ¯‘Z mKj Ò†MvcbxqÓ I Òwe‡kl †MvcbxqÓ Z_¨mg~n Ges KvMRcÎ webó Kwi‡Z 
nB‡e Ges Ab¨vb¨ Z_¨ I KvMRcÎ mswkøó kvLvi `vwqZ¡cÖvß Kg©KZ©vi Dcw¯’wZ‡Z webó Kwi‡Z 
nB‡e| 

(5) e¨env‡ii Rb¨ Avi cÖ‡qvRb nB‡e bv GBiƒc msev`cÎ, msKjb, †cÖm-KvwUs, 
†gvo‡Ki KvMRcÎ (Wrapping Papers) wbjv‡g weµq Kwiqv †dwj‡Z nB‡e Ges webóK…Z 
Z‡_¨i bv‡gi ZvwjKv ¯’vqxfv‡e msiÿY Kwi‡Z nB‡e| 

11| Z‡_¨i cÖwZwjwc ˆZix|⎯(1) †Kvb Z‡_¨i cÖwZwjwc ˆZix Kwi‡Z nB‡j H¸wj 
cwi¯‹vi, `vMgy³, wbLuyZ I ¯úó nB‡Z nB‡e| 

(2) cÎ †cÖiYKvixi bvg, cwiwPwZ b¤^i, c`ex Ges †Uwj‡dvb b¤^i (hw` _v‡K) h_vh_ 
’̄v‡b D‡jøL Kwi‡Z nB‡e| 

(3) wbqgvbymv‡i g~j c‡Î (Covering Letter) †h ai‡Yi KvMR e¨envi Kiv nq, 
msjMœxi (Enclosures) †ejvqI †mB ai‡bi KvMR e¨envi Kwi‡Z nB‡e Ges Dnvi wk‡ivbv‡g 
ÒcÎ b¤^i, ZvwiL Ges msjMœxÓ GB K_v¸wj wjwL‡Z nB‡e| 

(4) d¨v· evZ©vi Aÿi mn‡RB A¯úó nq weavq cÖvwßi m‡½ m‡½ Dnvi ¯úó d‡UvKwc 

ˆZix Kwiqv msiÿY Kwi‡Z nB‡e| 
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12| Z_¨ e¨e ’̄vcbvi mwnZ mswkøó Kg©KZ©vi `vwqZ¡|⎯Z_¨ e¨e ’̄vcbvi mwnZ mswkøó 
Kg©KZ©vi `vwqZ¡ nB‡e wbgœiƒc, h_v t⎯ 

(K) Z_¨ m¤^wjZ bw_ wbeÜb ewni mswkøó Kjv‡g kvLvi fvicÖvß Kg©KZ©v Z‡_¨i 
Rb¨ cÖ`Ë †kªYx †bvU Kwi‡eb; 

(L) mKj c„ôv m¤ú~Y© wK bv Zvnv cixÿv Kwi‡eb; 

(M) hw` bw_ Kfvi webó nBqv _v‡K, Zvnv nB‡j Dnvi ’̄‡j Ab¨ GKwU bw_ Kfvi 
jvMvBqv w`‡eb; 

(N) m¤úK©hy³ bw_¸wji b¤^i A_ev †h bw_ †iKW© Kiv nB‡Z‡Q Dnvi Kfv‡i 
DwjøwLZ c~e©Zb m~Îvw` Ges eivZ m~Îvaxb bw_ Kfvimg~‡ni Dci DwjøwLZ 
m~Îvw`I †bvU Kwi‡eb; 

(O) †h bw_¸wj web‡ói mgq nBqv‡Q Dnv‡`i µwgK msL¨v bgybv Abyhvqx 
Òwebó‡hvM¨ bw_mg~‡ni wbeÜb ewnÓ Gi mswkøó c„ôvq †bvU Kwi‡eb Ges GB 
wbeÜb ewn‡Z cÖwZ cwÄKv e‡l©i Rb¨ b~¨bc‡ÿ GKwU c„ôv wbw ©̀ó _vwK‡e Ges H 
c„ôvq †mB erm‡ii web‡ói Rb¨ wbw`©ó bw_mg~‡ni b¤^i †bvU Kwi‡Z nB‡e; 

(P) ÔKÕ I ÔLÕ †kªYxi bw_¸wji †ÿ‡Î⎯ 

(A) (cwiwkó-K) Gi bgybv dig Abyhvqx Kfv‡ii Dc‡i (gyw ª̀Z A_ev 
UvBcK…Z Ae¯’vq) AvVv w`qv jvMvBevi Rb¨ bw_fy³ cÎvw`i ZvwjKv 
cÖ¯‘Z Kwi‡eb; 

(Av) bw_i welq wk‡ivbvgm~PK m~wPcÎ w¯øcmg~n (Index Slip) cȪ ‘Z Kwi‡eb 
Ges welq wk‡ivbv‡g cÖ‡Z¨K g~j k‡ãi (Key Word) Rb¨ Avjv`v 
Avjv`v w¯øc cÖ¯‘Z Kwi‡Z nB‡e Ges el©‡k‡l m~wPi gy`ªYK‡í nvjKv 
evBÐvi (Loose Leaf Binder) eY©bvµwgKfv‡e ivwLevi Rb¨ Dnv cÖvwß 
I Rvix kvLvq †cÖiY Kwi‡eb; 

(B) (cwiwkó-L) Gi bgybv dig Abyhvqx bw_ wb®úwË dig (File Disposal 
Form) G GB g‡g© cÖZ¨qb Kwi‡eb †h, Bnv wb®úwËi †ÿ‡Î cÖ‡qvRbxq 
mKj Av‡`k cvjb Kiv nBqv‡Q Ges bw_cÎ msiÿYvMv‡i (Record 
Room) †diZ cvVv‡bv nBqv‡Q, A_ev fwel¨‡Z wb‡`©‡ki Rb¨ ivLv 
nBqv‡Q; Ges 

(Q) Z‡_¨ cÖ‡qvRb gZ Ò†iKW©fy³Ó A_ev Ò†iKW©K…Z I m~wPK…ZÓ mxj‡gvni 
jvMvB‡Z nB‡e| 
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Z…Zxq Aa¨vq 

†mev cÖ`vb cÖwZkÖæwZ  

13| †mev cÖ̀ vb cÖwZkÖæwZ (Citizen’s Charter) |⎯(1) cÖ‡Z¨K KZ…©cÿ Ges Dnvi 
AvIZvaxb `ßi, ms ’̄v, ey¨‡iv me©mvaviY‡K Z_¨ cÖ̀ v‡b KZ…©c‡ÿi ¯^”QZv wbwðZKi‡Yi Rb¨ 
†mev cÖ̀ vb cÖwZkÖæwZ (Citizen’s Charter) cÖYqb Kwi‡e Ges Zvnv mswkøó †mev MÖnYKvix‡`i 
RvbvBevi Rb¨ I‡qe mvB‡U cÖPvimn cÖKv‡k¨ cÖ`k©‡bi e¨e¯’v MÖnY Kwi‡e| 

(2) Dc-cÖweavb (1) G D‡jøwLZ †mev cÖ`vb cÖwZkÖæwZi g‡a¨ Ab¨Zg Dcv`vb wnmv‡e, 
wbgœewY©Z 6 (Qq) wU welq AšÍf©y³ _vwK‡e, h_v t⎯ 

(K) mywbw ©̀ó gvb t wbw`©ó mg‡qi g‡a¨ †mev cÖ`v‡bi cÖwgZ gvcKvwV wba©viY; 

(L) ^̄”QZv t †mev cÖ`vbKvixi cwiPq, †mev MÖnY/cÖ̀ v‡bi LiP I mgq m¤ú‡K© 
me©mvaviY‡K AewnZKiY; 

(M) cQ‡›`i my‡hvM t †mev MÖnYKvix‡K hZ ~̀i m¤¢e †mev cQ‡›`i my‡hvM cÖ`vb; 

(N) †mŠRb¨ t †mev MÖnYKvix‡`i mv‡_ †mŠRb¨g~jK e¨envi, Av‡M Avwm‡j Av‡M 
†mev cÖ`vb Ges fyj I AcivMZvi Rb¨ ỳtL cÖKvk; 

(O) Awf‡hvM DÌvcb t h_vmg‡q †mev cÖ̀ v‡b AcivMZvi †ÿ‡Î E×©Zb KZ…©cÿ‡K 
AewnZ Kwievi e¨e¯’vmn †Kvb fyj-ÎæwU „̀wó‡MvPi nB‡j ª̀æZ Zvnvi 
cÖwZKvig~jK e¨e¯’v MÖnY; 

(P) mggh©v`v t mKj bvMwiK ev †mev MÖnYKvix‡K h_vh_ gh©v`v cÖ̀ vb Kiv| 

PZz_© Aa¨vq 

Z_¨ I †hvMv‡hvM cÖhyw³i e¨envi 

14| Z_¨ e¨e ’̄vcbv|⎯(1) cÖ‡Z¨K KZ…©cÿ‡K µgvš^‡q Z_¨ I †hvMv‡hvM cÖhyw³i 
m‡e©v”P e¨envi wbwðZ Kwi‡Z nB‡e| 

(2) mvaviYfv‡e Z_¨, bw_ I cÎvw` e¨e¯’vcbvi Rb¨ †Kvb KZ…©c‡ÿi mKj kvLv/`ß‡i 
GKB ai‡bi mdUIq¨vi e¨eüZ nB‡e Ges cÖvß cÎvw` e¨e ’̄vcbvi Rb¨ B‡jKUªwbK Uª¨vwKs 
wm‡÷g e¨envi Kwi‡Z nB‡e| 
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(3) cÖ‡Z¨K KZ…©cÿ‡K cÎ cÖvwßi ZvwiL I mgq nB‡Z ïiæ Kwiqv wm×všÍ MÖnY I 

AewnZKi‡Yi ¯Íi ch©šÍ cÖwZwU Kvh© e¨e¯’vi mwVK mgq (real time) I ZvwiL Ges mswkøó 

Kg©KZ©vM‡Yi bvg, c`ex BZ¨vw` welqK Z_¨vw` GB mdUIq¨v‡i aviY Kwi‡Z nB‡e| 

(4) cÖ‡Z¨K KZ…©cÿ‡K Bnvi `ß‡i welqwfwËK bw_mg~‡ni wbeÜ‡bi †ÿ‡Î B‡jKUªwbK 

dvBj †iwR‡÷ªkb wm‡÷g Ges bw_i MwZwewa wbiƒc‡Yi Rb¨ dvBj Uª¨vwKs wm‡÷g e¨envi 

Kwi‡Z nB‡e| 

(5) cÖ‡Z¨K KZ…©cÿ‡K GB cÖhyw³i gva¨‡g bw_mg~‡ni †kªYxeb¨vm, †cwÛs wj÷ cÖYqb, 

ZvwM`cÎ, eQi †k‡l †kªYxweb¨vm Abyhvqx webó‡hvM¨ bw_mg~‡ni ZvwjKv wba©viY BZ¨vw` wbwðZ 

Kwi‡Z nB‡e| 

(6) cÖ‡Z¨K KZ…©c‡ÿi cÖwZwU kvLv/`ß‡ii g‡a¨ Af¨šÍixY Kw¤úDUvi †bUIqvK© Ges 

B›Uvi‡bU ms‡hvM _vwK‡Z nB‡e| 

(7) cÖ‡Z¨K KZ…©c‡ÿi mswkøó Kg©KZ©vMY †bUIqv‡K©i gva¨‡g mvi-ms‡ÿc, wPwVcÎ, 

Af¨šÍixY wm×všÍ, cÖwZ‡e`b BZ¨vw` m¤ú‡K© AewnZ nB‡eb Ges cÖ‡qvRbxq †ÿ‡Î ms‡kvabmn 

gZvgZ cÖ`vb Kwi‡eb| 

(8)  cÖ‡Z¨K KZ…©c‡ÿi kvLv ch©v‡q m¤úvw`Z Kvh©vejx EaŸ©Zb KZ…©cÿ Z_¨ I †hvMv‡hvM 

cÖhyw³ e¨env‡ii gva¨‡g ZË¡veavb Kwi‡eb| 

(9) cÖ‡Z¨K KZ…©cÿ‡K kvLv/`ß‡ii Kv‡R cÖK…wZ‡f‡` cÖ‡qvRb †gvZv‡eK Kv÷gvBRW 

mdUIq¨vi e¨envi Kwi‡Z nB‡e| 

(10) cÖ‡Z¨K KZ…©c‡ÿi µgvš^‡q B‡jKUªwbK †bvwUs-dvBwjs I B‡jKUªwbK wmM‡bPvi 

(Electronic Signature)  e¨e ’̄v Pvjyi gva¨‡g paperless office system cÖwZôvi j‡ÿ¨ 

kvLvwfwËK Kg©cwiKíbv _vwK‡Z nB‡e hvnv ch©vqµ‡g ev Í̄evqb Kwi‡Z nB‡e| 

15| B‡jKUªwbK c×wZ‡Z Z_¨ msiÿY|⎯cÖ‡Z¨K KZ…©cÿ Z_¨ msiÿ‡Yi †ÿ‡Î 

µgvš^‡q B‡jKUªwbK e¨e¯’v cÖeZ©b Kwievi j‡ÿ¨ GKB ai‡bi mdUIq¨vi e¨envi Kwiqv 

Pjgvb KvMRwfwËK c×wZi cvkvcvwk Kgc¨v± wW¯‹ (wmwW) I Ab¨vb¨ B‡jKUªwbK e¨e¯’vq 

kvLv/`ßimg~‡n ga¨ I `xN©‡gqv‡` msiÿY‡hvM¨ †iKW©m Z_v cÖwZ‡e`b, Z_¨-DcvË, 

†kªYxweb¨vmK…Z bw_ BZ¨vw` aviY Kwi‡Z m‡Pó nB‡e| 
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16| B-†gBj Gi e¨envi|⎯(1) cÖ‡Z¨K KZ…©cÿ‡K Bnvi †hvMv‡hv‡Mi †ÿ‡Î B-†gB‡ji 

e¨envi µgm¤cÖmviY Kwi‡Z nB‡e| 

(2) †Kvb KZ…©c‡ÿi B‡jKUªwbK †bvwUs-dvBwjs I wmM‡bPvi Pvjy bv nIqv ch©šÍ †bvwUk, 

mvKz©jvi I wPwVcÎ mg~‡ni Kwc mvaviY Wv‡K †cÖi‡Yi cvkvcvwk B-‡gB‡ji gva¨‡gI †cÖiY 

Kwi‡Z nB‡e| 

(3) cÖ‡Z¨K KZ…©c‡ÿi c‡ÿ wPwVc‡Î ^̄vÿiKvix Kg©KZ©v ^̄xq ^̄vÿ‡ii wb‡P †dvb b¤^‡ii 

cvkvcvwk B-†gBj wVKvbvI cÖ`vb Kwi‡eb| 

(4) cÖ‡Z¨K KZ…©cÿ‡K ch©vqµ‡g B-†gBj gva¨g‡K †hvMv‡hv‡Mi cÖavb gva¨g wnmv‡e 

cÖwZôv Kwi‡Z nB‡e| 

(5) wbqwgZ †gBj e· cixÿv Kwi‡Z nB‡e Ges m¤¢e nB‡j cÎ cÖvwßi w`‡bB Dnvi 

Reve †cÖiY Kwi‡Z nB‡e| 

17| I‡qemvBU Gi e¨envi|⎯(1) cÖwZwU KZ…©c‡ÿi wbR¯^ I‡qemvBU _vwK‡Z nB‡e| 

(2) Z_¨ Dc¯’vcb Ges Ab¨vb¨ `ßi-ms¯’v I RbM‡Yi mwnZ †hvMm~‡Îi gva¨g wnmv‡e G 

I‡qemvBU we‡ewPZ nB‡e| 

(3) I‡qemvB‡U cÖwZwU kvLv/`ß‡ii nvjbvMv` Z_¨, digm, wi‡cvU©m, †UÛvi weÁwß, 

cÖ‡qvRbxq AvBb-Kvbyb BZ¨vw` GKB ai‡bi mdUIq¨vi e¨envi Kwiqv wbqwgZfv‡e Dc ’̄vcb 

Kwi‡Z nB‡e| 

(4) KZ…©c‡ÿi I‡qemvBUmg~n Z_¨ cÖvwßi ^̄xK…Z Drm wnmv‡eI we‡ewPZ nB‡e| 

(5) cÖwZwU kvLv‡K I‡qemvB‡U Dc ’̄vwcZ ^̄xq kvLv msµvšÍ Z‡_¨i h_v_©Zv wbwðZ 

Kwi‡Z nB‡e| 

(6) Z_¨ cÖ`v‡bi cvkvcvwk KZ…©c‡ÿi cÖwZwU kvLv/`ßi wbR ^̄ mvwf©mmg~n I‡qemvB‡Ui 

gva¨‡g e¨enviKvixi wbKU †cuŠQv‡bvi welqwU wbwðZ Kwi‡e| 

(7) K‡g›U/wdWe¨vK e¨e¯’vi gva¨‡g KZ…©c‡ÿi kvLv/`ßimg~n I‡qemvB‡Ui 

e¨enviKvixM‡Yi mwnZ †hvMm~Î iÿv Kwi‡e| 
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(8) cÖwZwU  I‡qemvB‡Ui Kb‡U›U g¨v‡bR‡g›U Gi Rb¨ GKRb Dchy³ Kg©KZ©v‡K `vwqZ¡ 

cÖ`vb Kwi‡Z nB‡e| 

18| Z‡_¨i wbivcËv I †MvcbxqZv|⎯(1) cÖ‡Z¨K KZ©„cÿ‡K B‡jKUªwbK RvwjqvwZ, 

Z_¨ I †hvMv‡hvM cÖhyw³i ÿwZmvab, †eAvBbx e¨envi BZ¨vw` Acivag~jK Kg©KvÛ cÖw‡iv‡ai 

j‡ÿ¨ nvW©Iq¨vi I mdUIq¨vi wWRvBb Z_v AvwK©‡UKPvivj †j‡fj nB‡Z e¨enviKvix ch©v‡q 

cÖwZwU ¯Í‡i cÖ‡qvRbxq wbivcËvg~jK e¨e¯’v wbwðZ Kwi‡Z nB‡e| 

(2) `vßwiK bw_c‡Îi wbivcËv I †MvcbxqZvi cÖ‡qvR‡b KZ©„c‡ÿi mswkøó Kg©KZ©vMY 

cÖ‡hvR¨ †ÿ‡Î B‡jKUªwbK wmM‡bPvi e¨envi Kwi‡eb| 

(3) cÖ‡Z¨K KZ©„cÿ‡K ivóªxq I Rb¸iæZ¡m¤úbœ mywbw ©̀ó wel‡q †MvcbxqZv iÿvi †ÿ‡Î 

h‡_vchy³ e¨e¯’v MÖnY wbwðZ Kwi‡Z nB‡e| 

(4) Z_¨ I †hvMv‡hvM cÖhyw³ msµvšÍ wbivcËv iÿv I Acivag~jK Kg©KvÛ cÖwZ‡iv‡a 

e¨e ’̄v MÖn‡Y cÖPwjZ Z_¨ I †hvMv‡hvM cÖhyw³ AvBb cÖ‡hvR¨ nB‡e| 

cÂg Aa¨vq 

wewea 

19| Z_¨ msiÿY, e¨e¯’vcbv I wb®úwËKi‡Yi mgqmxgv|⎯cÖ‡Z¨K KZ©„c‡ÿi mKj 

ch©v‡qi Kg©KZ©vMY Z_¨ msiÿY, e¨e¯’vcbv I wb®úwËKi‡Yi wel‡q `ªæZ wm×všÍ MÖnY Kwi‡eb 

Ges hw` †Kvb Kg©KZ©vi †Kvb we‡kl wel‡q ev cÖm‡½ Zuvnvi EaŸ©Zb Kg©KZ©vi mwnZ civgk© 

Kwievi h_vh_ KviY _vwKqv _v‡K, Zvnv nB‡j wZwb †Uwj‡dv‡b A_ev e¨w³MZ †hvMv‡hvM ev 

Ab¨ †Kvb Dchy³ gva¨‡g GBiƒc civgk© MÖnY Kwi‡eb| 

20| gvwmK weeiYx|⎯cÖ‡Z¨K KZ©„c‡ÿi mswkøó kvLvi fvicÖvß Kg©KZ©v Zvnvi `ß‡i 

cÖvß I wb®úwËK…Z welqvw` Ges Awb®úwËK…Z Z_¨ msiÿY I e¨e¯’vcbv msµvšÍ welqvw`i 

GKwU gvwmK weeiYx cȪ ‘Z Kwi‡eb Ges †h mKj welq wb®úwËi Rb¨ A‡cÿvgvb Av‡Q, 

†mB¸wj wejw¤^Z nIqvi KviYmg~n wZwb H weeiYx‡Z D‡jøL Kwi‡eb Ges Dnv EaŸ©Zb 

Kg©KZ©vi wbKU †ck Kwi‡eb| 
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cwiwkó -ÒKÓ 

[cÖweavb 12 (P) (A)] 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM..................... 

kvLv.................................. 

cÎvw`i ZvwjKv 

(List of Letters) 

bw_ bs............................................ 

K/L †kªYx †iKW©K…Z wnmv‡e (¯’vqx/.............................ermi) 
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cwiwkó -ÒLÓ 

[cÖweavb 12 (P) (B)] 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM..................... 

kvLv.................................. 

bw_ wb®úwË dig 

(File Disposal Form) 

bw_ bs............................................ 

mg Í̄ cÖ‡qvRbxq Ges Avbylw½K Av‡`k cÖ̀ vb I Rvwi Kiv nBqv‡Q| bw_ msiÿYvMv‡ii 
KvMRcÎ msiÿYvMv‡i †diZ cvVv‡bv nBqv‡Q| fwel¨r eivZm~‡Îi Rb¨ ivLv nBj| 

ZvwiL.................................. bvg ¯^vÿimn cÖkvmwbK Kg©KZ©vi wmj‡gvni 

 Z_¨ Kwgk‡bi Av‡`kµ‡g 

 Muhammad Zamir 
 Chief Information Commissioner 
 Information Commission Bangladesh. 

 

 
†gvt gvQyg Lvb (Dc-mwPe), Dc-cwiPvjK, evsjv‡`k miKvwi gy`ªYvjq, XvKv KZ…©K gyw`ªZ| 

 †gvt gwReyi ingvb (hyM¥-mwPe), Dc-cwiPvjK, evsjv‡`k dig I cÖKvkbv Awdm, 
 †ZRMuvI, XvKv KZ…©K cÖKvwkZ| web site: www.bgpress.gov.bd 


