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(3) V&< sy (Record Management)

Afe@®l Gl @3Sl 958 Record &1 | #ATNeR@ (Record) 1% &&Hd
TS ATl B | g9 9 SAge TSl e awEd 99 g9 |
afverE sremal o Juelwr CdE, TN, GTel gl a1 GEIET Hieua
QU0 @@’ WA @Sl § | a9 <Ol W9l Recordari 9T8eh 999
T & SEE A9 TERATl & (keep in memory) W @rEg | Oxford
dictionary & a9 STeaehl :*:rer "A written account of something that is kept so
that it can be looked at and used in the future” ¥-X TS T | TaU
ATEWT FHA T FA TIHT AN T GO a1 G aed Ge GHa
TEIHT GEH UEg | K%, TIIEEEE, 149, e, g, S,
ATETEH s, Electronic format Alie ATIEHE TEE TsrgH | ATH@aH
Ioqtd T IYANT g5 | 9 logical reasoning FT &N, research @I @M,
TEAATEHr AT a1 (v qepar T FMEiorer @Rt A1 91 19 | 50 Ao
F T GRS GG T @I, dies, qaiaE, SIual, T
g A qzrrarfim: Ty AHg | uEd AEEHT g TUEErs
qum?fﬁim Surprise & FIAT AEg TLH G | Surprise T
Specific, Up to date, Relevant, Precise, Reliable, Informative,

Spontaneous T Evidential ¥+ g | ‘ ' '

fafsta ufemEessr Wt W@ T &iE T systematic TIET T TEH,
USRI T STANT GEIT=aar T4 S Aferg SAaemyT & | qeud: A
WAV A FEET GHEEd §7g | 9 HHAT AA@d Aecd oieg ATHT
8T | Record fnahagement is the practice of maintainir)g the records of
an organization from the time they are created up to. their eventual

disposal. F&! AT Ui ATHoRE FAMIAAE e AR TS A<
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AT ATAeEH  Ioqraerd  [aEeE Sl 9was  qdieng | 1SO
15489:2001 & ATHIE TS GRANA 713 "The field of management
responsible for the efficient and systematic control of the creation, receipt,
maintenance, use and disposition of records, including the processes for
capturing and maintaining evidence of and information about business
activities and transactions in the form of records” qAH G
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FASEAEEAE 9%, Tgiaag T @Ndl G9gdl HesTeqq T gred a9 T
T T T AT 7 Ataerd SEere @ | AfeeEe et
fEor o ETAOEEHE U RATEAETdE Jaied W EEE
AfierE FFTITaia 958 | M.M. Johnson &1 9T&HT ¥=aT— 'The records
Management function has emerged- a function which includes all those

activities required to manage the records of an organization from their creation
" to their final disposal.’
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- GIUSAH AT ATTIIEATEH AT (Planning the mformatnon needs) .

- ufeE YT gEATE e (Capture required information) -

- ufer o e i, fagra T sraeren fastn, dee, gemoiEr

- T AvSRU  (Creating & approving relevant policies & practices

‘regarding records)

- #Afver@ WUSRT AT MET (Developing records storage plan)

- APer@Sr ARt T |l (Classifying & sorting records)

- uf9er@ I9ENTHT 9 (Manage access to record internally & outside
from the organization)
(Managing confidentiality, privacy & uncontrolled access)

- ufveE foesi FRE@l FEFEGT T (Managing disposal of expired
records) .

giier@  FFEaSl  Geraer afvere@r Wit (Capture) @it

(Classification) T TR =mE=m= .(ongoing management 'of records

throughout their life cycle) @5 HHdEg | 9 T<WAT ISO 15489 : 2001 o

a4 fagrar (5 FXeE @1 I RS g

- Setting policies & standards
- Assigning responsibilities and authorities
- Establishing and promulgating procedures and guidelines

- . Providing a range of services relating to the management and use of
records

- Designing, implementing and administeﬁng specialized system

- Integrating records management into business system and processes.
Ferria sifere sg=eamw
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Creation

- Transaction
/’ - Collection

Disposition Administration
- disseminate - se|ec?tmg
- handover - sorting
- destroy - classification
- Appraisal/
: evaluation
Retention .
- Recording plan
- Physical setting
- Storage/ i
management
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PEECE] TE%T FZ1 Indexing T&a=T FowEE

Individuals Names &1 STe&iIT &l 9%y Teet T €U A0 q4T ¥l
AT dfEeg | ST Shyam Prasad Bhattrai ﬁﬁ-m's &7 9fEer Bhattrali,
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TYHT TEaEIT g | &=k 28 Sutton Place, Inc E-ﬁg Twenty-eight
sutton Place, Inc.

IEF FAIeTH 5‘3‘4@"‘ G| Famm qr ar_mwr e ufgel eI
FRAEE AT 99 glETHl TIHT g | Tl ;

— Nepal.

— Education (dept. of).

— District Education (Office) 31 1.
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