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Record Retention Policy in India



Summary  on Preservation

• Perspective towards Preservation 

material.

• About  Paper.

• About Inks. 

• Tips of Preservation.

• Ageing of paper materials & inks.

• Preservation methods & material.
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preservation methods and techniques 

| Society of American Archivists

• https://www2.archivists.org/glossary/terms/
p/preservation-methods-and-techniques

• Paper-based preservation 
techniques include

• preservation photocopying/Scanning,

• preservation microfilming, 
and preservation transfer microfilming. 

• These techniques preserve the content 
of records.
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Tips to Preserve Historic Documents

• Wash and sterilize your hands

• Don’t use fasteners or adhesives

• Carefully monitor light exposure

• Properly store your documents

• Maintain humidity and temperature

• Scan and Microfilm as preservation 

techniques
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Manuscript base Materials

• 1. Palm leaf 

• 2. Paper

• 3. leather

• 4. Cloth

• 5. vellum, birch bark

• 6. Metal

• 7. Stone
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Preservation methods: Types
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Duplicate conservation
Microfilming; , scanning–digital; Photocopying; 

Photographs, Hand written copying

www.ukarchiving.co.uk

www.Epson.com

Preventive conservation 
(passive way)

Storage; Good housekeeping; Pest

control; Temperature control; Humidity

control; Proper handling.

http://www.ukarchiving.co.uk/
http://www.epson.com/


Microfilming
Long-time preservation of documents through Microfilming:

• Documents pertaining to the Birth/Death events is mandatory in nature and which 

needs to be stored for longer time

• Tamper proof

• Secondary media of storage for future reference

• To store the documents with very less storage space

The solution is to write these digital images onto microfilm media which has 

advantages like 

• Microfilm is the widely used international media for storage of documents for longer 

life

• The departments like National Archives of India, State Archives in India, High courts 

and Supreme courts of India and many legal and historical documents have been 

converted onto microfilm rolls

• Microfilming will be on 35mm non-perforated rolls of imagelink or fuji film

• Properly processed Microfilm roll which make sure that no silver residues left with lab 

test certification will have long life preservation of about 500 years

• These microfilm rolls can either stored centrally in a small storage like cupboard or 

can be distributed to corresponding offices which once again can be stored in a small 

cupboard
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Microfilm
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