
email : gmgsd. wcl@coalindia.in 
CIN: Ul0100MHI975GO1018626 

To, 

þHjF: dahifcT/IyR/IT/2025-26/ 63 

The Area General Manager, 
All Areas, WCL HQ, Nagpur. 

Incharge, CWS, Tadali 

Dear Sir, 

(te suT fefAtS A Hayeft G4i) (A Subsidiary of Coal India Limited) 

Copy to : 

WESTERN COALFIELDS LIMITED 
(fAtr T) (A Miniratna Company) 

Sub: Implementation of Approved Record Retention Policy. 

The comprehensive Record Retention Policy of WCL has been approved by the WCL 
Board vide ref. no. WCL/Office of CS/BM-378/2025-26/470 dated 04.08.2025 (copy attached). As 
per the approved policy, it is to be implemented across WCL Headquarters, all Areas, and Units. 

You are requested to implement the Record Retention Policy, and nominate a Record 
Officer for your respective Area/Project/Unit. The details of the nominated Record officer-
including name, contact number, and email ID - (who must hold a position not below the rank of 
Deputy Manager, E-4 Grade) must be communicated to the undersigned's office at the earliest. 

The designated Record Officer will be responsible for Liaising with Government Agencies, 
ensuring the implementation of the Record Retention Schedule, and serving as the President of the 
Record Destruction Committee. 

This matter is to be treated as MOST URGENT & IMPORTANT. 

1. TS to CMD/D(FYD(T/O)/D(T/P&P)/|D(HR), WCL 
2. All HoDs, WCL HQ, Nagpur 

"Under Jurisdiction of Nagpur Court only" 

5. Record Officer, Manager(HR/Admn), Admn Dept. 
Copy for kind information to: 

1. CMD, WCL 

Administration Department 
FAX: 0712 - 2511981 

Web: www.westerncoal.gov.in 
c: 14.08.2025 

4. General Manager(IED), WCL- With reference to e-file no.2028165 

2. Director(F), WCL 

3. General Manager (System)- Kindly arrange to upload the Record Retention Policy to the 
company's website . 

3. Director(T/O)/(P&P), WCL 
4. Director(HR), WCL 
5. CVO, WCL 

Yours faithfully, 

e 
(Anahd Temurnikar) 

General Manager(Admn.) 
WCL, Nagpur 

Email : gmgsd.wcl@coalindia.in 
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l. Coveraqe:

The extent of applicability of this Record Retention Schedule is extended to be

records held by the Headquarters office, Area, Projects and Service Units of WCL.

2. Definition:

a) "Classified Records" means files or documents related to records reclassified as

"Top Secret", "Secret", "Classified" or "Restricted" in accordance with the procedure

laid down by the Ministry of Home Affairs, Govemment of India, from time to time;

b) "Committee" means the Record Destruction Committee;

c) "Company" means Western Coalfields Limited, Nagpur;

d) "custody" means the possession of public records;

e) "executives" means all officers of the rank of E-l and above;

f1 "FiIe" means a collection of papers related to the public records on a specific
subject-matter consisting ofcorrespondence, notes and appendix thereto and assigned

with a file number;

g) "Form" means the form used for prescribed format;

h) "headquarters office" means the Company's registered office at Nagpur;

i) "non-executives" means all employees below the rank of E-1;

j) "Public records" includes:

1. Any documents, manuscript and files;

2. Any microfilm, microfiche and facsimile copy of a document;

3. Any reproduction of image or images embodied in such microfilm (whether

enlarged or not; and

4. any other material produced by a computer or by any other device, of any

record creating agency:

k) "records of permanent nature" means the public records being maintained, after

recording, for a period specified;

l) "record retention schedule" means prescribing the period of retention for the

specified record;

m) "recording" means the process of closing a file after action on all issue considered

thereon has been completed;

n) "review" means periodical evaluation of recorded files onthe expiry of the period

of retention for determining their further retention or destruction as the case may be;

\r^
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Words and expression used herein and not defined but defined in the Public Record

Rules, 1997, shall have the meanings respectively assigned to them in the Public
Record Rules, 1997.

3. Effective Date:

This Record Retention Schedule shall come into force with effect from the date of its
approval.

4. Purpose of Record Retention Schedule (RRS):

The RRS has been compiled for having healthy practices in relation to the

maintenance, management and destruction of records.

5. Recordinq of Files:

Recording of files means the official entry in file register after action on all issues

considered thereon has been completed. CSMOP (refer Chapter-Xl & XII of Appendix - II)
should be followed for process of recording.

6. Cateqory of Records:

6(i) Physical Records:

As per guidelines issued by National Archive of India the physical records are

categorised in 3 categories which denotes as "A", "B" and "C". Details are as under:

'A'Category:

Records under this category are meant for permanent preservation and areto be

microfilmed because they contain

i. a document so precious that its original must be preserved intact and access to itin
the original form must be reshicted to the barest minimum;

or

ii. material likely to be required for frequent reference by different parties.

A - Records of value for administrative purposes:

(1) Papers containing evidence of rights or obligations of or against the
government, e.g., title to properfy, claims for compensation not subject to a
tirne limit, formal instruments such as awards, schemes, orders, sanctions, etc.
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(2) Papers relating to major policy
preparation of legislation.

(3) Papers regarding constitution,
committees, working groups, etc.

decisions, including those relating to the

functions and working of important

(4) Papers providing lasting precedents for important procedures, e.g.,
administrative memoranda, historical reports and summaries, legal opinions on
important matters.

(5) Papers concerning rules, regulations, departmental guides or instructions of
general application.

(6) Papers relating to salient features of organisation and staffing of
government departments and offi ces.

(7) Papers relating to important litigation or causes celebres in which the
administration was invo lved.

B - Records of Historical importance:

Much of the material likely to be preserved for administrative purposes will be
of interest for research purpose as well; but papers of the following categories
should be specially considered as of value to historians:

( 1 ) Papers relating to the origin of a department or agency of government; how
it was organised; how it functioned; and (if defunct) how and why it was
dissolved.

(2) Dataabout what the departm entlagency accomplished. (Samples by way of
illustration may be enough; but the need for such samples may be dispensed
with where published annual reports are available).

(3) Papers relating to a change of policy. This is not always easy to recognise,
but watch should be kept for (a) summary for a Minister, (b) the appointment
of a departmental or interdepartmental committee or working group, and (c)
note for the Cabinet or a Cabinet Committee. Generally there should be a
conscious effort to preserve all such papers, including those reflecting
conflicting points of view. In the case of inter-departmental committees,

3
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however, it is important that a complete set of papers be kept only by the
departments mainly concerned usually the one providing secretariat.

(4) Papers relating to the implementation of a change of policy, including a
complete set of instructions to execute agencies etc., and relevant forms.

(5) Papers relating to a well-known public or international event or causes

celebre, or to other events which gave rise to interest or controversy on the
national plane.

(6) Papers containing direct reference to trends or developments in political,
social, economic or other fields, particularly if they contain unpublished
statistical or financial data covering a long period or a wide area.

(7) Papers cited in or noted as consulted in connection with, official
publications

(8) Papers relating to the more important aspects of scientific or technical
research and development.

(9) Papers containing matters of local interest of which it is unreasonable to
expect that evidence will be available locally, or comprising synopsis of such
information covering the whole country or a wide area.

(10) Papers relating to obsolete, activities or investigations, or to abortive
scheme in important fields.

(11) Any other specific category of records which, according to the
departmental instructions issued in consultation with the National Archives,
have to be treated as genuine source of information on any aspect of history-
political, social, economic, etc., or are considered to be of biographical or
antiquarian interest.

tB'Categor"v:

Records under this category also pertain to subjects of
historical importance mentioned under 'A' category above.

administrative and/ or
These, however, do not
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contain any material that is so precious that its original must be preserved intact or
which is likely to be required for frequent reference by different parties, thus requiring
microfilmirrg.

'C'Categorv:

Records under this category pertain to subjects of secondary impoftance having
referral value for a limited period, not exceeding ten years. Under this category
retention period files to be preserved C-1, C-3, C-5 and C-I0 is to be
followed where the numerals represent the number of years that a file is to be
retained after closed or recorded ".

6(ii) Electronic Records:

As per National Digital Presentation Programme (DPP) and Digital Preservation
Policy (DPP) being formulated by the Department of Information Technology,
Electronic/ E-Files are categorized in two categories, Category-I and Category-
II:

Catesory-I:

The e-files which are to be preserved permanently or which are of historical
importance. These files will be kept in CILIWCL cloud/ NIC's server for l0 years and
thereafter transferred to the server of the National Archives of India (NAI). (pl refer
Page 70 of Annexure-Il for files included in Category-l)

Cateqorv-Il:

This category will include e-files of secondary importance and having reference value
for a limited period. The retention period of these files is upto l0 years akin to the
retention period of physical files/records. These files will be stored on CIL/WCL
cloud/ NIC's server. In exceptional cases, if the record is required to be retained
beyond l0 years it will be upgraded to Category I.

7. Safety and custody ofrecords:

All the records/files shall be in the custody of the record holder and the supervision of
the Record Officer. The holder of the record shall be held accountable for the safety
and preservation of the records/files in his/her custody.

8. Review. weeding and destruction of records:

a) In the month of November every year, each record holder shall record the files, on
which action has been completed, after consulting the Record Retention Schedule and
the HoD, this work will be accomplished in consultations with the Records Officer.

J^
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b) Every year in the last week of December, the retention period of the records shall

be reviewed by the Records Officer and he/she would recommend weeding out the

records as per the Record Retention Schedule. No public record shall be destroyed

without being recorded and reviewed.

c)No public record which is more than 25 years old shall be destroyed by any record

holder unless it is appraised.

d) A list ofsuch public records which are proposed to be destroyed shall be prepared

by the record holder in consultation with the HoD and retained permanently for future
references.

e) Records shall be destroyed by burning or shredding in the presence ofthe Record

Officer. A committee for destruction of records shall be constituted as under:

(i) Records Officer-President

(ii) Records holding section representative not below the rank of E-3-Member

(iii) A representative from the Audit Section - Member

f) The record/s recommended for destruction will be destroyed on the last working
day of the calendar year and a certificate to that effect will be prepared by the

committee that the referred record has been destroyed.

g) The pro forma of the destruction certificate of record/s is given in Appendix- I .

The certificate will be countersigned by the concemed HoD and will be sent to the

Director concerned of the Company. On ratification of the item, this will be uploaded
on the website of the Company or published on the Notice Board of the company

9. Central Record Room:

A Central Record Room with sufficient space will be set up by the Company in HQ as

well in each Area / Unit. In this Central Record Room all closed Records will be kept,
which may be required for the future references.

10. Records Officer-Desisnation and Functions:

An Officer not below the rank of Manager (E-5) shall be designated as Records

Officer of the Company at the Headquarters Office, Similarly, in all Projects/Service
Units an Officer not below the rank of Manager (E-4) shall be so designated. The
Records Officer so nominated shall oversee management, maintenance and

destruction of records. The Records Officer, inter alio, shall liaise with the
Government agencies and ensure implementation of the Record Retention Schedule.

He shall also act as the President of the Record Destruction Committee.

%v{
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11. Traininq on maintenance of records:

The Company, through its HRD Department will conduct Workshops / Orientation
Programs on management, maintenance and destruction of records for the officials
dealing with the records maintenance at a regular interval.

12. Beview of Rgcord Retention Schedule (RRS):

This Record Retention Schedule shall remain in force for a period of three years from
the date of its being published on the website or the Notice Board of the Company and

on expiry of the specified period, a comprehensive review of the Schedule will be

undertaken by the Company.

13. Statutory nrovisions:

Notwithstanding anything contained in the column of 'Retention Period', theretention
period for any specified document or record or part thereof shall be the period as

mentioned in the relevant Act/Rules/ Regulations, etc

14. Power for amendments:

The Concerned Director, WCL, reserves the right to alter, change, add, delete, replace
and / or modify any provision(s) of the Record Retention Schedule after getting it
vetted by National Archives of India and their decision in this regard shall be binding.

15. Record Retention Schedule of WCL:

Record Retention Schedule of WCL is divided inlo two parts:

i)bepartment wise Record Retention Schedule of WCL (Annexure-I)

ii) Record Retention Schedule Common to All Ministries/ Department as prepared by
DARPG-2012 should be followed for Records other than records mentioned at (i), if
any. (Annexure-ll)
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Sl.No. Subiect Page No.
0t Records common to all deparlments/ areas 01

02 Administrati on Department 01

03 Board Secretariat 02

04 Business Development Department 02

05 CivilDepartment 03

06 CMC Department 03

07 CMD Secretariat 03

08 Director(F inance)S ecretariat 04

09 D irector(Personnel) Secretariat 04
10 DT (OP)Secretariat 05

11 Director(P&P)Secretariat 05

t2 Electrical& Mechanical Department 06
l3 Electronics &Telecommunication Department 06
14 Environment Depaftment 07
l5 Excavation Department 07
16 Executive Establishment 10

17 Finance Depaftment ll
l8 Human Resource Develooment Deoartment 12

19 Industrial Engineering Department t2
20 lndustrial Relations Department l3
2l Internal Audit Depaftment 13

22 Land and Revenue Department 13

/.) Legal Depaftment 14

24 Marketins& Sales Department t4
25 Material Management Department 15

26 Medical Deparlment 15

27 MIS Deparlment t6
28 MRS Indora t6
29 New Initiative Department l6
30 Pension Department 16

3l Production Department 16

32 Proiect and Planning Department t7
JJ Prolect Monitoring Department l8
34 Public Relation Depaftment l8
35 Quality Control Department t9
36 Raibhasha Department 20
37 Rescue Department 20
38 RTI Department 2t
39 Safety &Conservation Depaftment 2t
40 Securitv Department 22
41 System Department 23

42 Vieilance Department 23
43 Welfare/C SR Department 20
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