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CONCLUDING MINUTES OF THE MEETING ON DOCUMENT RETENTION POLICY OF

SAIL - COLLIERIES DIVISION WAS HELD ON 18" FEBRUARY, 2023

Committee Members:
S/Shri
1. Sibaram Banerjee, GM (Tech Serv)
3. AN G Hembrom, GM (L&E), Chasnalla
5. D Prasad, DGM (F&A), Chasnalla
7. Barik P N P Ranjan, Sr. Manager (P&A)

S/ Bhri

2. L K Bhandari, GM (P & CC), CD

4, Sanjay Kumar, GM (Mining), Chasnalla
6.Rakesh Kumar, Sr. Manager (MM), Chasnalla
8. Chinmaya Banzal Manager (TA)

A committee was constituted vide Office Order No, CD/P&ASOD-OO22-23/207 dated 24092022 to
finalize the Document Retention Policy of all Departments of Collieries Division. The meetings of the
committee with various departments were held on 28.11.2022, 08.12.2022, 23.12.2022, 11.01.23.

The Document Retention Policy thus been prepared in discussion with concemed HoDs. The same has

been duly signed by the commitiee members and the concerned HaD,

The drafl retention Policy alongwith a bref introduction, objective and scope is attached for approval of

Competent Authonty,
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DOCUMENT RETENTION
POLICY

OF

COLLIERIES DIVISION




INTRODUCTION

RECORDS ARE INFORMATION (STORED IN ANY FORM OR
MEDIUM) THAT ARE AN IMPORTANT PART OF THE
FUNCTIONING OF AN ORGANIZATION AND ARE AN
ESSENTIAL ASPECT IN FULFILLING ITS LEGAL OBLIGATIONS.
IT IS THEREFORE IMPERATIVE TO GIVE DUE CARE TO THE
MAINTENANCE OF THIS VITAL RESOURCE.
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OBJECTIVE OF DOCUMENT RETENTION POLICY

v TO PROVIDE GUIDELINES IN ACCORDANCE WITH THE APPLICABLE LAWS AND
DISPOSAL OF OLD, OBSOLETE AND REDUNDANT RECORDS AT PROPER TIME.

v'RETAIN RELEVANT RECORDS FOR A REASONABLE PERIOD OF TIME.
v'KEEP THE OFFICE SPACE CLEAN AND ORGANIZED.
v" PROVIDE INFORMATION EASILY AND PROMPTLY TO ALL CONCERNED

v IMPROVE EFFICIENCY
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SCOPE OF THE POLICY

THE AIM I5 TO ENSURE A UNIFORM APPROACH IN MAINTENANCE & DISPOSAL OF RECORDS GENERATED IN THE
VARIOUS DEPARTMENTS FROM TIME TO TIME.

THE POLICY AIMS TO LAY DOWN NORMS ON HOW LONG OFFICIAL RECORDS SHOULD BE RETAINED UNDER
ORDINARY CIRCUMSTANCES, AND STEPS TO BE TAKEN IN THE CASES INVOLVING PENDING OR IMMINENT
INVESTIGATION OR DISPUTE.

ELECTRONIC STORAGE METHOD IS BOTH DESIRABLE AND PRUDENT AND SHOULD BE EXTENSIVELY USED TO
RETAIN IMPORTANT INFORMATION. HOWEVER, AS DIGITALIZATION HAS NOT YET BEEN UNIFORMLY DEPLOYED

ACROSS THE DEPARTMENTS, THE SAME HAS BEEN KEPT OUT OF THE PURVIEW OF THIS POLICY FOR THE TIME
BEING.

THE GREATER USE OF ELECTRONIC MEDIA WILL BE IN VOGUE IN FUTURE, THE POLICY MAY NEED TO BE
REVIEWED.
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RETENTION SCHEDULE

v THE OFFICIAL RECORDS OF EACH DEPARTMENT WILL BE
MAINTAINED AND DISPOSED OFF AS SPECIFIED IN THE
RETENTION SCHEDULE.

v THE PERIOD OF RETENTION WILL BE RECKONED FROM THE DATE
OF CLOSURE OF THE FILE/REGISTER.

v THE STATUTORY RECORDS WILL CONTINUE TO BE RETAINED AS
PER TIME SCHEDULE SPECIFIED IN THE RELEVANT
NOTIFICATION/REGULATION.




PROCEDURE FOR DISPOSAL OF RECORDS

v WHENEVER ACTION ON A FILE OR REGISTER OR OTHER RECORDS IS COMPLETE IN ALL RESPECTS,
THE SAME WOULD BE TREATED AS CLOSED & CONSIDERED TO BE FIT FOR DECIDING THE DISPOSAL
IN EACH CASE SEPARATELY AS PER THE PERIOD LAY DOWN UNDER RETENTION 5CHEDULE.

v THE DEALING EXECUTIVE(S) OF THE DEPARTMENT WILL IDENTIFY THE RECORDS, PREPARE A
CHECKLIST WITH RELEVANT INFORMATION AND PLACE IT TO THE HOD FOR APPROVAL. THE HOD
SHALL APPROVE THE LIST OF PROPOSED RECORDS FOR DISPOSAL, THE RECORDS SO DECIDED FOR
DISPOSAL SHALL BE DESTROYED WITH A RECORD OF DISPOSAL.

v HOWEVER, ANY FILE, REGISTER OR RECORD REQUIRED IN CONNECTION WITH ANY DISPUTES,
LEGAL OR OTHERWISE, OR ANY MATTER FOR WHICH CLARIFICATION IS PENDING, WILL NOT BE
PROCESSED FOR DISPOSAL.




IDENTIFICATION OF RECORDS

THE RESPECTIVE EXECUTIVE OF THE DEPARTMENT SHALL IDENTIFY THE RECORDS THAT ARE REQUIRED
TO BE DISPOSED AS PER THE RETENTION SCHEDULE. HE/SHE SHALL PREPARE A CONSOLIDATED LIST OF
THE SAME WITH DETAILS WHICH SHALL BE PUT UP FOR APPROVAL BY THE COMPETENT AUTHORITY.

FURTHER, IF A RECORD RELATES TO TWO OR MORE SUBJECTS FOR WHICH DIFFERENT RETENTION
PERIODS HAVE BEEN PRESCRIBED, IT WILL BE RETAINED FOR THE HIGHEST OF SUCH PERIODS. AND, IN
EXCEPTIONAL CASES, LE. IF THE RECORD HAS CERTAIN SPECIAL FEATURES OR SUCH A COURSE 15
WARRANTED BY THE PECULIAR NEEDS OF THE DEPARTMENT, THE RECORD MAY BE RETAINED FOR A
PERIOD LONGER THAN THAT SPECIFIED IN THE SCHEDULE.
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APPROVAL BY HOD

THE CONSOLIDATED LIST OF DOCUMENTS / FILES /RECORDS , DULY SIGNED BY THE COMCERNED EXECUTIVE(S)
WILL BE PUT UP TO THE HOD FOR APPROVAL. THE HOD AFTER SCREENING WILL COUNTERSIGN THE LIST OF

RECORDS PLACED TO HIM/HER.

DISPOSAL OF RECORDS

THE MODE OF DISPOSAL SHALL BE BY SHREDDING/OTHER MEANS. DISPOSAL OF RECORDS WILL BE DONE IN THE
PRESEMCE OF THE DEALING PERSONNEL EXECUTIVE AT A TIME AND PLACE MUTUALLY DECIDED BY THE HOD,
BEFORE DISPOSAL, A DISPOSAL REPORT SHALL BE PREPARED.

A COPY OF THE DISPOSAL REPORT SHALL BE PRESERVED IN THE DISPOSAL RECORDS WHICH WILL BE IN THE
CUSTODY OF HEAD OF DEPARTMENT. ONE COPY OF THE DISPOSAL REPORT SHALL BE KEPT IN THE RESPECTIVE
SECTION ALSO.
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DOCUMENTS RELATED TO PERSONNtL DEPARTMENT

SINo DESCRIPTION RETENTION PERIOD
1 PersonmelFile 15 years from the date of final settlement of the employee
Documents contained in PersonselFile

1 Offer of Appointment

2 Bio-data form as submitted at the time of appointment

3 Medical fitness at the time of joining

4 Joining report
= 5 Date of birth certificate

B Mark sheet/certificate in support of qualification

7 Caste/Category certificate

8 Disability certificate

s Attestation form

10 Charge sheet/memo issued

11 Order passed by the DAJAA
! 12 Order of selection against internal circular
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Documents contained in PersonmalFile

13

Incentive for professional qualification

14

Folice Varification

15

All promotion orders

16

Interplant transfer arder

17

Date of birth certificate

18

Mark sheet/certificate in support of qualification

19

Declaration of dependent (addition/deletion declarations)

20

Proof of permanent address (only in case of change of address)

21

Reappointment order

22

Decisions to ascertain date of birth

23

Order for change of permanent address

24

Reinstatement arder

23

Documents related to adopted children

26

Workman compensation order

27

Documents related to out of court settlements

28

Documents related to change of name
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Documents contained in Persormg] File

29 Confirmation orders [after completion of prabation)

30 Internal transfer arders Documents related to Suspension/Revocation and orders related
to payment

31 Application for outside employment

32 Study leave/Maternity leave/Paternity leave,/Child care leave/Injury leave documents

33 NOC for VISA & Passport

34 NOC for pursuing higher qualification

35 Claim forms for Final Settlement of dues (separation cases)

36 Documents related to Employees Compensation Payment

37 Final Settlement of TA

38 LTA/LTC/LLTC related documents

39 Documents related to Processing of Resignation

40 Documents related to inclusion of Qualification

41 Application for HRA

42 LTE order

43 Documents related to Disciplinary Action {copy of Chargesheet/Memorandum, show

cause/Enguiry Committee constitution/Order of DA etc)
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Documents contained in Persongl File
44 Employer certificate related to Pension under EP5'95
45 Last Pay Certificate
46 Separation order
a7 Mominee Form for PF & Gratuity
48 ACR
49 Documents related to Medical Rehabilitation

COMMON RECORDS/REGISTERS (EXECUTIVE & NON-EXECUTIVE ESTABLISHMENT)

e o

5.NO DESCRIFPTION OF RECORD RETENTION PERIOD{OTHER PLANTS) PROPOSED AT CD
1 DISCIFLINARY CASE FILEf OTHER CASE FILE 05 YEARS AFTER SEPARATION OF EMPLOYEE. 3 YEARS AFTER SEPARATION
COF EMPLOYEE.
2 EMPLOYEES COMPENSATION REGISTER 10 YEARS FROM THE DATE OF CLOSURE. 3 YEARS AFTER SEFARATION
OF EMPLOYEE.
3 VR RELATED DOCUMENTS Al FORVR SCHEME INVOLVING MONTHLY 8 YEARS
PAYMENT - 5 YEARS FROM THE DATE OF LAST
PAYIAEMT.
B] FOR VR SCHEME INVOLVING ONE TIME LUMP
SUM PAYMENT -5 YEARS AFTER THE CLOSURE
QF THE RESPECTIVE 5CHEME.
4 WR REGISTER PERMANENT
L. MAMNPOWER REPORTS PERMANENT. 10 YEARS
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OD SECTION
S.NO | DESCRIPTION OF RECORD RETENTION PERIOD{OTHER PROPOSED AT CD
PLANTS)
1 RECORDS RELATED TO REPORTING/REVIEWING 01 YEAR MAINTAINED IN EPMS | OK
RELATIONSHIP UNDER EPMS SYSTEM
2 DPC FILE, COMSTITUTION ORDERS, APPROVALS AND 10 YEARS Ok,
OTHER RELATED DOCUMENTS
3 PRC FOLDER 10 YEARS OK
4 APPRAISAL DOSSIER IN EPMS 10 YEARS Ok,
5 ORGANIZATION CHANGE (TRANSFER/REDESIGNATION) 05 YEARS FROM THE DATE OF | OK
DOCUMENTS APPROVAL
6 REGISTER FOR ISSUANCE OF NOC FOR VISA & PASSPORT | 05 YEARS FROM THE DATE OF | OK
LAST ENTRY
7 LAPTOP ADVANCE REGISTER 05 YEARS FROM THE DATE OF | OK
LAST ENTRY
g FURNITURE/FURNISHING ALLOWANCE REGISTER 05 YEARS FROM THE DATE OF | OK
LAST ENTRY
g DOCUMENTS RELATED TO RETENTION OF FACILITIES ON | 05 YEARS FROM THE DATE OF | 03 YEARS FROM THE DATE
TRANSFER DISCONTINUATION OF OF DISCONTINUATION OF
FACILITIES FACILITIES
10 EXECUTIVE WAGE REVISION SETTLEMENT/AGREEMENT PERMANENT OK
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PERSONNEL OFFICES : NON-EXECUTIVE ESTABLISHMENT
(WORKS/NON-WORKS AREAS)

S.NO DESCRIPTION OF RECORD RETENTION PERIOD|{OTHER PROPOSED
PLANTS) AT CD
1 DPC files —Within cluster 5 year excluding current 0K
year
2 DPC files — Between cluster 5 year excluding current DK
year
3 IR Repoart File 1 yearexcluding current (8] 4
year
FINAL SETTLEMENT CELL
5.NO DESCRIPTION OF RECORD RETENTION PERIOD({OTHER PROPOSED
PLANTS) ATCD
1 tMedical Book Register (Without Medi-claim) 05 years PERMANENT
2 EFBS Minutes & Files 03 years from the date of Ok
settlement of deposited
amount to the
member/nomines
3 Lang Service Award Register 02 years From the last date of PERMAMNENT
antry
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CONTRACT LABOR CELL

S5.NO DESCRIPTION OF RECORD RETENTION PERIOD{OTHER PROPOSED
PLANTS) AT CD

1 Provident Fund deposited for CL 5 YEARS 8 YEARS

2 Work Order File 2 YEARS 7 YEARS POST
COMPLETION

3 Certificate of Registration with ALC{C ) PERMIAMENT QK

4 Return/ Report to Govt. Agencies 5 YEARS oK

5 Manthly Engagement of CL 1 ¥EAR Ok

B LLOMW. related to CL 3 YEARS 5 YEARS

T DA for CL PERMAMNENT E YEARS

a2 CL Wage Agreements P ERMANENT £ YEARS

5 ESI for Casual Labourers 5 YEARS B YEARS

10 CL Grievance/Disputes 1 YEARS (a3

11 Union Carrespandence 1 YEARS al

12 CL database { SOFT FORM) PERMUAMENT B YEARS FROM LAST
ENTRY
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CENTRAL FUNCTION

5.NO DESCRIPTION OF RECORD RETENTION PERIOD{OTHER PROPOSED
PLANTS) AT CD
1 Feturns under Workmen Compensation Act, 1923 5 YEARS B YEARS
2 Agreements between Management & Recognized Union PERMANENT oK
3 Charter of Demand submitted by Trade Unions 10 YEARS 1 YEARS
4 Disbursement of Funeral Expenses Z YEARS QR
5 Annual return under Payment of Wages Rules 3 YEARS oK
B E5l Return {Application far exemption from the provision 3 YEARS O
af the ESI Act)
7 Circutars/ Guidelines/ Policy Matters/ Important Decisions | 5 YEAfS PERMANENT
8 Correspandence with SAIL Corporate Office 5 YEARS PERMAPENT
| Correspondence with State [f District Authorities PERMANENT ok
10 Date on Unauthorized Absenteeism 5 WEARS PERSOMELL FILE
11 References received from MPs/ MLAs/ VIPs 3 YEARS 1 YEARS
12 BTl applications/ First Appeals/ Replies 5 YEARS I YEARS
13 Circular Files PERMAMENT oK
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RECRUITMENT

5.NO DESCRIPTION OF RECORD RETENTION PERIODD PROPOSED AT CD
1 Roster Registers FERMANENT OK

2 Administrative Decisions

3 SELECTICHN FILE ; 5 YEARS FROM DATE OF ox

= Approval & Relevant Note Sheets APPRCOALOE SELEETION

= Copy of Corporate Office Clearance

= Copy of advertisement published

= Copy of notification to Employment exchange ( in case of
Mon-Executives Recruitment |

= Mark sheets of written test/ interview & Tabulation
sheat

» Selection note

4 Application forms (in case of off =line application) of finally | 5 YEARS FROM DATE CF oK
seleched candidates: APPROVAL OF SELECTION

@ Scrutiny List of applied candidates.

[ Specimen call letter for written test/interview.

F Attendance Sheets of Written Test & interview

M List of short listed candidates for interview

Einterview particulars along with attachments of finally

selected candidates

[ Mark sheets of written test/ interview & Tabulation

chieet.

[l selection notes.

[ Offer of Appointment

@ Medical Examination Report

[@ Joining Repart

{# Relevant carrespondences / Notices.

B g b




cf23

RECRUITMENT
S.NO DESCRIPTION OF RECORD RETENTION PERIOD PROPOSED ATCD
5 Contract File [ in case of outsourcing of Rectt. exercise) 5 YEARS FROM DATE OF OK
@ Processing & Approval Notes, AL RN ARG
B Work Crder & relevant documents
2] Application forms along with endlosures ( in case off-line 1 YEARS FROM DATE OF (8]
application) of Not eligible / Not selected candidates AFPFRUVAL OF SELECTIOH
7 Returned or rejected DDs/BCs or other instruments 1 YEARS FROM DWTE OF Ok
submitted towards Application/processing fees (not AEERENALLEARELTION
applicable in case of on-line submission of
Application/pracessing fees)
2] Internal Circular Refated selection File 5 YEARS FROM DATE OF Ok
AFPROVAL OF SELECTION
9 Compassionate Employment related records 5 ¥YEARS FROM DATE OF 15 ¥EARS AFTER DATE OF
APPROVAL OF SELECTION SEmARATION
10 Official record for joining (erstwhile UD Register) PERMANENT oK
11 Recruitment approval Files PERMANENT oK
12 Circulars/Office order/ notification related to recruitment | FERMANENT oK
procedure
13 RT| related to recruitment 5 YEARS 3 YEARS
14 Legal matters related to recruitment FERRASMENT Ok
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RECRUITMENT
5.NO DESCRIPTION OF RECORD RETENTION PERIOD PROPOSED AT CD
15 Committee reports related to recruitment PERMANENT oK
16 HR Plans and Corporate Office manpower budget PERMANENT ol
17 Files related to Medical Invalidation PERMANENT ol
ESTATE MATTERS

1 HOUSE ALLOTMEMT RULES PERMAMNENT oK
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MINING
List of Documents maintained at Avent Office . Collieries Division
Sl.No. Description PROPOSED BY DEPTT FINALISED
1 DGMS Correspondence Required across mine life 7 Years beyond its validity.
2 Executive Correspondence 3 yrs 2 Years
3 Executive Attendance 3 yrs 1 Year from last entry
4 l Accident 3 yrs 7 Years
3 Contractor Correspondence 3 yrs post W.O. Completion 7 Years post WO Completion
& Froduction 3 yrs Across Mine Life
List of Documents maintained at Ma nAager affice . Collieries Division
51.Mo. Description | PROFOSED BY DEPTT ' FINALISED
! Cautioning Letter Jvrs 1 Year
; Charge Sheet I yr 1 Year
= Security Correspondence 1yr 1 Year
= Monthly Return 3yr His |
= Coal Grade declaration 3yr 7 Years
5 Annual Return Syrs 5 Years
7 DGMS Experience Across Mine life 7 Years
; Gas cutiing welding file 5 yrs 2 Years
= Explosive Correspondence Syrs 5 Years
AR Stowing File S yrs 3yrs
A DMO correspondence File 5 yrs T vrs \
i fA A —'%’ - M : 7 {:i.t-'
] . o e : i ’ ‘? = ol N
_"‘\A{%\““":'e'f 'ﬁr'“; II_II.M i Z'j'l" '.:j \_’\(—<‘ 97 B ﬁff:c'{ ".l,_.h-"". TE E
Ehg — : ~ - iy Ko o as e
Seoviay et L, Bl Y = Rrrungy O Pra) Dok e L,




e

¢ et

MINING
List of Documents maintained at Cap Lamp Room, Collieries Division

5LNo. | Description PROPOSED BY DEPTT FINALISED

1 Daily issue of Cap Lamp (Regular and contractual employee) 3 yrs T yrs

3 Daily issue of Cap Lamp (Unpaid Training) 3 yrs T yrs

3 Cap Lamp maintenance register 3 yrx 1 wrs

4 Report of daily examination of Safety lamps on return afler use 1 vear 1 year

List of Documents maintained at Ventilation office. Collieries Division
2l.No. | Description FROPOSED BY DEFTT FIMALISED
- Dust Sample Analysis for USP & DM at CPP Lab. 3vrs 1 year
: Bottom Ash sampling at CPF lab 3yrs 1 vear
s I ~ Mine air sample analysis Syrs 1 vear
? Dust analysis report for u/g and surface Svrs 1 vear
B Moise measurement record for w/g and surface Syrs 1 year |
’ Stone dust barrier records 3yrs 1 year
4 Status of ventilation doors and stoppings. Jvrs 1 vear
’ Air quantity (DM & USP) 1 year 1 year
L Water dam record (DM) 3 vears 1 vear
f ) _
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List of Documents maintained at Safety Office, Collieries Division
5l.Mo. Dl,-s:l'h:l:l-nr'l_ | FROPOSED BY DEPTT FINALISED

i Pit M/Safety Committes Meeting/Minues 9 ovrs 5 YEARS

2 Ml safety Audid 5 owvrs 3 YEARS

3 Authorization 9 ¥rE TILL SUPERANUATION
4 Bipartite & Tripartite Meeting 5 owrs L YEARS

5 DCMS & Unions Complain File acriss Mine life 5 YEARS

b Enviranment 4T acrass Mine life ACROSS MINE LIFE
7 List of 503z for LG Operation acrass Mine life ACROSS MINE LIFE
E PRE MONSOON MEETING 3 wvrs 2 YEARS

g SOP of Open Cast working across Mine life ACROSS MINE LIFE
ki) Regular Emploves Hefresher S vrs 7 YEARS

11 W= r'i;_‘!::r Management Plan across mine Nife ACROSS MINE LIFE
12 S50 Keport 5 yrs 3 YEARS

List of Documents maintained at GVTC . Collieries Division
SLNo. Description PROPOSED BY DEPTT | FINALISED

t Certificate of Trainee of Basic/refresher/Special training 7 yiears B YEARS

2 Register of Trainee 10 years 10 YEARS

: In file 07 years 8 YEARS

3 Lamp Handling Training Register 07 years B YEARS

; Gas Testing Certificate File 07 Years B YEARS

= On Job training File 07 Years 8 YEARS

# Complete attendance File 07 Years 8 YEARS

8 VT Certificate File 03 years B YEARS

34 V T filled form and attendance sheet 03 years 8 YEARS

1 Bo training Raoictar 1N voare ?YEARS
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List of Documents maintained at Welfare Office, Collieries Division
Sl.Mo. Description FROPOSED BY DEPTT FINALISED
1 VOLUMTARY RETIREMENT OF SERVICES(Y By Lyrs 7 YEARS
2 LABOLR SITUATION REPORT {1LSR) 1yrs 1 YEAR
3 TRADE UNTON yrs 1 ¥EAR
4 RT1 REPLIES ] S yrs 2 YEARS i
5 SANCTIONED MANNING across ming life ACROSS MINE LIFE
L MONTHLY MANPFOWER REPORT 2 yrs 1 ¥E&AR
7 AL B LRGN O Fharia 5yrs 3 YEARS
8 PME REPORT 5 yrs 3 YEARS AFTER
9 IME RETIREMEMNT OF THE
PERSCIR
10 COMMENCEMENT & COMPLETION S yrs 3 YEARS
11 LABOUR LICENCE 5 yis 2 YEARS POST W.0
COMPLETION
12 CMPE % yrs 5 YEARS
13 CYS REGISTRATION across mine life SCROSS MINE LIFE
14 [ VY STATEMENTICONTRACTUAL WORKERS) b years 5 YEARS
List of Documents at Engineering Office, Collieries Division
Sl.MNa. Description = PROPOSED BY DEPTT | FINALISED
1 Dirawinmg File 5 goross mine lifc ACROSS MINE LIFE
. CIMFR File {TESTING) i Vs T YEARS
| HT Permission Fibe wornss mine life ACROS5 MINE LIFE
4 NI Test File across mine life b YEARS
5 4 Ton LacolFiled Trail) aeross mine life 2 YEARS AFTER FIELD TRIAL
B JRSEB / DYC Correspondence 9 ¥rs 3 YEARS
F EQUIFPENT AVAILABILITY & UTILISATION 3 YEARS
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List of Documents maintained at OCP office, Collieries Division
Sl.No. Description PROPOSED BY DEPTT T_FIH%LISEB
I Diesel Documents 5 yrs 3 Years
List of Documents maintained at Underground, Collieries Division
sl.No. Description i PROPOSED BY DEPTT FINALISED
1 Pit Manager Report Book 3 yrs 1 YEARS
2 Shift Manager Report Book 3 vrs 1 YEARS
3 Overman Report Book 3 yrs 1 YEARS
4 Mining Sirdar Report Book 3 yrs 1 YEARS
] Shot Firer Report Book o 1) B 3 ¥rs 1YEARS
6 Safety Talk Register 3 ¥yrs 1 YEARS
List of Documents maintained at Sand Plant, Collieries Division
5l.No. Description PROPOSED BY DEPTT FINALISED
1 Drawing File across mine life Aciose pMyne LiFPE
y > o)
e, 4 1
B 'EI'MI:.E);___ il \

-

W\ (ol <t
jﬁ/ X\(\ﬂ ;E_rﬂ,lﬂ— ‘zg,«,s.,--f-lff” h\'{fﬁg -'\-"}ﬁ




36

MINING
List of Documents maintained at Magazine House, Collieries Division

IGa

Sl.No. Description PROPOSED BY DEPTT FINALISED
RE- 3 Register 3 yrs 3 YEARS
RE-5 Register 3 yrs 3 YEARS
RE- 13 File 3 yrs 3 YEARS
RE — 12 & Challan of BDEL 3 yrs 3 YEARS
RE - 12 & Challan of IDL 3 yrs 3 YEARS
RE — 12 & Challan of Detonator 3 yrs 3 YEARS
RE - 12 & Challan of Nonel 3 yrs 3 YEARS
Transit Slip 3 yrs 3 YEARS
Requisition Sip 3 yrs 3 YEARS
RE - 13 gcnemte_r:rgismr 3 yrs 3 YEARS
Monthly consumption file 3 yrs 3 YEARS
Explosive carrier authorization file 3yrs 3 YEARS
Shot firer authorization file 3 yrs 3 YEARS
Magazine License copy file 3 yrs 3 YEARS
RE - 11 file 3yrs 3 YEARS
Quarterly return RE - 7 file 3 yrs 3 YEARS
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FINANCE DEPARTMENT

S.NO DESCRIFTION OF RECORD AS IM STEEL PLANTS FINALISED
SCHEDWLE FILE [ALL SECTIONS COMMOR |
1 ADVANCE LEDGER[CUSTOMER /VENDOR) 8 YEARS 5 Years
2 ATTEMDANCE REGISTERR 3 YEARS OK
3 ALIDIT QUERY & REPLY 10 YEARS QK
4 BANE GLIARANTEE B YEARS Walidity of BG
5 CIRCULARS FERMAMNENT QK
& CORRESPONDEMCE 3 YEARS QK
? DAk REGISTER 3 YEARS O
2! DEBIT JCREDIT ADWICE B YEARS 0K
g DEMASND REGISTER EYEARS K
10 GLIDELINES FROMN CORPORATE QFFICE PERMAMNENT QK
11 JOURMNAL VOUCHER 8 YEARS 0K
12 PAYPENT WOUCHER 2 YEARS OK
13 PEON BOOK IYEARS OK
Vo E(m
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FINANCE DEPARTMENT

5N DESCRIPTION OF RECORD ASIMN STEEL PLANTS FIMALISED
o
SCHEDWULE FILE (ALL SECTIONS COMMON |
14 | RECEIPT VOUCHER B YEARS Ok
15 | SCHEDULES B YEARS QK
16 | SECURITY DEPOSIT LEDGER B YEARS Ok
17 | 5TEEL CREDIT NOTES BYEARS OK
18 | TDS fTCS CERTIFICATE ISSUED 5 YEARS B YEARS
13 | TOS5 /TCS CHALLANS B RETURNS BYEARS B YEARS
CASH SECTION

20 | BANK MANDATE RECEIVED FROM PARTY PERMANENT K
21 | BANK STATEMEMT & BRS & YEARS 0K
22 | BANKING TRANSACTION AUTHORISATION LETTER PERMANENT Ok
23 | CASH BOOK / BANK BOOK B ¥EARS OK
23 | CHEQUE S5IGNATURE AUTHORISATION REQUEST PERMANENT O
25 DALY CASH BOOK/DAILY BALANCE REPORT 2 YEARS O
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FINANCE DEPARTMENT
5N DESCRIPTION OF RECORD AS IN STEEL PLANTS FINALISED
ju)
FILECASH SECTION
26 | EZ CARDS DATA PERMANENT B YEARS
27 | QUTWARD DISPATCH REGISTER (INTERMAL) 3 YEARS QK
28 | PAYMENT REGISTER 8 YEARS Ok
2% | PHYSICAL CASH VERIFICATION STATEMENT B YEARS ok
30 | RECEIPT REGISTER 2 YEARS Ok
31 | STALE CHEQUE SCHEDLILE EYEARS 1 ¥YEAR
CENTRAL ACCOUNTS
32 | ACCOLINTS MANUALS PERMAMENT OV
33 | ACTUARIAL VALUATION REPORT & YEARS ]
34 | ANNUAL ACCOUNTS PERMAMENT O
35 | ASSET REGISTER PERMWANENT ]
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FINANCE DEPARTMENT

5.NO DESCRIPTION QF RECORD ASIN STEEL PLANTS FINALISED
CEMNTRAL ACCOUNTS

36 CHART OF ACCOUNTS PERPAMENT T 0K

37 ILFCA FILE A YEARS 0K

38 LEDGER B SUB LEDGER EYEARS 0K

39 COUARTERLY B HALF YEARLY ACCOUNTS BYEARS OK

L i TRIAL BALAMCE HEYEARS Ok

a1 T.ﬂ.]{_.M.IDIT FIEFTUR'I' EYEARS 0K _ =

COST & BUDGET SECTION
a2 ANNUAL COST & PROFITABILTY 10 YEARS E YEARS
STATEMENT

a3 COST A_I.IDIT REPFORT 10 ¥EARS B YEARS
44 COST MamMLAL PERMAMNEMT Ok

45 ELEMENT WISE COST STATEMENT L YEARS EYEARS
45 FINAMCIAL YEAR BOOK 10 YEARS Ok

a7 STOCK VALUATION REPORT EYEARS K
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FINANCE DEPARTMENT

AN DESCRIPTION OF RECORD ASIM STEEL PLANTS FINALISED
]
COST & BUDGET SECTHON
48 | MONTHLY COST SHEET/COST DTk 5 YEARS B YEARS
449 OPERATION BUDGET 10 YEARS 8 YEARS
50 | PRICE CIRCLILARS & YEARS B YEAHRS
51 | STANDARD COST SHEET 10 ¥YEARS B YEARS
52 | WORKING OF BUDGET /SUPPORTING 3 YEARS Ok
DETAILS
53 | VARIANCE DATA & REPORT 3 YEARS 8 YEARS
ESTABLISHMENT SECTIOMN

21 POSTAL DIARY & DESPATCH REGISTER 5 YEARS OK
55 | ADVANCE PF /VPF REGISTER 3 YEARS QK
56 | MEDICAL REVALIDATION REGISTER PERMANENT Ok
T4 STORES ISSUE REGISTER 2 YEARS OK
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FINANCE DEPARTMENT

SN DESCRIPTION OF RECORD AS IN STEEL PLANTS FINALISED
o
FINANCE CONCURRENCE |
58 DELEGATION OF POWER PERMAMNENT (K
sa | pcp PERMANENT ok
MISCELLANEOUS
60 | FACTORY LICENCE FEE PAYMENT FILE PERMANENT | oK
61 | GSTFILE 8 YEARS oK
62 | MEDICAL REIMBURSEMENT VOUCHER & YEARS i oK
63 | TA & LTC VOUCHER 8 YEARS oK
64 | IMPREST REGISTER 3 YEARS aK
65 | EMD & SECURITY MONEY & OTHER 5 YEARS & YEARS
RECEIPTS
&h PARTY E-REGISTRATION FOR IT fSﬁ.LES ToE PERMANENT QK
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FINANCE DEPARTIMENT

5N DESCRIPTION OF RECORD AS I STEEL PLANTS FINALISED
o
PAY SECTION
B ERMPLOYEE BANK ACCOUNT PARTICLULARS 2 YEARS PERFBAANENT
- B3 | FESTIVAL ADVANCE FILE AYEARS QK
63 | COURT ATTACHMENT FILE PERMAMNENT oK
7 | COURT CASES OF ERMIPLOYEES I YEARS AFTER SETTLEMENT OF 4 YEARS AFTER
CASE SETTLERENT OF CASE
71 | EFBS MEMEESHIFH ECORD THLL FINAL SETTLEMENT ]
_?2 EFES PAYMEMT DETAILS THLL FINAL SETTLERENT (]
T3 | FORMI 24 / FORM 16 A 10 ¥YEARS & YEARS
74 | HOUSE BELILDING LOAM DETAILS TILL SETTLEMENT oK
75 | INCOME TaX SAVING DECLARATION 3 YEARS 7 YEARS
76 | LPCFILE 5 YEARS Ok
7 | LTC/LLTC LEDGERS 3 YEARS 4 YEARS
- 78 | NOMINATION RECORDS 10 YEARS PERMAMNENT
79 | PAY B SALARY ADVANCE 10 ¥YEARS 3 YEARS
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FINANCE DEPARTMENT

¥ o

5.M DESCRIPTION OF RECORD ASIN STEEL PLANTS FINALISED
0
PAY SECTIOMN
80 | PAY REVISION 10 YEARS PERMAMENT
81 | PERKS 10 YEARS PERMAMENT
82 | RETIREMENT LIST & YEARS Ok |
- 33_ TA ADVANCE 10 YEARS 1 YEARS ;
i B4 | TD5 ASSESSMENT FILE 8 YEARS Ok
- B> | VPF RECORDS 1o YEARS OK
B6 | WVERICLE LOAN DETAILS TILL RECOVERY Ok
B7 | WOREMEN'S COMPENSATION FILE 10 YEARS N Ok |
PHYSICAL VERIFICATION L
88 | ANNUAL VERIFICATION EYEARS Al
&9 | QOUARTERLY VERIFICATION E YEARS Ok
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FINANCE DEPARTMENT
5.0 DESCRIPTICN OF RECORD PROPOSED AT CD | FINALISED
a
PROVIDENT FUND SECTION
90 | 4PS SUBMITTED TO RPFC FOR EPS95 & 10 YEARS PERMANENT
CMPF SCHEME
91 | BANK ACCOUNT OPENING / PERMANENT ok
DPERATIONAL FILE
42 | BAMK STATEMENT & BRS B YEARS Ok
93 | PFTRUST ACCOUNT FILE 8 YEARS & YEARS
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Environment, Lease & Estate Department

ﬁ'é.p-nu;fa

Rt v

Si.No. | Description PROPOSED BY DEPTT
Environment Department

1 | Enviranmental Clearance PERMAMNEMNT

2z Consent to Establish _I; EFEMTH_EHT

e Consent to Operate PERMANENT
4 Environment refated Reports 3 Years

E_ﬁtate Department

1 Land Dt;n:urneni:c ‘.E:.-Flet;u rds PERMANENT

2 Lease Records PERMAMNENT
3 Reports . 3 Years
a Carrespondence wltla strict Officials 3 Years
RTI Records 3 Years
B Quarter F@ecprd_s_ 3 Years
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CONTRACT CELL
S.NO DESCRIPTION OF RECORD PROPOSED AT CD

1 | ALL PROPOSALS GREATER THAN 50 LAKHS 8 YEARS

2 | CONTRACTORS REGISTRATION RELATED DATA 8 YEARS

3 WORK ORDER REGISTER 8 YEARS

4 | ANNUAL JOB PLAN 8 YEARS

5 | ALL PROPOSALS LESS THAN 50 LAKHS 5 YEARS

6 | TENDER OPENING RECORD DATA SHEET 5 YEARS

7 | TENDER NOTICE REGISTER (NIT REGISTER) 5 YEARS

8 | R.AREGISTER 5 YEARS

9 | INWARD - OUTWARD REGISTER 5 YEARS

10 | CLOSED PROPOSALS 5 YEARS

11 | IS0 VIGILANCE ,AUDIT ,RTI RELATED INFORMATION 5 YEARS

12 | COURT CASES RELATED CASE FILES 5 YEARS

ij:f 13 POST OFFICE RELATED DOCUMENTS 2 YEARS
ANG, Wb | 14 | MISCELLANEOUS { INTERNET , ETC) 2 YEARS
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Coal Preparation Plant : Chasnalla

List of Documents maintained at Washery. Chasnalla

5l.Ma, Description FROPOSED BY DEPTT
; Attendance Repister Jyrs
2 General :urrespﬂnd ence Jyrs
3 Office Orders 3 yrs
a Unpaid training Jyrs
5 Wﬂrk Order related documents 7 yrs
& Notesheet File 3 yrs
T Pallution Control Board Correspondence 3 yrs
g Factory Inspector Office, Dhanbad X yrs
9 R.T.L 3 yrs
10 Vigilance Carrespondencea Jyrs
11 Stock Verification 8 w; B
12 Weighbridge Reports 3 yrs
13 ALC/RLCSLED 3 yrs
14 Challans := Scrap, Samples, Motors, Spares 3 yrs
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MATERIALS MANAGEMENT DEPTT

of Documents maintained at Materials Management, Chasnalla

5. NO DESCRIPTION OF RECORD RETENTION PERIOD
PURCHASE DEPARTMENT
1 ENQUIRY NO. REGISTER = YEARS FROM LAST ENTRY
2 PURCHASE DRDER NG, REGISTER 5 YEARS
E PURCHASE DRDER FILE {GREATER THAN 25 LAKHS) S YEARS
STORES DEPARTMENT
1 IMATERIAL HECERVING REGISTER (DAY BOOK] 3 YEARS
) GREM RECORD FILE A VYEARS
-; - Bir CARDS: 3 VYEARS
4 IMATERIAL REQUISITION RECORD (MONTH WISE| 3 vEARS
5 HSD DIL ISSUE & RECIEPT REGISTER 3 vEARs
MARKETING DEPARTMENT
I OFA NO, REGISTER ¥ FEARS
£ ALCTICN FILE 1 YEARS
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STEEL AUTHORITY OF TNIMA LIMITED

%

vl COLLIERIES DIVISTON, CHASMNALLA

Ref No. CD/P&AOD-O0/22-237207

AT 1492022

TR T HEW OFFICTE QRDER

Sub: Constitution of Committee fo  Nnalisption of deaft Docwment Retention Paolicy for all
fepart nents ol Collieries Division

A committes §5 hereby constituted consisting of the Following exesubives 10 examing the draft
Ducument Retention Policy of all Deanments of { ollieries Division and finalize the same for

submission before ED (Collieries) by 15102022

5l Mo, Nmnﬁ.;s}&l:“r.i:l_ = il;l.*si-gl'm'mrr- i"|'t'-ﬁeT1'E'.H=uu£i£'tE='"§
| Sibaram E‘iﬁﬂtﬁﬂ' LT (F5h Sech of EMCH | Chairman |
1 Laxmi Kant Bhandan | GM{P&ECT), Dhanbad | Co-Chairman !
3 ANG Hembron TGMILEE). L &) | Member J
4 Sanjay Kumar TEH{F.-{E]?&} Chasnalls Member .
5 Credheswar Prasad et Eﬁﬂd{f-’&ﬁa.t:lmnalla Member |
L Barik P ™ Projnn. Bangan | S Managen Pers),CL | Member |
) | F:akcsh_ki_umar P 'L_hr.."r-luud.l.e,tll;uf'-ﬂ, Chasnalia rember : |
8 ,,._;EI_‘_i"““,;" Bansal —  Maiger (TAL Secit, l.ﬂ'EE'rL:DI Member

Al HoDs will examine the Doewment Satenlnsmn Paley pl.!-rtuinlng i thert 1,|EFII|.r|:II'IEI'|| svailahle an
website of SAIL und sisigr Unifs, preanre o draft [ogument Retemtion Polies and  submit drait
Document Retention Policy penaining w twir depanment te the Chairman of the Commites by

009 2022 for examinativn wisd Tnalis conw o il

This issaes with the nppeovenl oF the Co petent Author ey

Drisaributson;
I, Individusl Comimities Members 2

Cogpy 1o
1. secnof EL (U ollierias]

COM [(PEAY CD
COMITET), Chasaalla

N SR

5. +*
i
(R ot o wIm T

gl vevw ) seeda e

For kind imfarmeticn af ED | Colikries)

COM (RETY For kirad infiormndion

-Mia-

-Dia-

Concerned ©Ms MHoDs of € 0 For prepasation of draft Document Retention Policy

nemaining W their deparmenl

wia st afw i ffivds, o1 sofia fediam, arammen, e, PEvE-g28133 111\

Steel Authority OF ludia Limited. Collieries Yivision, Chasnalin, Distt: Dhanbad, Tharkhand-828135
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Minutes of the meeting beld at Conference Hall Chasnalla on 09.09.2022

At the outset of the meeting, CGM (P&A], € ) informed that CGM [Vig) & ACVD (BSL €D & JGoM) has
informed that CWC has directed to undertake three month campaign during 16.08.2022 to 15.11.2022, on
Preventive Vigilance and interpal housekeep ng activities. 'n this regard, following activities have been
approved by Chalrman, SALL as a precursor to fie Viglance Awareness Week (VAW], 2022,

1. Record M-II'IEIE-.E!HEI'IT

2, Technologicakinitiatives

3. Up-dation of guidelines/Circulars
The szid meeting was attended by CGMRET) CGM [PRA], CD and GM /¢ [CEJ) with additicnal charge of
CEMICE]) along with HeDs and representative from different Degartments.
1. Action to be undertaken during the three nonth campaign from 16" August to 15™ No 2

During the meeting, it emerged that no Depar ment at Coflieries Divisian has a Document Retention Palicy.
CGM [PRA) discussed the matter with conce ned offecials ot B5L and with CPIO, SAIL over telephone to

enquire the status of implementation of Docur ent Retentlon palicy at the correspanding units. it was learnt
that the Document Retentlon Policy of some wr its i available ot SAIL website,

Ire this regard, it was decided that sach depart nent will gxamine the Document Retention Policy penaining
to their department available on website of 5 L and sister Units and prepare a draft Document Retention
Poficy of that department, The said draft will be examined by a Committee, which will prepare the final drafi
for approval of the Competent Authorlty, The ¢ smposition of the committee as discussad and decided in the
meeting is as under;

Sl Mo. | Mame(s/Shri) = | Desiy _I::l_t.i-c;n' A | Rale in Committee

i Sibaram Banerjes GM 115), Sectt. of ED{CD) Chalrrman

2 Laxrni Kant Bhandari GM[ BCC) Dhanbad Cn-Ehanrman

3 |ANG Hembrom | GM[&ELCR] | Member

4 sanjay Kumar GM[I tining), Chasnaila Member

5 Dudheswar Prasad DGN F&A) Chasnalla Member |
B Batik PN Prajna Ranjan | 5r.M nages(Pers]CO. | Member

7 Chmma',' Bansal Man gur {TA] Ecv:n of £ ED(EDl | Member

B Hahesh Kumar | ErM nager[r-.-'lr-.ﬂﬁ f.hasnalla rdember |

Al deﬁanmems will prepare = Draft Document R ention Policy and submit the same to the above mentioned
committee by 30082022, The committee al or gxamining the draft Document Retention Policy of the
departraents will prepare final draft for submist on before ED (Colliernes) for approval by 15.10.2022.

1. Revlewing the system of Payment of wages ind ather statutory benefits to Contractual Workers
During the said meeting, the ssue of Paymer - of wages and other statutory benefits to the contractual

workers was discussed in light of irregulasity ¢ oserved by Vigllance Department In contrack of “Sonffotion
ond Congervancy Services inside fownship of Ch snollp Collieries”

Sr.Manager (Mech) & Colliery Engingar, Chay alla explained that Contractior submits bills 1o the Welfare
Officer anky after making: bank payment 1o the workers pod atiaching the relevant bank transaciion sheat
pithenticated by the .a-uthcurlred bank officla The Weifare Officar, after verification af attendance of
workers and minimum wages pavabde, forwar s the kills 1o 1he respective Erecuting Authority for further
processing and retease of payment to the party

In this regard, the practice being followed at BS was alsa discussed.

It was finally agreed that the present sysiem of arfication of payment of wages (o the Contractunl Wiorkers
in vogue at Collieries |8 adequate and need  of be bweaked at this junciure, However, in vigw of the
irregularity obsarved by the Viglance Depar ment, a precautionery method of sample checking was




Cantractual W
respective. Bank i
Authority: The ¢on

regnt, In this system, the Welfare Officer wil persc-nawe:-quire I'n:rn* a faw
In the sald ‘ontract as regaid t&H'leir recelpt of manthly wages, in their
iiirits, regoec it on ‘the bill sheet and I:mh.r‘iluﬁ forward the bills to the Executing
mﬁmmﬂllhj lectad rmdnml'.l far su':h sample ﬁl.l-F"-l"E"f' in each lnslsm 50 85
s palieity of the exercisa. The number of ::nnm:r.ua} wirkers &men for l;!'l:IS-'i pheck
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