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OFFICE ORDER NO. ZZQLOF 2025
DHANBAD THE 18TH OCTOBER 2025

In exercise of power conferred under Sub-section (1) of Section 5 of the Public
Records Act, 1993, the Regional Heads of respective Regional Office of CMPFQ are
nominated as RECORDS OFFICER with immediate effect with the approval of
Commissioner, CMPFO.

sr. Name of the Records Designation Name of the Regional
No. Officer Office
1 Shri Ravi Kumar Sinha Assistant Dhanbad-I
Commissioner
7 Shri Birendra Kumar Regional Dhanbad-Il
Commissioner-| .
3. Shri Ajay Kumar Singh Regional Asansol-|
"~ |Commissioner-|
4, Shri Somen Chowdhury Regional Asansol-I|
Commissioner-I|
a5 Shri Pradeep Kumar Assistant Asansol-1ll
) » Commissioner
6. Shri Rajesh Kumar Sinha Regional Ranchi-
Commissioner-||
7. Shri Ashish Kumar Regional Ranchi-ll
Commissioner-I| ;
Shri Somen Chowdhury Regional Kolkata
Commissioner-I|
Shri Rahul Kumar Assistant Margherita
Commissioner
Shri S. Samantaray Assistant Sambalpur
Commissioner
11, Shri Navin Prakash Assistant Talcher
Commissioner
R ik Shri Jaishankar Rai Regional Bilaspur
: Commissioner-|
13. Shri P. K. Jain Regional Jabalpur
Commissioner-ll
14. Shri Shashank Raizada Regional Nagpur 1
' Commissioner-|
15. [Shri 5. G. Goswami Assistant , Chhindwara
L Commissioner T
I




16. Shri Hari Pachauri Regional Godavarikhani
Commissioner-| :

17.  |Shri Vamshidhar|Regional othagudem ’

Kusumba Commissioner-| ,

18.  [Shri Vinod Kumar Regional Singrauli .

# Commijssioner-I|

19. Shri S. K. Sinha Additional Delhi
Commissioner i

20. Shri S. N. Prasad Assistant Deoghar
Commissioner

(21, Shri Hari Pachauri Regional - ~ |NEDPC, Hyderabad

Commissioner-l

‘4, P AtoC V. O,

2. Branch Officers of the concerned Section of Headquarters shall act as the Records
Officer of the sections under their control. ‘
3. The Records Officer shall be responsible for compliance to the provision given under
Section 6 of the Public Records Act, 1993 and carry out the responsibilities mentioned
therein. ‘

4. The Records Officer shall do periodical review of all the records held under his control
from time to time and weed out obsolete'and records of ephemeral value by following the

-provisions laid down in the Record Retention Schedule of CMPFO (copy enclosed).

5. This issues with the approval of Commissioner, CMPFO.

Encl. As above.

Syl
(N. K. MISHRA)
REGIONAL COMMISSIONER-I (Admn) |

File No.: CMPFO-14.0024.0/1/2025—ESTK /762 Date: 18th October 2025

Distributions

1. The Additional Cgmmissioner/ Regional Commissioner-1/Il /'Assistant Commissioner
(In charge of Regional Offices, CMPFO.
All the officers of Headquarters Office, CMPFO, Dhanbad.

w N

P. A. to Commissioner.
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The Additionel Commissioner/Reg: onal Commissioner-i/1l/
Assistant Commissioner (In chari)
Coal Mines Provident Fund Org.mization

Sub: - Record Management under Special Campaign 5.0-regarding.

Sir,

In continuetion to fhis Office letter no. CMPFO/S, 0011.0/972024/Fatatel/Special Compaign 5.0/147
dated:26.09.2025 in connsction with the celebr Special Compaign 5.0 from 2% October, 2023
10 3% October, 2025 in accordasses with the divections lesuzd by Departiment f#lédmmfs?m*we Reforms
and Public Grievances (DAPRG), it is 10 injorm you that one of the Jocuses of this yeur's editior of
Special Campaign is weeding out jublic records and record mianagement.

2 The prevision of record ;ma'mganemm-'b cen made in the following Act/ Rule/
Manual etc.:
(i) Public Records Act, 1993
£} Public Records Ruls, 1997
#if) Contral Govt. Office Pracecure Manval
- {'iv} General Financial Rules, 2617

: - A Section 6 of Public Records ez 1993 lays a‘own tke rexponszbnf‘ies of Records
Officer. ¥ide Qfffce Order No. 220 (af 2025) Datasi" L?"* Octobér, 2025. Records Gfficer has been
nominated in the Regional Offices as well a3 ﬁeadgwm'z

4. One of the respanszbidti’“ of 1 ";REC‘ORDS OFFICER is periodical review of
¢l public records and weeding ow of public recara'x o

- 4 The perigdical review of i pidlic wr:orﬁf is to be , desse Feeping in view the
Record Retention Schedule duly crproved Z:y he Commissioner, ‘CMPFO. 4 copy of Record Retention.
Schedule is hereby enclosed.

jiarg of review and weeding out of 1000

6 Under Special Campaign 3.

physical files has been set up. The farget is to be achi .f:?] St Ocicber, 2025,
7. A Hondbook ofpmm;omrziaﬁng 1o record mancgement is hereby enclosed
for ready reference. e

8. It is, mergfore, requesied totake @prapnare action and subrait raport in the
preseribed jormat to the Heﬂdguat‘!em before 05.11. 2025 for ceward submission to Ministry of Coal

and DARPG.

Yours faithfully,

Encl As above. gﬂ_

(NAFIS ALAM)
ASST, DIRECTOR/ NODAL OFFICER



Copy to:

1. Allthe Branch Officers (Record Officers} of CMPFO, Headquarters, Dhanbad  for implementation of the
targei.

P. 4. to Commissioner -Jor information.

P.AtCV. O for information.

4. I T Section for uploading the same in the Qfficial Website.

W



RETENTION SCHEDULE
OF RECORDS RELATING TO SUBSTANTIVE
FUNCTIONS
OF .

COAL MINES PROVIDENT FUND ORGANIZATION
POLICE LINE
DHANBAD
JHARKHAND

2023



GOVERNNMENT OF INDIA
NATIONAL ARCHIVES GF INDIA

JANPATH, NEW DELHI-110001
Prefatory Note

The records -created by the Coal Mines Provident Fund Organization,
Police Line, Dhanbad, Jharkhand (fereafter 'Records Creating Agercies or
RCAs') fall under three categories ie. (i) Records relating to hausekeeping jobs and
common ofSice service functions (i} Records dealing with financial matters, and (i)
Resords reiating to substantive functions, peculiar to the said. Records Creating
Agency. Thase records, zmong other things, require proper recording, classification.
reviewing and timely transfer to the Deparimental Records Reom (DRR) or to the
Maticnal Archives.of Tndia QVATD), as. these are pre-requisites of a sound records
managemen: system.

2 TFor recording and classification of files refating 1o the house-keeping jobs, common
oftice service records and those relating to-finantial matters, appropriate instructions given -
in the Record Retention Schedule for Records Commen. to all Deparcresis (4th edition,
2005) issuert by the Department of Administrative Reforms and Public Grievaneas of the
Ministry of Personnel, Public Grievances & Pensions and Rule 289 and Appendix-XI11! of
the Gerneral Financial Rules, 2003 issued by the:Ministry of Finance respestively should be
llowed.

3. The enclosed Retention Schedule, which has been vetted by the National Archives of
[ndia as required under clause () of sub-scetion (1) of Section 6 of the Public Records Aet,
1993 and should be followed while recarding and classifying the records of subsiantive
functions. The recommendations of the National Archives of India regarding Retention
Period are given in column 3 of the Retention Schedule,

4, The present Retention Schedule may be got reviewed adler five vears to ensure thinf
ny change ‘hat.rivay. ocour in the activities of the RCA are coverssd in it

opening of the files. [n case of class 'C* files the retention period is reckoned from the date of
their recording. The classification of eachs filesshould be disfinctly written with the red ink on
the top left-corner of the each file cover.

5 The Retention Peried for category 'A’ and ‘B’ files is 25 years from the date of

6. i) While preseribing the rerention period for the category 'C' files in the enclosed
Retention Lehedule slabs of C<1,C-3,C-5 and C-10 may be followed, where [he numeral
siands for number of years of retention of'a file. The concerned sec‘ti_ons on :}_:e egp_if'y mf":hc
specified refention period must review all Class *C” files. While doing so. tirese files, if so
required, may be granted a further Jease of life mot cxu_zcdmg a period ef& {an yeers, o
upgraded as “B’, depending upon the importance-of the subject matter dealt with therein.
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Ne. CPF/CP/ Weediag of old records/2018/ 740 Dated :f:??lfho:-él_ 20?-;"',
To,

All Additional Commissioner/
Regicnal Comrissioner-1&il,
Assistant Commissioner-l/ Assistant Commissioner (incharge)/
Coal Mines Provident Fund Organisation
2y R8s o?;,. CMefn

Subject - Vetting of Records Retension Schedule(RRS) for Coal Mines Provident Fund
Organisation - Reg.

Sir,

With referance to the subject cited above, it is to inform that 2 team of Nationa!
Archives of India (NAI), Ministry of Culture, Government of India, New Delhi on 09th
and 10th February, 2023 visited this affice for inspection and velting of draft recarg
retention schedule forwarded by this office. A comprehensive Record Retension
Schedule (RRS) duty approved by NAIl has been received vide ‘etter No, 17-
307/1/2020-RS mail ated 10.04.2023 for its implementation in CMPEO.

it is, therefore, requested to implement the same and sent the action taken
report to this office latest by 30.04.2023. In case of any observation related to the RRS
the same may be intitnated to this office immediately.

Yours faithfully,

Oy

Pl
(A. K. Sinha)
Additioal Commissioner
I\P‘&":‘" L3 &f"-‘xﬁﬁ"
ARRRPL Y

- For information

Encis : As ahove,

Cepy to - (i) PA to Commissioner, CMPF Hgrs. Office, Dhanbad
i Be FSF. . -;;_1 4 Bl
{ii) All Section of HQ Office. "1'1'2‘( Qo O QA aRwA

Rt
;f.{'t"a'é i
(A. K. Sinha)
Additioal Commissioner

o e o8
AT
&7y




F. No.17:307122020. 1.«
Governmeny of Indja M fofstry
National Archives of |,
Janpath, New Dethizzp

o
Shii A, K Sinka,
Additiona; Commiss; sner,
Office of the-Commi, siener,
Cozl Mines Providen® Fupg Organizatior,
Poiiee Line, Dhanbadi, Jharkhand- 826014

Subject: Veiting of Record Retentiog Schedule for Coa) Mines
Line, Dhanbag, Jharkliand reg.

Picase refor ¢ Your email dated 06/12/2022 on the subject o
Retention Sehedyje, tnthis connection, [ an go forward herevsy,
Coai .'vif'nesProvident Fuing- Ofganization, Polica line, Dharibad, thar
Piefatory Note appendet! thergin, based on the S$pet study of recq g
of Coat Mineg Provident sypg Organization, Palice Line_,—Dhanbac', i
¥iznash Ranjan Mishra, Archivistand pr, Faitan Abmad of this Depz

The vetted Reci;~dy Retention Schegye (RES} may nos:
encerned Section/Divigimg for their 8uidance in matters relagin,
feviewing ang vieeding out of records. It ig alse requested that the +,
the Divisions, In case of apy clarification op any poinss refeyrog -
COmmUnicated to thie Department within one month of the receipt o7

Lastly, this Departmeng would [ike 1o convey It's thanks to all tha conga

exteading full cugpgy ation toyy efﬁccrs-da:ring his visis,

The Records Reiention Schedule may also be uploader
Orzanizatien, office’s Webs: te,

Kind}y #cknowledge the reeeipt this jetrer,

Ench: As above

Prefatory Noto & Study Repory

1. . -
4. Record Retentinn Scliedule Pertdining to the subsiantive functon: ¢!

Crganization, Pojice Line, Dhanbag, Jharkhand,

vident Fung Organiza:{cn_. Police

Zove along wity the Drafe Recordy
¢ Records Retention Schedule of
sleag with the study repor: and
PENTAIIAE tn subsiap iy fariess
dr which wag Condueted by pr
103 &1 i-‘ehrua:yzos.?.
red for {mpiemenagoy 0 the
“ords mamagement for recciding,
3 may idndiy be circulated 1o a1

= RRS, the sams may please hp

s

THCEIS of vy uffice fop

the Coal Minas Providen: Fang

3

~
A : ¢ f #L' !
\/u( i e WJJ,;*\_{ Wl

{Syed Farig Ahmed)
Jeputy Director of Archivey
Government of g 5

Fhone No. 23209

Fexi-313-2338427

Cozi Mingsg Frovident Fung

3, Anote on minimum “equirements of the Deparmiental Records Beom,
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H) 'A; and 'B® files may be appraised by the said Records Creating Agency in consuligtion
with the Nariona} Archives of India afler 25 years of their ite. The files sslecied for
permanent retention afier dppraiszl, may he transferred to the Naticnal Archives of India fo.;
permanent ¢ustady and sciengific preservation as per provision Of section 6f i}e) of the
Piblic Reugrd Act, 1993 and the rule S2)(3)(4) of Public Records Rules, 1997~

7. Adl Divisions may be advised to transfor their one-year-gid 11les to the Desartmenta
Records Room so that the semi-curren fifes do not unduly clutter the Precious working
space in the Sections. :

8. Generally, the files need 10 be recorded g and.when the fetion considered therein is
completed, but efforts should be made to record all fijes in the menth ofJznvary every vear.
While opering « new file, action pending in (e previous file should be sucein iy reflected
ot the first page of the Notes' portion of (e pew file in which the reference of the old file
should also he given, However, files of purely ephemernl natyre containing information of
titile referance valye may be destroyed after gne year without being formaily resordod.

9. it likely that the files grow buiky in the course of their currency. Therefre, efforis
should be made (o keep the routine corresas ¢ such as roufine remi fer

acknowledgements, in a subsidiary file along wig the {orme;
easily weeded oot while retaining: the main
Buring the stage of currency of the file wh ¥ or (he !
pertion becames bulky (sav exceeds 100 pages), it may be stifched and »

Further pap:rs on the Subject may be kept in'a new folder of the same fe, wh
marked Volime-If and so on.

T WNNECe:

0. In order-fo facilitate retrieval of information from ol files |

file, which has been recorded and marked as *A” ang 7.
addition 10 the subject entries given on the fie cov
each file should also be refiected in the index sli
the organisation as a whole should ba vompiled

Hoo it should be ensured that four copies cach of all ted or cyelostyled
reports/proceedings should be deposited with the Depanimental Library for reference
purposes. [ case the proceedings are - sepred’ confidential, these may be transferred (o
Library after their down-gradation.

12, The present Retention Scheduics shou!
recording and classifieation of files/Registers s also
recording, mdexing and reviewing of fiics. by different Dy
also be regularly monitored by way of monthly progress repor.

sulousty o thel time of

R '{'.\':_\

3

aitinents/ Sections/Desks may

It may be concluded that the present exercise of
Retention Schedule would prove worthwhile only if itis implem




Study Report regarding reviewivetting of Records Retention Schedule of records relating 1o
substantive functions and other matters relating to Records Management. of the Coal Mlines
Provident Fund Organization, Police Line, Dhanbad, Jharkhand.

The Public Records Act, 1993 (No. 69 of 1993) clause- (¢} of sub-section (1) of section 6 and the
Central Scoretariat Manual of Office Procedure, (XIIT edition, 2010) para 111 (1)-(d) cavisage that the
Records Officer-of eveyvecords creating agency shall be responsible for compilation of 2 schedule for
retentivn of Public Recards inconsultation with the National Archives of India. Subpara (2} oFpara 111
cf the Central Secretariut Manuai of Office Procedure further stipulates that Records Retention Schedules
should be revised al ivast once in five years, so as fo include in it the sxpanding aciivities of the
orgauization, reallocatiun of subjects and organizational changes which take place from time to time,

Is this connection. request was received from the Cloal Mines Providént Fund Orgenization,
Palice Line, Dhanbad, Jharkhend for the vetting of RRS of the substantive function vide their jetter dated
30/08/2022. Accordingly. spot study of records of the Coal Mizes Provident Fucd Organizatics. Police
Line; Dhanbad, Jharkband were carried out by Dr. Manash Ranjan Mishra, Aschivist and Dr. Fabzan
Ahmad, Archivist on 09 &10 February 2023,

The study was confined to records dealing with substantive functions only as recerds rclating o
cominon oflice serviess, house-keping jobs and financial maters are covered by Records Retenfion
Schetie Common to il Departments, 2012 issued by the Department of Administrative Reforms and
Public Grievanicée (Misistry of Personnel, Public Grievances and Pensions) and Geaeral Financial Rid
2647 {Rule No. 282 and Appendix, XIi1) issued by. the Ministry of Finance, respectively,

3

L

Although utmost care has been taken to conipile comprehensive Records Retention Schedule, if any
subject/record group of any Divisions of the Coal Mines Provident Fund. Organizetion, Police Lins.
Dhanbad. Jharkhand bas escaped attention during the stody, the same may please be included at he
approprigie place in the enclosed Records Retention Schedule and the retention period of the same may bo

preseribed in consiitation with the National Archives of India, New Delhi.

Procedure of Study; -

Tlhie officer visited concerned Division/Sections of the Coal Mines Provident Fund Ouganization.
Police Line, Dharbad, Jharkhand and exemined their Files/ Registers so &s to cnsure that all possibic
recurring subject-heads covering the activities of the Division of the Coa! Mines Provident Fund
Orgenization, Police Line. Dhanbad, Jharkhand which arc included in the Recards I{c_tcn‘».ien sc‘ncdu!c.
Suimble rotention periods have been prescribed to varfons groups of records, Keeping in view their
adm Jisteat ive, Jegal, and finaneinl and research vaiues, Discussions with the concerned officers wer
heid before prescribing suitable retention periods to the subject heads.

's A

< SIS

Observations! Recommendations and Suggestions: -
cosdanse with the

‘ o ; : acicitiadl e gaonsd
i Tho files should be recorded and their retention period be prescribed 1 uc

i



2.

Led

dn

La

)

enclosad Records Retention Sehadyle ang alse g6 Per parag 103,!0:1,1‘05, of the Conira
Secretariat Magqaf Of Offiee Procedure (17 Edition 2010) herog frer CSMOP,

The Divisiong o the (he North Eustery Eletric Power Corporagon Limited, NEEPCQ, Shijlony,
Meghalaya may be direeted (g fintain the Fifs Register g5 preseribed in Parg o7 and Appandix
22 of the CSMGp. '

Proper index Slips shoyid be Peepared for records, which arg (o ba Categorized g5 4 and ‘B 1y

this connection procedure as laig down under paras 106-108 of the C.S'.M.O.-P, may be followe,
A regylay programmc-of.r_u'cordmgfr.eviewingfwccding of records shoujs be undertaken py cach
Division/Section aud progross in this Yegard should be monitored,

An organized Epartmentaj Recuids Room CRSUres the projier Preservation, Upkeep and
Malntenapce of secords, fi s, therefore, recommended thar the Deparimenga; Revards Room
should be orgachzed in the Coal Mines Provideat Fyng Organizaxion_. Police Lige, Dhanbag.
Jharkhand A Copy uf the *Nae on Minimum chu_iremenrs for & Records Room® is enciosed

Timely transfer of 5l Semi-current records to the Departmenta; Records Room may aiso be
ensured, as Per provisions of para [12 of the CEM.Op.

< As regards, managament of E-Rccords, the provision of CSMOeP 2013 may be foilowed.

in case, any particulur Contiuct/case/file fs under Arbitration, Litigation, Enquiry or Audit by
any Authority, gl documentis and records shall e equired 1o be retgined fill the final ¢learance
irom Arbifration, Litigation, Enquiry of Audit as the cage Ay be or 4l the prescribed reventioy
perid, whichever i later, Thiy i5 applicable on the Divis:'m:IScmionf’Braﬁch of Coul Mingg
Provident Pyng Organization, Poiice Line, Dhanbad, i arkhagd,
Reports in Form nq, 14,56 &7 Public Recarg Rale, 1997 may be submitted 10 Natigna}
Archives of India by the DRO.

Action on .he above recommendations May be initiated nnder intimation (g this

Department so ag 1 strengthen the records management activities in the Coeal Mines Providen
Fund Organization, Police Line, Dlanbad, Jha rihand,
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