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GOVERNMENT OF INDIA
NATIONAL ARCHIVES OF INDIA
JANPATH, NEW DELHI-110001

Prefatory Note

The records created by the Department of Water Resources. River Development and Ganga
Rejuvenation. New Delhi, (hereafter 'Records Creating Agency or RCA') fall under three categories i.c.
(i) Records relating to housekeeping jobs and common office service functions (ii) Records dealing with
financial matters, and (iii) Records relating to substantive functions. peculiar to the said Records Creating
Agency. These records, among other things, require proper recording. classification. reviewing and timely
transfer to the Departmental Records Room (DRR) or to the National Archives of India (NAI). as these are
pre-requisites of a sound records management system.
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FFor recording and classification of files relating to the house-keeping jobs, common office service
records and those relating to financial matters. appropriate instructions given in the Record
Retention Schedule for Records Common to all Departments, 2012 issued by the Department of
Administrative Reforms and Public Grievances of the Ministry of Personnel. Public Grievances
& Pensions and Rule 289 and Appendix-IX of the General Financial Rules. 2017 issued by the
Ministry of Finance respectively should be followed.

The enclosed Retention Schedule. which has been vetted by the National Archives of India as
required under clause (e) of sub-section (1) of Section 6 of the Public Records Act, 1993 and para
111 of Central Secretariat Manual Office Procedure(CSMOP) should be followed while recording
and classifving the records of substantive functions. The recommendations of the National
Archives of India regarding Retention Period are given in column 3 of the Retention Schedule.

The present Retention Schedule may be reviewed after five years to ensure that any change that
may occur in the activities of the RCA are covered in it.

The Retention Period for category 'A” and 'B” files are 25 years from the date of opening of the
files. In case of category 'C' files. the retention period is reckoned from the date of their
recording. The classification of each file should be distinctly written with the red ink on the top
left corner of the each file cover.

While prescribing the retention period for the category 'C" files in the enclosed Retention
Schedule slabs of C-1. C-3. C-5 and C-10 may be followed. where the numeral stands for number
of vears of retention of a file. The concerned sections on the expiry of the specified retention
period must review all Class “C” files. While doing so. these files. if so required, may be granted a
further lease of life not exceeding a period of ten years. or upgraded as *B’, depending upon the
importance of the subject matter dealt with therein.

'A” and 'B’ files may be appraised by the said Records Creating Agency in consultation with the
National Archives of India after 25 years of their life. The files selected for permanent retention
after appraisal. may be transferred to the National Archives of India for permanent custody and
scientific preservation as per provision of section 6(1)(¢c) of the Public Record Act. 1993 and the
rule 5(2)(3)(4) of Public Records Rules, 1997 and para 112 (5) of CSMOP.
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Study Report regarding review/vetting of Records Retention Schedule of records relating to
substantive functions and other matters relating to Records Management of the
Department of Water Resources, River Development and Ganga Rejuvenation, New
Delhi.

The Public Records Act. 1993 (No. 69 of 1993) clause (e) of sub-section (1) of section 6 and the
Central Secretariat Manual of Office Procedure, (X1 edition. 2010) para 111 (1) (d) envisage that the
Records Officer of every records creating agency shall be responsible for compilation of a schedule for
retention of Public Records in consultation with the National Archives of India. Sub-para (2) of para | 11
of the Central Secretariat Manual of Office Procedure further stipulates that Records Retention Schedules
should be revised at least once in five years. so as to include in it the expanding activities of the
organization, reallocation of subjects and organizational changes w hich take place from time to time.

In this connection. request was received from the Water Resources. River Development and
Ganga Rejuvenation. New Delhi. for the vetting of RRS of the substantive function vide their letter
dated 25/04/2019. Accordingly. spot study of records of Water Resources. River Development and
Ganga Rejuvenation. New Delhi were carried out by Dr. Pradecep Kumar, Archivist and Dr.
Thingnam Sanjeev. Archivist. during their visit to department of Water Resources, we.f 19 & 20
November 2020.

The study was confined to records dealing with substantive functions only as records relating to
common office services, house-keeping jobs and financial matters are covered by Records Retention
Schedule Comnion to All Departments. 2012 issued by the Department of Administrative Reforms and
Public Grievances (Ministry of Personnel. Public Grievances and Pensions) and General Financial Rules.
2017 (Rule No. 289 and Appendix. XI11) issued by the Ministry of Finance. respectively.

Although utmost care has been taken to compile comprehensive Records Retention Schedule.
if any subject/record group of any Divisions of the Water Resources, River Development and
Ganga Rejuvenation, New Delhi. has escaped attention during the study. the same may please
be included at the appropriate place in the enclosed Records Retention Schedule and the retention
period of the same may be got prescribed in consultation with the National Archives of India.
New Delhi.

Procedure of Studyv: -

The officer visited concerned Division/Sections of the Department of Water Resources,
River Development and Ganga Rejuvenation, New Delhi and examined their Files/ Registers
so as 1o ensure that all possible recurring subject-heads covering the activities of the Division of
the Water Resources. River Development and Ganga Rejuvenation, New Delhi which are
included in the Records Retention Schedule. Suitable retention periods have been prescribed to
various groups of records. keeping in view their administrative. legal. and financial and research
values. Discussions with the concerned officers were also held before prescribing suitable
retention periods to the subject heads.
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All Section/Branch/Divisions may be advised to transfer their one-year-old files to the
Departmental Records Room so that the semi-current files do not unduly clutter the precious
working space in the Sections.

Generally. the files need to be recorded as and when the action considered therein is completed.
but efforts should be made to record all files in the month of January every year. While opening a
new file. action pending in the previous file should be succinetly reflected on the first page of the
'Notes' portion of the new file in which the reference of the old file should also be given.
However. files of purely ephemeral nature containing information of little reference value may be
destroyed after one year without being formally recorded.

It is likely that the files grow bulky in the course of their currency. Therefore. efforts should be
made to keep the routine correspondence such as routine reminders and acknowledgements, ina
subsidiary file along with the main file so that the former could be easily weeded out while
retaining the main file intact without its being unnecessarily bulky.

During the stage of currency of the file when either the 'Notes' or the ‘Correspondence’ portion
becomes bulky (say exceeds 100 pages), it may be stitched and marked Volume-I. Further papers
on the subject may be kept in a new folder of the same file. which should be marked Volume-I
and so on.

In order to facilitate retrieval of information from old files it is desirable that for every file. which
has been recorded and marked as *A” and 'B’. index slips should be prepared as par para 107 of
CSMOP. In addition to the subject entries given on the file cover. all the important items dealt
with in each file should also be reflected in the index slips. Thereafter. the annual Index of files of
the organisation as a whole should be compiled for easy reference/retrieval.

It should be ensured that four copics cach of all printed reports/proceedings should be deposited
with the Departmental Library for reference purposes. In case the proceedings are secret/
confidential. these may be transferred to Library after their down-gradation.

The present Retention Schedules should be followed meticulously at the time of recording and
classification of files/Registers as also at the time of their review. The recording. indexing and
reviewing of files by different Divisions/Sections may also be regularly monitored by way of
monthly progress report.

In case. any particular contract/case/file is under Arbitration. Litigation, Enquiry or Audit by any
Authority. all documents and records shall be required to be retained till the final clearance from
Arbitration. Litigation, Enquiry or Audit as the case may be or till the prescribed retention period.
whichever is later. This is applicable on all the Divisions/Sections of Water Resources. River
Development and Ganga Rejuvenation. New Delhi.

It may be concluded that the present exercise of compiling/reviewing/vetting the Records
Retention Schedule would prove worthwhile only if it is implemented in letter and spirit.
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Observations/ Recommendations and Suggestions: -

1.
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The files should be recorded and their retention period be prescribed in accordance with the
enclosed Records Retention Schedule and also as per paras 103.104.105. of the Central
Secretariat Manual of Office Procedure (X111 Edition 2010) hereafter CSMOP.

_All the Divisions of the Department of Water Resources, River Development and Ganga
Rejuvenation. may be directed to maintain the File Register as prescribed in Para 97 and
Appendix 22 of the CSMOP.

Proper index slips should be prepared for records. which are to be categorized as “A” and "B". In
this connection procedure as laid down under paras 106-108 of the C.S.M.O.P. may be followed.
A regular programme of recording/reviewing/weeding of records should be undertaken by each

Division/Section and progress in this regard should be monitored.

. An organized Departmental Records Room  ensures the proper preservation. upkeep and

maintenance of records. It is. therefore. recommended that the Departmental Records Room
should be organized in the Department of Water Resources, River Development and Ganga
Rejuvenation. New Delhi.

A copy of the *Note on Minimum Requirements for a Records Room’ is enclosed herewith for
guidance and necessary action.

. Timely transfer of all semi-current records to the Departmental Records Room may also be

ensured. as per provisions of para 112 of the C.S.M.O.P.

. As regards, management of E-Records, the provision of CSMOeP 2012 may be followed.

In case. any particular contract/case/file is under Arbitration. Litigation, Enquiry or Audit by any
Authority. all documents and records shall be required to be retained till the final clearance from
Arbitration. Litigation, Enquiry or Audit as the case may be or till the prescribed retention
period. whichever is later. This is applicable on the Division/Section/Branch of Department of
Water Resources. River Development and Ganga Rejuvenation, Ministry of Jal Shakti New

Delhi.

10. Reports in Form no. 1.4.5.6 &7 Public Record Rule. 1997 may be submitted to National

Archives of India by the DRO.

Action on the above recommendations may be initiated under intimation to this
Department so as to strengthen the records management activities in the Department of Water
Resources. River Development and Ganga Rejuvenation. New Delhi.
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RETENTION SCHEDULE
OF RECORDS RELATING TO SUBSTANTIVE FUNCTIONS
OF
MINISTRY OF JAL SHAKTI

(DEPARTMENT OF WATER RESOURCES, RIVER DEVELOPMENT & GANGA
REJUVENATION)

NEW DELHI
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1 mmon 1
SI1.No. SUbjCCl Retention Remarks
Period
1. Inter-State Water Dispute/Tribunals/ Board/
Authorities etc.
(a) Setting up B-Keep
(b) Reports/ including their processing and B-Keep
implementation of Reports.
(¢) All other matters concerning C-5 after final
tribunals/ boards/ authorities etc. decisions on the
report.
2 Policy < rolath , P "t B-Kee
= olicy matters relating to any issuc/organization P
3. Matters relating to oustees of water resources
projects
SORPRNeD dalie o »
(a) General Policy Issucs B-Keep
(b) Important decisions regarding B-Keep
rehabilitation/ compensation/ specific
projects.
¢) Other routine correspondence o
(c) : C-5 after
commissioning
of the project
4. State Level Training Programme to officers/
volunteers/ farmers on matters such as on
Command Area Development (CAD).
Rationalization of Minor [rrigation Statistics C-3
(RMIS) ete.
3. Correspondence regarding obtaining of C-10
classified maps
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I

2. Administration

Sl. No. | Subject Retention | Remarks
T _ Period
(a) Admin Section
I. | Allocation of Business Rules:
(a) Proposal for amendments in r/o | B-Keep
Ministry of Water Resources
, (b) Comments to other Ministries C-10 ,
| |
| (c)Routinereference | '
2; 1- 1. Zonal Council Meetings C-10
!
- 2. Subject to important decisions/issues i
‘ ; i i B-Keep :
| concerning Ministry are noted in
precedent book and minutes and other
important paper kept in guard file. |
5 |k Water  Resources  Minister's | C-10
i conference Agenda/ Minutes/ follow-up |
action
| 2. Subject to important decisions/issues | B-Keep
concerning  Ministry are  noted in
E precedent book and minutes and other !
| important paper kept in guard file. '
Il o —
4. | 1. Participation in Exhibition & Fairs | C-3 or 01
‘ ' through CWC year after
[ . the
' ‘ completion
‘ | of audit |
t i 'whichever ‘
‘ | is later
‘ 2. Subject to relevant details being noted
| in a register which may be kept as B- B-Keep
o Keep. — |
5. International Conference/ Seminars C-3 0'20' -
| vear after
' . the |
' completion |
} of audit |
1 ‘ 'whichever
] is later
I
l 6. | Foreign Training C-50r0l |
! | vear after I
| the
L - ___lcompletion J

-
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of audit
whichever
is later

C-50r01
vear after

the

'completion
of audit

whichever

is later |

(b) Establishment — II Section

. Meetings of Governing Body of
National Institute of Hydrology (NIH),
Roorkee.

2. Subject of important decisions being
noted in precedence book and/or minutes
of different meetings being kept in Guard
File.

C-5

B-Keep

1. Meetings of Executive Council of
NERIWALM, Tezpur. Assam

2. Subject of important decisions being
noted in precedence book and/or minutes
of different meetings being kept in Guard
File.

B-Keep

1. Meeting of Governing Body of
NERIWALM. Tezpur, Assam

2. Subject of important decisions being

noted in precedence book and/or minutes
of different meetings being kept in Guard
File.

1. Meetings of Governing Council of
Central Soil and Materials Research
Station (CSMRS), New Delhi.

2. Subject to important decisions being
noted in precedence book and/ or minutes
of different meetings being kept in Guard
File.

B-Keep

1. Meetings of Governing Council of
Central Water and Power Research
Station (CWPRS). Pune.

2. Subject to important decisions being
noted in precedence book an/or minutes of
different meetings being kept in Guard

B-Keep

(S}
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File.

6. I. Reconstitution of Governing Council of | C-5
CSMRS. CWPRS and Governing Body of
NIH.

2. Subject to orders of reconstitution being
kept in Guard File. B-Keep

T I.Reconstitution of Governing Body and C-5

Executive Council of NERIWALM. Tezpur.,

Assam.

2. Subject to orders of reconstitution being B-Keep
kept in Guard File. =

8. I. Reconstitution of Technical Advisory | C-3
Committee of CWPRS. NERIWALM and
NIH and Standing Technical Advisory
Committee of CSMRS.

2. Subject to orders of reconstitution being
kept in Guard File. B-Keep

9. I.Participation of various officials of | C-3

CSMRS. CWPRS. NERIWALM and

NIH  in conferences. seminars,
symposiums. workshops etc.
2... Subject to orders being kept in Guard BKees
File.

10. | 1. Foreign/domestic Training of various C-5or|l
officials of CSMRS. CWPRS. vear after
NERIWALM & NIH completion

of audit
whichever is
later

2. Subject to orders being kept in Guard

o R B-Keep

File.

11. | I.Foreign deputation of various officials of | C-5 or |
CSMRS. CWPRS, NERIWALM & NIl in | vear after
connection with investigation/ studies of | completion
various projects in neighboring countries. of audit

whichever is
later
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(¢) P S U Section

* Constitution of Board of Directors in PSUs |
WAPCOS (India) Ltd. / National Project

Construction Corporation (NPCC) Ltd.

deposits in Government Accounts

. S - S

. reconsti-

Dividend / Profit earned by PSUs and its ‘(_ 10

cC - 10

after

tution of
the Board

|

3. Policy and Planning Wing

SL. Subject Retention Remarks
No. Period
(a) Policy and Planning Section
1. References of other Ministries/ States on
Policy issues like Agriculture,
Environment, Drinking Water. Waste Land
Development etc. -
(a) Involving policy issues
(b) Others B-Keep
2 1.Seminars/ Workshops — follow up action C-10
on recommendations relating to Water
Resources. ( only nominations of
Government officials )
2. Subject to important recommendations B-Keep
being noted in Guard File/ Precedent Book.
3. Irrigation/Water Resources Ministers C-10 Minutes - B -Keep
Conference
4. National Water Policy — 1987/ National B — Keep
Water Board (NWB)
S. I.Departmental Council meetings of C-5
DoWR. RD & GR
2. Subject to important decisions being 5
< ; , G B-Keep
noted in precedence book and / or minutes
of different meetings being kept in Guard
File.
6. Sanction/ approval of Development of C-10
Water Resources Information System
(DWRIS) Scheme for implementation.
(b) Basin Management

6
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1. River Board’s Act, 1956. i A-Keep

2 Matters relating to preparation of Annual C-10
and Five vears Plans of NWDA

3 R B M Scheme for implementation B-Keep

4. Grant-in-Aid to NABARD C-10
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4. Project-
a) State Project Wing (SPR)
Sl Subject Retention Remarks
No. Period
1. Approval of proposals received from various B-Keep Subject to copies of
states for providing central loan assistance under sanctions being
“Accelerated Irrigation Benefit Scheme™ placed in Guard
File.
2 P e s B-Keep
- Files related to projects in the States of Rajasthan,
H.P.. Punjab & Haryana.
b) Minor Irrigation
1 Scrutiny of Minor Irrigation Scheme received C-5or | vear
from various states for Central Assistance. after completion
of audit, which-
ever is later
2, Physical and Financial monitoring of C-5Sor | year
Rationalization of Minor lrrigation Statistics after completion
Schemes of audit
whichever is
later
3. Published Report on Census of Minor [rrigation B- keep
Schemes
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5. National Hvdrology Project

-_S_I.—’T - . Retention Remarks
No. Subject Period
| ' States Agencies General C-10
States Agencies Financial o l C-10
- States Agencies Misc C-10
Central Agencies General — [c-10
Central Agencies Financial T
" Central Agencies Mise — C-10 i
| Deltares C-10 . ! o
" World Bank - e |
| DEA C-10 :
| T Technical Assistance and Management '7'-6-_1_(_)“ - -
! Consultancy(TAMC)
E National water Informatics Centre (NWIC) C-10 ]

e All Published reports may be kept as "B’

in the departmental library

* All after completion of work/project
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Flood Manag Wing
Sl Subject Retention Remarks
No. Period
1. | Meeting of Standing Committees (a) Joint River C-10
Commission (b) Coordination of Local Level
Committees
2. | Files relating to entering into treaty with B-Keep
neighboring countries
3. | Matters relating to sharing of water with
neighboring countries:
(a) Monitoring of flow C-10 Annual Figures/
(b) Construction of barrage etc. to regulate B-Keep Data - B-Keep
. < - o -
flow
4. | Indo-Nepal Water Talk and Joint Committee of ;
: ; B-Keep
Experts meetings.
5. | Flood Plain Zoning:
(a) Policy Issues B-Keep
(b) Follow up action C-10
6. | Water Supply and Flood Management of Delhi
(a) Important high level meetings B- Keep
(b) Routine correspondence C-10
7. | Yamuna Water Accord A-Keep
8. | Matters pertaining to the scheme “Flood
Management and Border Arca Programme
(FMBAP)™. Flood Management Programme. River
Management Activities and Works related to Border
Areas (RMBA)
(a) Release of Central Assistance to States/UTs B - Keep
(b) Cabinet Note. Budget and related matters of B - Kee
= ec
FMBAP Scheme. 4
9. | Monitoring / implementation of the Ganges Water
Sharing Treaty of 1996 with Bangladesh. Mahakali
Treaty. 1996 with Nepal. Kosi & Gandak| B-Keep
Agreement  with  Nepal.  Bilateral  MoUs.
Mechanisms. CoS Notes. etc.
10. | Completion of balance works of North-Koel BiKee
: i 5 -KeC
Reservoir Project j
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7. Ground Water Desk

SI. Subject Retention Period Remarks
No.
1. General issues relating to drilling C-10
operation
2 Norms for drilling through different type | B-Keep
ol rigs
3. Norms specifying the life of rigs and B-Keep
associated stores
4, Schemes for Ground Water C-5
1. Proposed and not approved C-5or | year after
. completion of audit.
1L ii. Approved whichever is later
5 Monitoring of Schemes under Ground C-5 or | year after
water completion of audit,
whichever is later
6. Commissions/Committees monitoring on | C-10
issues concerns ground water
(a) EA&IC
117 Misc. correspondence with States Project | C-10

files with States (externally aided)

8. Peninsular Rivers Wing

| 2. Subject to important decisions/issues are | B-Keep

I. Meeting of National Level Steering |

Committee on Dam Rehabilitation andicg

Improvement Project(DRIP)

noted in minutes and other important paper
| kept in guard file.

L

206



677488/2021/Coordination Section

No.

Subject

18 ‘Appraisal” and  approval of  Plan

Schemes and Projects

207

Retention
Period

Remarks |

A B-Keep

Committee on

Water Resources

Examination of detailed Demands for Grants of | C-5
the Ministry by the Parliamentary Standing |

(9%)

Action Taken Notes on the observations/ C-5
| comments of Parliamentary |

Standing Committee on Water Resources

Sl
No.

Subject

Retention
Period

Remarks

I. Meetings of Ministers-in charge/ Secretaries
In-charge of CAD Programme of State
Governments.

2. Subject to important decision noted in
precedent book / Minutes. etc. kept in guard
file.

B-Keep

B-Keep

2

Examination/Monitoring of CAD component
of foreign aided projects

C-10

After completion of
project

Submission of periodical returns to MOF &
MOUD

C-5

Scrutiny of proposal received from various
agencies for Central assistance for CAD
Projects

C-10

N

Matter relating to farmers participation in

Water Management

C-10
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SL. Subject Retention Period Remarks
No.
I Master Plan B - Keep
2. Matters relating to funds of DoNER B - Keep
3 Administrative approval and technical sanction | C-10 or C-3 after
of Major works completion of work
or one year after
completion of audit
which-ever is later.
4. International matters in the field of water B - Keep
resources sector with China and Bhutan
S Matters related to Hydro — Power Development| B - Keep
in North Eastern Region
6. Clearance of details Project Reports from B - Keep
International angle.
12, Indus Wing
Sl Subject Retention Remarks
No. Schedule
- Files relating to entering into Indus Water Treaty.| B-Keep
1960
2. Meetings of Permanent Indus Commission B-Keep
3 Data requested by Pakistan under article VI(2), B-Keep
VI1I(2) of Indus Water Treaty
4. | Supply of Flood Data to Pakistan B-Keep
=3 Differences/Disputes which crop up under the B-Keep
Indus Water Treaty
6. Inter-State Matters — Sutlej Yamuna Link B-Keep
(SYL)
A Clearance of project in Indus basin from treaty | B-Keep
angle.
Q. |.Bhakhra Beas Management Board

(a) Meetings

(b) Other Routine Correspondence

2. Subject to minutes / important decisions being
noted/kept in Guard File/ Precedent Book

-

13
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13. National River Conservation Directorate (NRCD)

SIL. Subject " Retention Remarks
No. Schedule
I Constitution ol"(mgz; Pr(_)jcct Directorate B-Keep
(GPD) / National River Conservation .
Directorate (NRCD)
2. | Plan Proposals - EFC/SFC Memos o B-Keep |
CCEA Notes
|_’77 Reports of Parl_iamcnlaly Suinding - C-10
! ' Committee/Estimates Committee / All other |
Parliamentary Matters i
4. H: 7l;r(;jcrct_s_un‘omplclcd under NRCP/NPCA B |
' 5. | Proposals not approved for funding under
RCP/NPCA "
NRCP/N C-5
6. | I.File relating to Court Cases . C-5 C-5 after final
settlement  of case
‘ under normal course of
2. Judgment will be kept permanently B-Keep ' Law Subject to: ‘
| (a) The file not being
closed until the award/
Judgment becomes
final in all respects by |
! limitation or  final |
decision in  appeal/ |
f revision: and
(b) Cases involving |
important  issues  or
containing material of
| high precedent/
i | reference value being
: ' retained for an
appropriately  longer
period either initially
or at the time of review
. 7. | Annual Action Plan ' 3 years or | vear after
‘ C3 completion of audit, |

whichever is later

B e |
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8 Five Year Plan/Mid [(.:III;A[_);)IaIbdl - [ 3 3 years or | year after
completion of audit,
whichever is later

3years or | vear after
completion of audit,
whichever is later

|
- e _—e = s i
10. Reports/Returns G5

9. | Outcome éudgu/ Result Frame work
Department (RFD) Annual Budget

14.National Water Mission

S o ‘Subject Retention Remarks

No. Period

1. Files/ records relating to State Specific Action | C-10 e -
Plan on Water Resources Management (SSAP)

I M RO, o W eETRE L e

2. Files / records relating to Baseline Studies B-Keep

3. Mission Document B - }iccﬁ

iwz,~ | Files / reconﬁsTeTéiﬁ@ to Establishment of B-Keep
| National Bureau of Water Use Lfficiency
(NBWUE)




