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'éi The Records created by the Indian Council' of

;é ricultural Research, New Delhi fzll under three cate
?Corlcz namely, (1) Records zelating to house ksuning jobes

gand Common Office Service lunctlons, (i1) Records ‘dealing
jth financial matters and (iii) Records relating to the
unctions peculier to the Indian Council of Agricultural
esearch, New Delhl. These. records among, other things
equlre proper recording, 018551flcat10n, reviewing and
tlmely transfer to the Departmental Records room or to the
Natlonal Archives of India, New Delhi as these are essential

%R

iy, ?%Jé»v

features of a sound records management system,

2,  For recording and classification of files relating

_to the house-keeping jobs, Common Office Service Records

and those relating to financial matters appropriate
ihstructions given'in the Records Retention Schedule for
‘Records Common to All Department issued by the Administra-
tive Reforms Wing of the Department of Administrative o
Reforms, Public Griegances and Pension and Appendlx 13 .of
the General Financial Rules issued by the Ministry of
Finance should be $ollowed,

3. The enclosed Retention Schedule whlch has been vetted
by the National archives of India as required under para
79(3) of the Central Secretariat Manual of Office Procedure
and pare 6 of the Archival Policy Resolution issued by the
Department of Culture, Government of India, should be.
adopted while recording and clu551fy1ng the records of
substantive functions,: The recommendations of the Natlonal.

Axchives of Indla regardlnc retention perlod are g;ven

in column 3 of the Retentlon Schcdule.

41 ; The present Retention Schedule w1ll be revised
after five years to ensure that adequate notige is being
taken of the changing and expanding activities of the
*ndian Council of Agricultural Research,



3.

5. The period of &ss 'AY and oy p’ files miy be
reckoned from the date ' Lhiat
'C' clase files fror The
classific ticn of Yritten
wWith the o ink o« EENANNST o
GRAe File,

62 All Class ¢ files should pe Teviewed Ly the

sacticon Concc¢ncd while 211 %1 ope 'BeKeep! files may be
appraised by Indian Council of Agricultural Lescarch in
consult ation with the Metionald Archives cf India, New
Delhi after 25 years of their life, . These files may be
transferreH to Naticnal AHrchives of India after 25 Yeors
for permanent custedy, The 'CY category files may
cither be grented further extension O ungraded ag
'B-Keep' as the Céise may ke, ‘Cimilarly after of yeais
"GKeep! fileg may be upgrided zg VieKeep!,

7 A1l occt=un arc advisca +te tfansfcr Tirclir 3
ycars old filbs to tha Jereitnental Re -corde Hoom so
that the hrc01ﬂuc »0111ng space in thczscctlnns is not

uﬁculy ccouried by the- Clil—current fil

8, Thouch the Centrs 1 OLC]‘ia:l?t Manual of Office
Procedure provides that files should be recorder as and

when the action c(ntu¢ne therein ig completed, hut
efforts sheuld be made 4o Tecord all files in tho menth
cf January ezch yeaxr, WGhile onening a nev . file action
rending in the Previous {ile shculd be succinctly
reflacted on the firs+ Fege of the Note Portign of +the
New file, However, files of purely erhemeral neture
containing infoimaticn of 1ittle reference CT research
value may be destroyed after one year withcut being

formally recorded,

e, It is lixely that the files c¢row bulky in the
Course of their currency, <4herc fore, efforts should be
made to keep the rcutine Correspandence such as routine
reminders andg acknowledgement in a subsidiary file

alonow;th the main file, soc that the former cculd be
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casily wecded out while rotrininc the main file intact
but not unnecessarily pulky., During the current stace

.
» - G RS o - T o be - S " R
of file.-when either the Mate or the Corresyonaento

I W wyn [N N P e s g e e e R -
. ).‘C‘.’CCL‘.:CS Hud e ( Ty vooE LRSS SR 9 RO AR G SN N oG L

and marked volune 1. Further rauers cn the

subject may be added to the new volume of the same file

~which should be marked vol. 1T angd s On.

10. Every file which has heen Tecordet 1AKeept, B
1B-Keep' and C-10 shoula carry Incdex 51iy rared in

the mennor c¢iven UQEEE;E&ESWZ§M95M§h§,antﬁal“599¥0t?ri%ﬁ
MaggnggiMOffige 5roce@g;e: In adcition to the supject
égfries given onhihéwfileﬂccver all important items

dealt within each £ile should also ke reflected in the
index slips. The Depertmental Index of files should be
compiled on the cuidelines given in the Manuel of Office
Procedurce. The Index will facilitete retrieval of
snformation from old £iles., ‘

11, It should be ensurec¢ that foulr copies each of all
‘printed ox cyclostyléd reports/pioceedings should
deposited with tho Depattmental Liprary for reference

these may be transferrec to Library after their down

gradation,

12. To ensure proper implementation of thé present

Retention_SChedulo adeguate atiention should be paid ‘o

 yvarious provisions'laid down in pare 93 of the Central

Secretariat Manual of Cffice procedure which stress on
the -need of preparing monthly progress repoxrts on
recording and reviowing'of‘filcs;

Needless to point out that the whcle eercise Of
preparing the present Retention Schednte will po futile

1f i% is not p.‘x:og;;@rly _"lmp]_emiuxl.nd.

P St Ramil *

‘purposes. 1In case the procecdings are secret/confidential

j-ie



/should

/opening

. pefiod from 1929.1975, . Not only dust was seen on the
- records, but Fire Fighting equipment is also not
7‘installedjin the record room, There is no proper

© arrangement for air circulation, ‘

OBSERVATIONS :..

s

. Sections are not found maintaining their file
registers in the prescribed format,

.. : . . . . _ .
Nelther BRCUT oW o Vamaciv: ~q ST e
'

lying in the sections is baing done Tegulariy,

3. - Sections are not transferring their semi~current
records to the records toom, with the result that the
files are occupying valuablecWOrking space in the sections,

4,  The records of Indian Cowlncil of Agricultural
Research are housed. ip a room on the 5th Floor, Krishji
Bhawan, New Delhi, There are about 15000 files and
vouchers/including establishment pay bills covering the

"'5. A reécord attendant in addition to hisg own duties
" also looks after_the Record Room besides his other duties,

RECOMMENDATIONS ;..
1, Every Section/Unit should maintain fijle register

in the form given in Appendix 17 of the Central Secre—
tariat Manual of Office Procedure, The date of opening
of file, its closing date, classification and the year
of review and destructions should be shown clearly,

2, Efforts/ «= be made to record a file every

- year, tHowever, in case it is not Possible, files should

invariably be recorded as soom as action considered

therein is completed, A file should not rup for more
than 100 pages and the practice of / volumes of a
particdlar file for years together may be discoureged,
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1. Forei gn Ald/Fbrelgn
collaborat on Scheme _B—Keep
2. Schemne «inanoed out erf
Cessg Funag of th
Ouneij,
a) Accepten 3 yeors aftep C-5 or 1 Year
the-: blieatlo the settlement
OF the Teport, T aceq ts
whichever is
: later;
) Flscal'reCO“dS ~d o C=~3 or 4 Year
af'ter the -
. audit,
c) Progreus Teportg =4 0w C1
1) quarter Y Drogregs
Tepert ~de~ - C-1
11) anpgay Progregy ,
Tenort ~d O C-3
iij) Rejecteq Schemeg ~d O- C—-1
Release 0 fundg and
Quditeg utllisation
Certifio at ' - C=10 _
Plan proeqevls. - C-10 May Tetaine
in the Cdn,
ec ti on.,
I\T . C . A - - C"S
ecommendations
( ollow—up—aotion)
Sc1ent1fic Panelg 3 Yearg after the C~5
vublioation of 4 naxterp 0Py ma
final Leport € compj; d ang th
rest pe destroyed
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411 India Coordinated
Research Projectss

Advice en technical
matters.

heports & Returns.

Congtitution of Review
Comnittee.

Tours ¢ Tour_Notes

Recommend zbtions of
Committees.

Prevaration & updating
"Five Year Plans

Establishment of kew
Institutes/NkCs. etc.

e

‘Research Dapers

k:_—)
=5
32



4. Five Yewrly Assessment
© of A.R. 3, Scientists. N.q.

5. Ag s.e‘.s,smen,-t proforma -~ Neg,
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CO—-ORDINATION SECTION

Grant of oerm13oLon o
crtdicong 08 YeConeld too
Lauve O C ﬂmlttqb anxug. e

Particivation of I.CA.X.
in Conference and
Convention ¢--5

Requests for appointment
on various bodies of
I.C.A.R c=-5

. I.C.A.R. Bye~haws

Amendments A-Keep.

. I1.C.L.K. standing

Comnittee on AfrlcuLtural
Recearch/Anlmal Iusbandry/
EdquthH .C=5

I.C.:.R. Committee on

for agricultural

Economics, statistiecs ‘
“and marklng Resgsearch c-5

I.C0sa R. Governing Body -
constitution &
Reconstitution. B-Keep

Arrangements for
meetings, issue of

~ notice circnlation C-5
3. IoCo‘(\_\.aRé RuleS- B_Keep

0. I.Ca .R. Scientific

: panels. C-5

. I.C.a.R. Soclety C-5

i

2. I.C.A.R. standing ¢-5

: Finanece Committee.

%3. A.T. dommitlcoen 5

:

i

B-Keep.

¢-5

Cc-5

B-Keep

BnKeep.

C-1Q
¢-10
¢-10

—
.- o .-J/

-3

Loe



1‘ 2. )

14. Instructions for
he Preporation of
Schemes, technica]
Brogrammes & subnisgion
thereor,. C-=5

4y VI el
BRGI ST S
6. COdieotion cusdd

Submission of information
required by Varioys

frem I.C.s.R,
Institutions. ’ . C=5

17. Gonstitution of
Divisional Research
Committees. _ -

?
"
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QO-ORDINATTON (RECHNI 04T
1. e

1. Patents correspondence

- with various Institutions.

2. References from Department

of Science & Technology/
Department of Scientific &
Industrial Research
Recommendations.

3. Staff Research Council

"of I.C.4& R. Institutions.
(Proceedings) o o

- L
4. I.8.I. Sectional
:  Committee.

5. Technical progress.
: reports of Research
Institutionse.

B-Keep,

.. C-10

c-10

70

B-Keep.

Cc-5

¢~-5 A master copy
may be compiled
& the note
~destroyed.

c-fot



iy

‘ co ORDINAQ‘ION (IMPLEMENTATION)
| 1. 2. . | 3, 4.
i I 1. Gonference Semingp helq
; /r f t LR AoR N A"'V
! ' Yo
L& Sem-n.
eta, may
o 2. L.c.a.g, Advigory Boarg C-5 Cc-5
o | o ,
| 3. Meetings Programpe for/ ' ‘ |
] f . preparation of Agenda. C=5 C~5
|
P 4. Preparatio Of brier for ' |
I o Go,’verning Bodieg, C-5 C-5 4 Raster
' / . 7 , .- ‘ | Of brier ,
- f 5. Proceedings of Varioyg ‘
L | Neetings, C-5 B-Keep
; f’ 6. Confe.rence/Workshops. - C~5 C-5
!E r‘ !v v
'gf i _f : 7. Attendanoe of Officers of
o / S I.C.A.R. on Varioyg Neetingg C-5 C~5
g ; / 8. Maters, for hig lightg of ,
.,,1 '}‘ ; I e Lol QR- OCiet O“'S 0‘5
-
,' / 9. Recognisation of esearch
b nstitution Under Incomes
H Tax Aot 1961 ecti
[t 35(i) (1 N Tication by
I CBDT
| { . .
f ,‘ / .a) ReCOgnised . ' | B-Keep B-Keep
t ‘ |
¥ /j ) Rejecteq. C-5 -5
I |
;f / /;7 L Y L] * 9 L
f //

———
T

———
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_ EDUCATION-T B
1. 2. 3. 4. Se
.“ ﬁhﬂi1“ Regearch Fellowghio
R awarded DY TeCuAelie
SN (Beth junior & Senior
¥y be k¢ fellowships) e
é a) Policy (Rules concerning
! awarded | = by I.C.AR. ‘
i fellowship) . B-Keep- B-Keepe.
% p) Individual cases 5 fears ¢-3 or 1 year ,
- copyi after the after the audite.
' may i ~ completion - |
] of audit.
% c) Register. '. B-Keep B-Keep.
. 2. Reports & Returns C -3 c-1
?3. Migcellsneous items
Bl regarding junior
: fellowshipPs. ' . C-5 c-5
5 4. Miscl. items regarding
; senior fellowshipe: c-5 Cc-5
! EDUGATION-IT
;1. Scientific‘Panei'Proceedings . a =
} on fellowships : - ¢=-5 A master copy.
: of proceedings
: may be kept and
1 rest may be
i destroyed.
12. 1.C.A.R. assistance %0
! Agricultural undertakings. - ¢-10 -3 0=~
. 3. Vice-Chancellors Conference
i of Agriculture Universities .
! (Meetinszs, Agenda) ¢-5 c-5 ~-d o-

?- Implementation of U.G.C.pay
: scale in Agricultural
i Universities

.

¢-5/B-Keep. Files

containing proposal
for implementation
may 'B' Keep

athare M-3R
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~1
1 L] 2. 4 3. 4.
5, I.cA * . a8sigt, ce elatlng
Agrio 1ty Co legeg affliated
O Cen 1 U ersitie BHU, ‘
Vishavgh, rti, U eteo, - CaZoen 4 Yea
6~?ch Ve an
S OLng _Aaﬂagement (Minutes,
4genda) - C-5
8. Formulat on orf 7th Plan
proposal -
GWeetlngs of\working Group) - Cw5
9. Miscey S0Us pg €Nceg |
egarg Agrloult Un1Vers1t1es. - C~-5
10, Internal ompetenoe Scheme for
the Bevey Ment - Agriculture - O—S/BsKeep.
Un1Vers t itemg, Initial Scheme
. Day pe Markeg
11. Normg 4, Acéreditation
Ommitgeg (Prooeedings
OFf the Neetingy, - C~10
2. Meot R8s of tho SFC /ap of -
the T Cd R, - C-S.May'be Tetain
_ in the originating
| Sectiop,
13, Actg Agricultural ,
niversities (States Actg
0 COommentg) , - C~10
14, Intep 1 compétenoe for
' evelopment Agricultural
o niversities. - Cw5
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EDUCATION-III
0 2' .- 3'.
o Ceganins of gom
Tnstitates
i Regervation of seats in
i Agricultural'Universities
. for State Government |
¢ Union Territory. ‘ -
. Reservation of seats in
Agricultural'Universities .
for Foreign Students. -
‘ ° N
. Establishment of Centre
of Advance Studies in
/Agricultural'Universities
{ under UNDPF. | .-
| i) Master Plan File -
{ 11) Other Misc. File -
% . \
%. Scientific Panel on
; Home Science. - C=5

- b, Joint Panel of I.C.R.R.

and I.C.A R. (Indian -
Council & Medical Research) C-5

{. Scheme of creation of

professional Chair. -

4o . 5

af%erwthe"’m
audit.

c-5

¢-1 (only a master
“copy may be
compiled and
kept) .

Cc-3



4.
. Policy natterg
(National A

ricultural
esearch Proposals,)

C~5
; - 6. Research/Review of Studieg
; - for-the

eeds of ‘gricultural .
esearch file/reports. :

C-10

05
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ENGINEERING CELL

financial sanction/approval
serutinising of plans

. Administrative matters -

% egtimates. , ¢-10 | c-10
12, Institutes files construction

: works file : c-5 c-3
3, Misce file C c-1 - C=-4

4. Monthly/quarterly pProgress :
i report of CPWD .- g c-1 c-1
’?"5. NARP - National Agricultural

E Regearch project/Development S

| work of universities. B-Keep B-Keep

& i s ; A .

6.'Directorfs Conference o-1° - ¢t
}7. Various'Returnsﬂﬂeetings. _ c-1 C-1

8. Majoxr Projects(Above 5 Lakhs){ - ¢-5 - C-5

-t W ns WSS wwn SuS
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audit certificates

ce thereof.

N.g. C=10
3 years after -10
the settlement
of accounts
N-".G. C—‘IO
N.q. C=-3
N-G'o ‘ 0-3
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23 ‘1 ;
, G.Ae Inspection Unit.
2. 3

AeGt e sl KIS SANET SRR o

Ao T Wi gﬂ&utmiawaxé T

remitted GO Agricultural niversities,
.Academic'Universities, State Govtse.

and other agencies. NeGo

Clearnce oFf sudited utilisation
certificates 1in respect of grants
remitted to the guarantee
Institutions. s

Review follow—up-actiOn in
regpect of cases pending with
the State Governmentse. . N.G

Preparation of agenda items for
G.B. meetings in respect of -
outstanding audited utilisation
certificates. N.G.

c-5

C-5

C-3

e



4.
5.

Internal'audit Of I.CA.R.
Institutes. »

Audit Reports/Tegt Audit Reportg

Inspection Reports.

Monitoring of Sutstanding

advanceg of the Research Institutes‘

Publie Accounts Committee,

Outstanding credit galeg

6. Follow«up-action on audit Parag.




A M

U201e

' Science Popularisation Unit. (UNDE)

2

Kegearch wateriar o tue

mass media. _
. Correspondence with the media. -
General Misc. file : . -

Correspondence with
different Institutes/
Universities. , -

- wu S e

.
AR
s

Cc-5

C-5

C=3

9
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2. Awarg of Junior fellowshlp -
3. Pogt matrieq scholarship of
§Cheduled caStes/Scheduled -
‘tribes. : -
4. Em’emtnu’a sci'entlsts Schenme E
grant or honorirj -

5. Maintenance of admi ssion in
' Agricultural Universities.

?Go ’ ’ '

LI T e L Ploaucbiar.
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-,g, Agssignments abroad under F.A.0. and
3 other International Organisations.

2. F.A.0./I.AE.A. Training abroad .

3.‘U.N.D.P. Training abroad & Projects.

4. International Conferences/Seminars/
Workshops. :

i5. (a) Collaborative Agreements, . .
Bilateral (other thanILS.S.R.)

s 4. o) Implementation of programmes
: in the field of Agriculture'eto.

(c) Visit of Foreign delegates

6. Collaboration with International
' Institutions I.4.F.A., I. .R.I. etc-

7. Cultural Exchange programne.
8. Colombo Plans

19. Visit of Foreign.VIPs/Scientists

11. Bilateral Agreements with = <~
a) U.S.S.R.

b) Implementation of Programmese

o) Vigit of delegations

- 12. Supply of Information

1 1%, Visit of Indian Soientific Teams
‘ other than for participation

TNTERNATIONAT, GC-0PRRATION-T

e

B-Keep

¢-10
-5

-5
c-5
¢-10
-5

 10. Entertainment of Poreign degnitories Cc-5

B-Keep
c-10
c-10

c-5

Cc-5

c-5

¢C=5 A coOpy of the
proceedings of
the seminar may .
be kept in the
Library.

C-5

0-5 Research Papers/
reports may be
retained in the
Library.

B-Keep

c-5

' C-5

C-5
o-5
c-10
Cc-5
c-5

B —Ke ep .
C-5
-5

- 0-5

-5
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1. 2'

wat R I RAD RN S
14. Agrecment SR I%uurdfﬂgo”-’
lnstitniimn BRI
-t

LS .
T SRAN NS AR VA ol

16. Membership Of Indian . :
' Scientists in International
Organisation. :

3. 4.

C~5 C=5
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DB
- NTERNATIONAL CO-OPERATION-II
2. 3. S | 4,
) (G i i \‘ig
Countoies, e

Request for import \
Licence received from
Agriculture Universities C=2 C-5
Supply of seeds to various S
foreign countries. C=3 ' C-5
Foreign exchange B
requirements of Agriculture
Universities C-5 . C=5
Ford Foundation C=5 " C=5
Commonwealth Agribulture
Bureau C-5 = ' , C=5
F.A.O. Vacarcies C--5 . C=5
Fellowship & scholarship ©C-9 C-5
World Bank Assistance C-10

C~10
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o ,  Krishj Vigvan Kendra
! o P :

, "Cw.

|
{
i
i

j -
»
NS

3.'Scrutiny & procésSing of the
recommendation of the visiting teams
~for submission to the Minister for

f; ‘@pprovaj, - =
SR ;[U 4, - ) Preparation of Projects
gi,jfjiﬁﬁ - Proposals of K.V.K./ICAR for the
It I Planning Commissign D -
: S« Scrutip & PTocessing of the
Proposa] g for Telease of grants -
1ncluding Sanction of ad itionaj
und

6. Scrutiny & processing of Proposalg
for Construction of K.v.x. buildings.

7. Examination of M.o,u, and vetting from

he lega] cell

8. SCrutiny o Progress Reports of
Individual

9. Constitution Of the Norms Commi ttee
- on Transfer_of Technology Project,

f

1o, Constitution of Evaluation
Committees of K.V.Ks/T.T.

SN 1l, U.N.D,p,
g i) Agreement.
|

ii) Rejecteq Caseg

ado L TSR,

C-5

C<3

C-3

Ce5

BuKeep.
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v

LEGAL CELL

Covrt casesd of
4 . ST | N T O N TR
oG Reseaitcll ATTe e Lt hoind s

-

I
§2. Land acquisition cases

43, Arbitration cases.

4. Drafting and vetting of all types of

. agreements and mortgage deeds

IS, Exactuion of lease deeds for building

- +aken on lease

 6,jImplementation of Labour-laws in the

Instituions -

|, Aguising I.C.A.R. and its Institutes on

‘Court cases,

8. Study of case files involving legal
points

'§9. Briefing advocates in all cases.

{10, Dealing with all Bills of legal fees

and expenses 1in connection with Court
Cases. :

e R R e

- C=5

C-5

C=5



1, 2,

1, Five Years Plan
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