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gricultural Research New Delhi fall under three cate-

PRE[ATGRY NOTE.

The Records created by the Indian Council of

W

t'orl“"-‘: namely, (1) Records welating ©o house keuping jobeas
gand Common Office Service Functions, (ii) Records dealing
iwith financial matters and (iii) Records relating to ‘the

,:.:;functions peculier to the Indian CounCil of Agricultural
| ’f”-:fﬁesearch, New Delhi,' These records amon other things

ggrequire proper rocording, classification, reviewing and

: 'L:':h‘m.. |

";timely '_'tr'ansfer ,to fﬁtf‘fie Depa'rtmental Recoxrds Toom oXr to the

' National Archives of India New Delhi as these are essential

features of a sound records management system.

' 2. . For recording and claSSification of files relating

%o the house-keeping Jobs, Common Office Serv:Lce Records
and those relating to finanCial matters apprOpriate
instructions given in the Records Retention Schedule for
Records Common to All Department issued by the Administrae
tive Ref orms Wing of the Department of Administrative '

| ,Reforms, PUbllC Griegances and: Pension and Appendix 13 of

':the General Fj_nanclal Rules issued by the Ministry of
«Finance should be iollowed A

|3. - The enclosed Retention Schedule which has been vetted
-_':by the National archives of India as requ:l.red under para '
79(d) 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

_;adcpted while recording and class:Lfying the records of

'-i'4;.-~- ; 'Th present Retention Schedule will be revised
- after five years to ensure that adequate notige is being

| substantive functions. The recomme,ndations of the National .

f_‘-h““w

oV g Wﬂ_l I.-'M'-II il

Mchives of India regarding retention period aregven

- mmmuwmu mmwm&.w ‘"'H'I’ Wn_ -M-‘I-WI-H"F" w0 Ehr, 8

in column 3 of the Retention Schedule.

#wwmwﬂﬂﬂ BT “ il l PR,

taken of the changing and expanding activities of the

indian CounCil of Agricultural Research
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5. Theo Derioq of class 1A and "'DeKeoont?

P! files me
réckoned from the date o«

ﬁ}-nrﬂninﬂ ct thao
'C* clases files fron

't.ilt.* ltr""lt(* Gt Ci
classificrtion of

cixr Ticordinc, The

c&ch file shoulc he Aistinctly Written
with the xtc!jfﬂﬂawi-umﬁ-tmp LT cornor of - Coden o nf
Tl fiiﬁt
6. All Cl&ss 'C! files should be Teviewed Ly the
secticn concerncd while al] AV and '‘BuKeep! files may be
appraised Py Indian Counci] of Agricul+tursl lxes *&arch in
consulidtlun wWith the

fiational Archives cf India, New
Delhi after 25 vyears of their '

tldnsferrec 10.Natlpnal

for permanent custedy,
either be grante-
'B=Keep?

archlves of India after 25 Ye:

The 'C' cate :gory files may

urther cxtension O uwnarad
as the Ciése may hLe,

'‘G~Keep! files may be uy

o0l S
‘cimilarly after 25 yeais
rgraded s ﬂﬂmK@epf.

7. - All aect*ons are Ncir 3
ycars old Tiles to tho JCﬁaftrenicl.hucordﬂﬂhoom SO
that the nr@01nu5'wOr11nw 5

ace in thu'SOCtlﬁnS 1s not
unduly ccouried by uh@ semln Current files,

8. Thouch the Contra &l of Of fice
Procedure hrov1dcs that files snould be Iecorded as and
when the actlon Contn;neﬂ

Lhoreln 1ls cnmwloteg, but
efforts shoqld be made to record all fila

..".. ihlle onening g

advisce to tronsfer ¢

1 QLCJ*tmLILt Manual

t us Ly _
roflected on tne firs+ Pace of ¢ he: Note Portion of the
New file, However, tiles of ureTy snemeral nzture
contdlnlnc 1nfo ma

2TeNCe or re €search
-€T one year witheout being

7 e It iS 1ik&lv tha-

the {:Lles CITOV/
course of. +!

bulky in the
neir currency,

made +to keep the I'cutine Corresvondencs
reminders andg acknowledgenent in a sul

>slclary file
alongwith the main file, sg that the

former cculd bhe

life, . These fiies'may bc
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ccded out while rots inlhc thc main file intact

but not unnecessarily bulky., During the current stace

~f file.when eithar the Note or the Lol resuondanT

. ' -
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Luruhar Nasers on THe

easily W

~ hecomes S0 RTRY

and murke-.. V lUH‘e 1

subject may be ~aded to the new volune Of the same file

~which should he marked vol, IT and sc Gn.

which has been recorded A=Keen' :

- 10. Every. file
carry Index 31lips Ppreis

1BuKeep'! and C=10 shoul
g aucretcriat

+he manncert civen under ,E.ra_‘_‘h_lg_mgj___ the Centxrel =

In adcéition to the sub ject

.Qfxlce Proceduru.
n "'C.L'IC -h.le coveXrl c:.tll li";}.:or'tant itoems

-.-f-rC(..-t ln

‘Maggilggm

el .
entries given O
dealt within each file should also ke reflected in the

index slips. The Departmental Index of files should be
complled on the cuidelines given in the Manual of Of fice

Prccedure. The Index'will

in'forna't:t.on from old "‘11@5.
urecd that four cople
reportg/proceedlngs should"

fa01lit¢te.retlleval of

ll; It should be ens s each of all

deposited with tn DOpattmc
In case the orfuec

purposes.'
sferred to Library

~these may he tran
Clrdda'tlon ’
r er 1mplemuntatlon of the pre

ate atiention should be pal

4 dovin in pare 99 of the Central

€ pLocodure which stress on
oxrts on

12 To ensure pro

: various prOVJ51ons lai

Secretariat Manuul of Office
the -need of preparlnc monthly progress Iep

recording and reviewing of fi
t out +hat the whcle e.iercise of
ccheadnle will oo fultile

ilosa

Necdless tb roin

preparing the pxesont'Rotontlon

1f 1% is not properly smnlemartod,

d to
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Sections are not found m

aintaining their file
registers in the prescrihoed format

¢
N

R ; N@ith Y lievy Y Y Waadd VI 0 wensiCy s o
lying in the sections 1s baing done regularly,
3,

Sections are not transfe
records to the records room,

files are occupying valuablec

4. The records of Indis
.Reseq;ch are housed. 3

rring theif semi~current

working space in the sections,

n Cowuncil of Agricultural

- records, but Fire Fighti

ng equipment is also not
installed in the '

record room,

r'ecord a file every

‘not possille, files should

I8 as action considered
. A file should not run
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. other International Organisations. c-5 C-5
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REEERES . - o proceedings Of
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~ be kept in the
. . | Library.
15. Y.N.D.P. Training abroad & Projects. C-5 = C-5
-‘ 15,"”“4. _Inte:n’é.‘bional Gonferences/SeminafS/ S -
{1 Workshops. RS | ¢-5 -~ C-5 Research Pepers/
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| Library.
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5 (a) Collaborative Agreéments, . T
i”° ° " Bilateral (other t_h_an.rU*aS.S.R,). B-Keep B-Keep

* - '(b) 'Implémentation of prbérammes *_'
~ in the field of Agriculture’ etc. C-10 C-5
(c) Visit of F'oreign' deléga:beé - C=5 Q-5
ernational | 5

'-:_’6. Collaboration with Int

Tnstitutions L. AF.A., I.R.R.I. e%c- c-5 Cc-5

7. Cultural Bxchange DrOgramme. C-5 c-5

{8. Colombo Plans S ¢c-10  C-10

9. Visit ‘of Foreign VIPs/Scien’ﬁi'sts ~ C=5 C-5
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10. Entertainment of Foreign%degﬁitories C-5
{11. Bilateral Agreements with s ‘

! -b). Implementation of Progrem'zh'és. C-10 C~-5
el 'Viéi_‘b of delega’cions ¢c-10 C~5
1_: 12. Suppiy of Informa"cion' | C-5 . C~5
{ 13, Visit of Indian Soientific Tesms |
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Indian Agriculture Research Institute
New Delhi-110012

No.15-7/2010-/Record/ [e{Y | Dated: 26 .12.2011

CIRCULAR

Subject::- Weeding out of Records as Record Retention Schedule
after a compliance of codal formalities.

A reference is invited to the circular issued vide 64-4/2010-IMC dated
20-10-11 and this office no 15-7/12010-Record dated 17-3-11/948 regarding
Record Management. In the circular stress was given for the proper Record
Management on Divisions/Regional Station /Centers/Units level.

The Competent Authority has desired that weeding out of files may be
done and reviewed periodically, as provided in the manual of office
procedure.

The Record Retention Schedule as prescribed by the Council, as well as
the Department of Administration Reform of Public Grievances and Pension
1s placed on IARI website at “http:\www\iari.res.in\files\Record-Retention-
Schedule 2009.PDF’and “ICAR Record-Retention- Schedule”.

(P. K. Jain)
Chief Admin. Officer

Distribution:- 1) Director/JD( R)/ Dean & JD(Edu)/JD(Ext.)/ JD(A)/ Comptroller

C.Ad.O./S.F&A0/S.A.O

2) All Section of Directorate of IARI/Guest House /Hostels /

Dispensary/MOHR

3) All PDs, Head of Division\Units

4) All Reg. Station of JARI

S) Secretary, 1JSC

6) Head, USI for website uploading



