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INDIAN COUNCILOFAGRICULTURALRESEARCH

KRISHI BHAWAN: NEW DELHI

F.No. 9(4)/2010-W.S. Dated, the 25th March, 2011

Administrative Circular-7/2011
To

The Directors of all the ICAR Institutes/Directorates/Project
Directorates/NRCs/Bureaux

Sub.: Reporting requirements - revision of - regarding

Sir,

. Simplification of reporting requirements of the institutes has been
.under consideration of the Council for quite some time. As per available
information, as of now, at least 34 monthly / quarterly reports are being sent
by institutes. With a view to strike ,,' balance, between the requirements of
the headquarters and reducing the 'workload of the institute, an exercise has
been undertaken to mini mise these requirements. It has been decided to

.discontinue the following reports.

i. Delegation of Administrative Duties.
ii. Proforma for maintenance of Seniority list.
iii. Report on checks on delay:
iv. Report.on authorisation of penston.

2.1 13 monthly / quarterly reports have been re-formulated as a new
quarterl-y report comprising of the following eight sections .

. i. Report on progress in Plan expenditure and Research / Technology
Development.

ii. Progress report on reviewing and weeding out of files / records.
iii. Outstanding advances with Govt. departments / Departmental Officers

/ Employees.
iv. Progress report on assessmentof scientific staff.
v. Progress report on assessment / re-assessment of technical staff.
vi. Quarterly report on Hindi.
vii. Quarterly report on RTI.
viii.Quarterly report on purchase of Equipillents.

2.2 The report for the fourth quarter (January-March) shall have following
three additional sections to serve as annual report.

i. Report on recruitment / promotion.
ii. Report on training of staff.
iii. Report on position of outstanding paras, maintenance of assets

register, cases of minor lossesetc.

The proforma of the new quarterly reports has been uploaded at ICAR website
as an Annexure to this letter (not forwarded in paper form).
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3. The following reports shall continue as at present.

i. Quarterly Management Information System report of Finance Division.
ii. Monthly report on VIP references.
iii. Monthly Cabinet summary
iv. Report on Budget allocation & expenditure

. v. Report on status of expenditure
vi. Report pertaining to SC/ST and OBC.

4. The proforma of the half yearly performance report in respect of plan
schemes/ projects shall remain the same. It is however, requested that only
targets and achievements for the reported period need be given.

S. It is requested that beginning the quarter ending March, 2611, the
quarterly report vide paras 2 to 4 above may kindly be forwarded to the bDG
in the concerned SMD.

" ~. . .. .

6. If there are any comments about the revised reporting requirements
indicated above, the same may kindly be forwarded. Further, the present
simplification exercise is based on the 34 reports, list attached, which were
brought to the notice of the internal committee which had gone into the
matter. It is requested that if there is any report other than those listed in

. the annexure the same may kindly be brought to the-notice of the Council
along with your comments. ' .-

YOU~U~

(Rajiv Mehrishi)
Additional Secretary(DARE) & Secretary, ICAR

Copy for_information and necessary action to:

1. All officers / sections of ICAR at KB/KAB-I/II (including ASRB & NAIP)
2. All the DDGs, ICAR
3. Sr. PPSto DG, ICAR
4. PPSto Secretary, ICAR
S. PA to FA(DARE/ICAR)
6. ADG(PIM)
7. Shri Hans Raj, Information System Officer(DIPA), KAB-I for uploading

in the ICAR website.

JJ' ~K~ _~
U~~ry (WS/TS)

- ---- - --------------------------------------------------



List qf reports. .

1. Quarterly management Information System Report

2. Three monthly report of Hindi Communication:

3. Monthly report on VIP reference:

4. Annual report on RTI Application

5. Report on SC/St/OBC

6. Quarterly Reports

7. Half Yearly Reports

8. Half Yearly (Ending March/Sept.) Physical and Financial performance of Plans

Schemes/Project

9. Annual Reports of the Institutes

10. DARElICAR Annual Report

11. Monthly Cabinet Summary

12. ATR on decision taken in Director's Meeting/VCs Conference/Other Meetings

13. Deputation Reports of ICAR Scient~st~

14. Quarterly Report of Monitorable T~rgets of KVKs of Zone

15. Half-Yearly Performance Review of KVKs

16. Annual Report of KVKs

17. Report on Checks on Delays

18. Report on Recording, Reviewing, and Weeding out of Files/Records

19. DPC Report for Administrative and Supporting category of employees

20. Proforma for reviewing cases for promotion

21. Delegation of Administrative duties to AAOs/AOs/SAOs

22. Maintenance of Reservation Rosters

23. Proforma for Disciplinary/Vigilance Cases

24. Proforma for Vacancy Positions

25. Proforma for records of assessment of scientific/technical personnel

26. Proforma for Authorization of Pension

27. Proforma for maintaining Seniority List

28. Proforma for keeping record of various trainings obtainedw employees
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29. Proforma for Purchase of Equipment

30. Proforma for maintaining status of internal audit/regional centres

31. Proforma for Settlement of Outstanding Audit para(s)

32. Details of reporting the Budget allocation and expenditure statement

33. Details of reporting outstanding advances

34. Report on status of expenditure



guarterl'l Report
Reporting schedule

Quarter Reported Period Due Date
Q1 April-June 15/7
Q2 July-September 15/10
Q3 October-December 15/1
Q4 January-March 15/4

Name of the Institute:



INDEX

Part Quarterly Reports Page
( To be reported in each quarter )

I Report on progress in Plan expenditure and Research / 1-2
Technology Development

II Progress Report on Reviewing and weeding out of files 3
/ records

III Outstanding advances with Govt. Departments / 4-5
Departmental Officers/employees

IV Progress Report on Assessment of Scientific Staff 6
V Progress Report on Assessment/ Re-assessment of 7

Technical Staff
VI Quarterly Report on Hindi ." S -15
VII Quarterly Report on RTI Application 16 -17
VIII Quarterly Report on Purchase ofEquipments 18

"

In Q-4 (January-March) in addition to the usual quarterly
report, the following shall also be reported for the financial year
as a whole

Part REPORT Page
IX Report on Recruitment/Promotion 19
X Report on Training of staff 20
XI Report on position of outstanding paras, maintenance of 21

assets register, cases of minor losses etc.

---_._----------



Part-Ir

Plan Expenditure and research/ technology development
I

lA: QUARTERLY TARGETS
lA-l
Annual Plan allocation
(Rs. in Lakhs)

lA-2
Target for the quarter

lA-3
Financial Targets (Plan) (Rupees in lakhs)
Items of Expenditure Expenditure Target for the quarter
Equiprnents
Works
Other items of Procurements
Research and Technology Targets for the quarter
Development

.'

:

-

lA-4
Any other item

- 1-

--------------_.- --"-'--



IB: QUARTERLY PROCRESS
IB-l:
Annual Plan allocation (Rs. in Lakhs)
IB-2:
Progress Report for the quarter ending ,

IB-3:
Financial Targets (Plan) (Rupeesinlakhs)
Items of Expenditure Expenditure Target Progress report for the quarter

for the quarter
Equipments
Works
Other items of
Procurements
Cumulative Plan
Expenditure
Cumulative % age utilization of Annual Plan
Allocation
Research and Technolozv Development
Targets for the quarter Progress report for the quarter

IB-4:
Any other item

-,

-

IB-5:
Report on working environment

---------------- --------



Part-II:

1. Unreviewed files brought forward from previous quarter:

2. New files opened in the current quarter: '

3. Number of current files that are to be reviewed in terms of
para 4.4 of Council's circular dated 19.10.2010. (total of 1 and 2):

4. Number of files weeded out and destroyed in terms of para 4.4. of
Council's circular dated 19.10.2010:

5. Number of files recorded (for retention) in terms of para 4.5.
during the quarter (categorization as per para 4.6).

6. Files remaining to be reviewed (Col. 3- 4- 5 ):

7. No. of files recorded upto the close of l?revious quarter:

8. Number of recorded files due for Review during the quarter
(for weeding out and destruction or further retention) as per para 4.9 .

.of Council's circular dated 19.10.2010:

9. -Out of recorded files due for review vide ~ above. The number of
files weeded out and destroyed during the quarter as per para 4.9

.of Council's circular dated 19.10.2010 ' I .

10. Out of recorded files due for review
.vide 8 above, the number of files
marked for further retention

11 Total number of recorded files
remaining in the record room
(5+7-9)

Note: Review is done at two stages. In the first stage, it is seen whether action on file is still
going on or completed. If action is completed and the file is of a purely ephemeral nature
containing papers of little relevance or research value, then these may be destroyed in the manner
indicated in para 4.4. of ICAR circular No.6-412010-WS dated 19.10.2010. However, if file
contains papers of future reference value, the file is to be consigned to the record room. In the
second stage of review, the files in the record room are called after the specific retention period
and reviewed for further retention or weeding out/destruction in terms of para 4.9 of TeAR letter
No.6-4/2010-WS dated 19.10.2010.

3-

-------------------- , ---0



Part~1II
A- STATEMENT OF OUTSTANDING ADVANCE WITH GOVERNMENT DEPARTMENTS FOR THE QUARTER

ENDING .

Year Opening Balance (1S1 Day of the Quarter) Additions (during the quarter
CPWD DGS&D DAVP Other Total CPWD DGS&D DAVP Other Total

Govt. Govt.
Deptt. Deptt.

Upto Works Work in .. . ,
Completed Progress

04-05
05-06
06-07 ..
07-08
08-09
9-10
10-11 -
Total ...

"."

j"

Year Amount Adjusted (during the c uarter) Closing Balance (Last day of the Quarter)
CPWD DGS&D DAVP Other Total CPWD , DGS&D DAVP Other Total

Govt. Govt.
Deptt. Deptt.

Upto Works Work in
Completed Progress

04-05
05-06
06-07
07-08 \

08-09
9-10
10-11
Total

Note: Case-wise details and reason for non-settlement of advance outstanding for which works have already been
completed/ items procuredl service received be forwarded to Director (F) separately

-.4 -



B- STATEMENT OF OUTSTANDING ADVANCE WITH DEPARTMENTAL OFFICERS/EMPLOYEES FOR THE
QUARTER ENDING .

Year Opening Balance (1St Day ef the quarter) Addition (during the quarter)
Contingent TAITTA LTC Medical Total Contingent TAITTA LTC Medical Total

Upto
04-05

05-06
06-07
07-08
08-09
9-10
10-11
Total

Year Openinq Balance (1st Day of the Quarter) Addition (during the quarter)
Contingent TAITTA LTC Medical Total Contingent TAITTA LTC Medical Total

Upto
-"

04-05 -
05-06
06-07 ., .

07-08
08-09
9-10
10-11
Total ..

Note: Case-wise details and reasons for non-settlement of advance outstanding for more than 3 months may be forwarded
to the Director (F) separately.

- 5 -



Part-IV:

Progress report on Assessment of Scientific Staff

(a) In the grade of Scientist:

(i) Number of Scientists eligible for promotion to next
higher grade pay up to the end of the previous quarter
including any brought forward cases :

(ii) Number of cases considered by Assessment Committee:
and recommendations sent to ICAR Hqrs.

(iii) Number of cases pending (cumulative upto
Quarter of reporting:

(iv) Reasons for pendency (in each case, individually) :
attaching sheets ifnecessary.

(b) In the grade of Senior Scientist:

;.

(i) Number of Senior Scientists eligible for promotion to next
higher grade pay up to the end of the previous quarter
including any brought forward cases:

(ii) Number of cases forwarded to ICAR Hqrs.l ASRB
during the quarter

(iii) Number of cases pending (cumulative upto
Quarter of reporting:

(iv) Reasons for pendency (in each case, individually)
attaching sheets if necessary.

6-

------------------------ ---
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Part-V:

Progress report on Assessment and Re-assessment of Technical Staff

f!} Category I & II :

(i) Number of Technical employees eligible for promotion
up to the close of previous quarter including any brought
forward cases:

(ii) Number of cases considered during the quarter:

(iii) Number of cases pending (cumulative upto quarter of
reporting:

(iv) Reasons for pendency s(in each case, individually) :
attaching sheets if necessary.

(Q) Category - HI:

'( i) Number of Technical employees eligible for promotion
upto the dose of previous quarter including any brought
forward cases

(ii) Number of cases considered by the Assessment Committee
and recommendations put up to the Competent Authority
for approval:

(iv) Number of cases pending (cumulative upto quarter of
reporting

(iv) Reasons for pendency(in each case, individually) :
attaching sheets if necessary.

7-
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Part VII

Report on RTI application

Public Authority: Indian Council of Agricultural Research (ICAR)
Quarter:

Block I (Details about the requests and appeals)
Pro ress during Quarter

Opening No. of Received during No. of cases Decisions where Decisions
Balance as on applications the Quarter transferred request / appeals where
beginning of received as (including cases to other rejected requests /
1st Quarter transfer from transferred to PAs u/s appeals

other PAs u/s other PAs) 6(3) accepted
6(3)

Requests

First N/A N/A
Appeals

Total no. of CAPIOs designated Total no. of CPIOs designated Total no. of AAs designated

Block II (Details about fees collected, penalty imposed and disciplinary action taken)
Registration Fee Collected Addl. Fee Collected Penalty Amount No. of cases where
(in Rs.) u / s 7(1) (in Rs.) u / s 7(3) Recovered (in Rs.) as disciplinary action taken

directed by CIC u / s 20(1) against any officer u / s
20(2)

Block III (Details of various provisions of section 8 while rejecting the requested information)
No. of times various provisions were invoked while rejecting requests

Relevant Sections of RTI Act 2005
Section 8(1) sections

A b c d e f g h 1 J 9 11 24 other

Status: New Return

-/6-
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Block IV (Details reaardlnz compliance of direction/recommendation of the Commission)
S.No. Reference no. of cases wherein Whether action is initiated Details, thereof (max. 250 chars)

Commission made specific to comply with
recommendations as per section recommendation of
25(5) (max.20 chars) Commission

1

2

3

4

5

6

7

8

9

10

If the Public Authority made any changes in regard to its rules/regulations/procedures as a result of requested
information by the citizens, .
Please provide the summarized details of the changes (ma'f.500 chars)

Block V (Details rezardina compliance of direction/recommendation of the Commission)
Last Date of Uploading the Pro-active Name of the person who is entering Designation of the person who is
Disclosures on the website of PA / updating data' entering/updating data
(Format dd/mm/yyyy)

- 17 -
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Part VIII
Quarterly Equipment purchased during the quarter

SI.No. Equipment Whether approved Date of receipt Whether installed Final price Remarks
in the EFC/SFC / satisfactorily ..
Project

-I~~

_ ...••....•
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Part-IX
Report on Recruitment! Promotion

(To be reported in the last quarter of the financial year)
, .
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Note: It is certified that reservation rosters are being maintained in the prescribed manner and have been duly vetted by
the Liaison Officer \
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Part-X

Numerical abstract of training of employees during the year
(To be reported in the last quarter of the financial year)

Group No. of employees in No. of employees who No. of employees who have not No. of employees
the Institute have undergone undergone any training during who have undergone

training during the last training more than
year once in the current

financial year
3 years 2 years

Group 'A'
(Scientist)

Group 'A'
\(Others) ..

-
Group 'B'

Group 'C'

.'

.,.~'
~/'.v#
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Part-XI

Position of outstanding paras/maintenance of assets registers and cases of minor los~esex-
gratia payments

(To be reported in the last quarter of the financial year)

(A) Local Audit Report

S.No. Year of Audit Date of Year of Total Para Para
by Office of Audit Inspection No,of settled outstanding

the PDA (SD) Report Para during
the

quarter

(8) InspectIOn Report of ICAR

S.No. Year of Audit by ICAR Total No. of Para settled Para
Inspection Team Para during the outstanding

quarter

(C) C& AG Report

S.No .. Year and No. of Total No. of Para Action taken on Reasons for non
C&AG Report ATN submission of

ATN

(D) Maintenance of Assets Register

S.No. Subject Yes No Target Date

1. Whether the updated Assets Register
upto financial year __ has been
completed or not.

2. Whether the Assets Register duly
reconciled with Annual Accounts for
the year

3. If not, target date for its completion of
Assets Register reconciling with the
Annual Accounts may be furnished

(E) Has there been any cases of write off of losses and irrecoverable revenues, waiver of
recovery and ex-gratia payments more than ~ 2000/-? If so, give details.
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