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the November, 1989 stands modified/revised accordingly.

INDIAN COUNCIL OF AGRICULTURAL RESEARCH
KRISHI BHAWAN: NEW DELHI-1

F No.ADMN/1’/8//2o1z-wswoa.n) Dated the 04" May, 2016,

[
.

QFFICE MEMORANDUM

Subject Record Retention Schedule — 2016 pertaining to substantive funo

In continuation of Council's Office Memorandum of even ‘number:'dated
18.02.2016 on the subject cited @bove, a copy of the revised Re )
Schedule ~ 2016 for records pertammg to substantive functions in respect of Agr!‘
Scientists Recruatment Board (ASRB) duly vetted by Naticnal Archwes of_:lndl‘

Delhi is enclosed for information/guidance and compliance.

The éxisting Record Retention Schedule — 1989 for records pert:
substantive functions-of the ICAR/ASRB which was issued vide F.No.1(10)/89

This issues with the approval of Director General, ICAR.

e

(P. Sakthlvel):; "
Deputy Secretary_(WS)

To
1. The Secretary,
Agricultural Scientist Recruitment Board( ASRB],
Krishi Anusandhan Bhawan-|, Pusa
New Delhi.

2. 180, DKMA for uploading the enclosed RRS on ICAR website.
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GOVERNMENT OF INDIA
NATIONAL ARCHIVES OF INDIA
JANPATH, NEW DEELHI-ti0001
Prefatory Note

The records created by the Indian Council of Agricultural Research, New Delbi (hereafter
‘Records Creating Agency or RCA) fall under three: categories e (i) Regords -relating to
housekeeping jobs and common office service 'fuﬁctio;]s (i) Records dealing. wﬁh-;ﬁn_&néﬁal
matters, and (iff} Records relating to' substantive furictions, peculiar to the saAid_Rchrds'Cr'e_atihg
Agengy. These records, among other things, require prop'er'recording, classiﬁéfat_ioh, revieywing
and tiinely transfor to the Departmental Records Room (DRR) or to the Nadonal Archives of India
(NAID); a2 these are Pre-requisites of a sound records management system. .. o0
. e i . )

; .

1, Q'Fd'lzlrecq:_@ing and classification of files relating to the house-keeping jobs, common office

‘sertice rechrds and thise relating to financial matters, appropﬁa’téinsfru‘éﬁdﬁsglyén_'.in .

the 'Record Retention Sehechle Jor Records Common to ali Departmients, 2015 issued by

Personnel, PuBIic.Grievancés::& Péﬁs'fc_)bé'ﬁaﬁd Rule 289 amd Appendlx-}ﬂﬂofthe éé?‘_t_éf_”af

Financial Rules, 2065 issued by the Ministry of Finance respectively should p‘e.fdﬂoiﬁiéd;__‘
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as required under clause (&) of sub-gection (1) of Section 6 of the Public Récor:dsA}_:if-fﬁég

Cloii St 41

and para 111 of GSMOP shoild he followed y\}hﬂelfggdr@ing and classifying the recards of
substantive finctions. ‘The recommendations of the National Archives of India regarding

‘Retention Period are given in coluriin'3 of the Retertiog Schedule,

3. The present Retention Schedule hay be got reviewed after five years to ensure that any
change that may ocour in the activities of the RCA are covered in it, '

4. The Retention Period for category ‘A’ and 'B’ files i 25 ye‘ars from the date of opening of
the files. In case of clags ' files the retention period s reckoned'f:om the date of their
recording. The classification of each file should be disﬁncﬂy written-with the red ink on the
top left corner of the each file cover, : o
While preseribing the retention petiod for the Category '’ files in the enclosed Retention
Schedule slabs of C-1, C-3, -5 5nd C-10'may be _fcj}lo'yx_{@d,wh_e_re the nuimeral stands for
nurabér of years of vetention of 2 fiie. The coneérnad sections on the expiry of the specified
retention period must review all Class ¢ files. Whils doing so, these files, if so- required,
may be granted a further leage of 114 not exceeding a period of ten years, or upgraded as
‘B, depending upon the imiportance of the subjéct matter dealt with therein,

h

6. 'A'and B files may be-appraised by the said Kecords Creating Agency in consuliation 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 N ational Archives of .India fir

pernanent custody and scientific preservation as per provision of section 6(1)(c} of the

~ Public Record Act, 1993 and the rile 5(2)(3)(4) of Public Records Rules, 1997 and para 112
(5} of CSMOP,




-

i
8.
Q.
10.
11.
12.
13,

All Section/Branch/Divisions ‘may be advised o transfer their one-year-old files to the

Departmental Records Room so thdt 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 showld be made to record all fles in the month of J anuaty every
year. While opening a new file, action pending i1 the previous file shovld 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 withont being
formally recorded, -

Itis 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
éckﬂé“w]edgements, in a subsidiary file along with the main file so tHat the former could be
easily fweeded out while retaining the main file intact without its being u;médessmﬂy
bulky.’ '

During the stage of cirrency 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 bs kept in a newfolder of the same file, which should be
marked Volurne-II ard so on. : -

- In order to facilitate retrieval of information from old files it is desirable that for every file,
which has been retorded and marked as ‘A’ and "B, index slips should be prepared.as par
para 107 of CSMOP. In addition to the subject entties given on the fle cover, all the
important items 'deélt with i each flle should slsn be reflected in the index slips.
Thereafter, the annual Index of files of the organisation as a whole shotdd be compiled for
easy reference/retrievel, -

It should be ensured that four coples each of all printed reports/proceedings should be
deposited with the Departmental Library for reference purposes, In case the proceedings
are secret/ confldential, these may be transferred to Library afér thelr down-gradation.

The present Retention Schedules should be tollovred meticulously at the time of recorcling
and classification of fles/Registers as alsg.at the tme of ‘their veview. The recording,
indexing anid 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 Avithority, all documents and records shall be required to be retained till the final
clearance from Arbitration, Litigaﬁon, Enquiry or Audit as the case may be or il the
prescribed retenfion period, whichever is later, This is applicable on all the
Divisions/Sections/ including all branches of Indian Coundil of Agricultural Research,
New Delhi ‘

It may be concluded that the present exercize of compiling/reviewing /vetting the
Records Retention Schedule would prove worthwhile only if it s implemented in letter and
spirit.
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© - StudyReport regarding reviev/vetting of Records Retention Schedule of records

Ll

relating to substantive functions and other matters relating to Records Management
of the Indian Councjl of Agricultuyal Ressaich, New Delhi

The Publie Records Act, 1993 (No, 6g of 1993) éléﬁééfe) bfsub-secﬁdl.l_ (1) of section 6 and

the Central Secretariat Manua] of Office Pmcedpre, :_(X;II gditig__n:, 2010) para 131 (1} (c_‘i)_gm{sage

that the Records Officer of évery récords credting agency shall be responsible for compildtion of a

schedule for retention of Public Redtids i consultation with the National Archives of Iudia. Sub-
para (2) of para 115 of the Ceritrel Secistariat Msrual of Office Procedure further sﬁpﬁla_t_eg that
Records Betention Schedules should be revised at Jeast once in'five years, so as to Includs in'it the
expanding activities of the oTganisation, reallocation of subjects and ctganizational changes
whick take place from time to fime, L
In this fonnection, . Tequest was received from the Indian Councﬂ_of.AgﬁélﬂmiéIR_ .Séirch,
New _ff)elhi vide their lstters no, 1(8)/2012-W.8. dated nond J amuary, 2013, 10 Septembe, 2013,
6% January and 25% March, 2014. Accordingly an on the spot study of records was carried out by -
Dr. Pradeep Kumar, Archivist and Dr. Faizen Ahmed, Assistant Archivist for re'v'i‘éi:«%/yeft@’ng the
Records Retention Schedule of the Indian Couneil of Agricultural Researth, New Delhi;  +
The study was confined to records dealing with substantive functiond oRly & records
relating to common, office services, house-keeping jobs and financis] matters are covered by
Rqu_rdé@g;&enﬁon,&ghedulg Common to-All Departments, sors issued by theDe nt of
Administiative Reforms Aand Public Grievances (Ministry of Personnel, Pdhlie Grie “znd
Densmns) 2nd General Financia] Rules, 2005 (Rale No. 289 and Appendix, XIIT) Eis'sugd by the
Ministry of Finance, respectively. - : B

Although utmost care has been taken to compile comprehensive Records Retention Schedule, yat

1 eny subject/vecord. grou of any Biyisions of the Indian Correl of Agrindaral Reseaneh, New

Delhi has escaped attention during'thé stidy, the same may please be included af the appropriate
Place in the enclosed Records Retention Schedule and the retention period of the sams may be gat
prescribed in consultation with the National Archives of India, New Delhi.

Procedure of Study: -

The officers visited various Divisions/Sections of the Indien Council of Agricultoral Research,
New Delni and examined their files/ registers so as to ensvre that a]l possible recurring subject-
heads covering the activities of the Divisions of the Indian Counil of Agricultural Research, Mew
Delhi are’included in the Records Retention Schedule. Suitzble retention periods have been
prescribed to various groups of records, keeping in view their administrative, legal, financial and
research values. Discussions with the concerned officers were also held before prescribing suitable
retention periods to the subject heads,

Observations, Recommendations and Suggestions: -

1)The files should be recarded and their retention period be preseribed in accordance with the
enclosed Records Retention Schedule and also as DEr paras 103,104,105, of the Central
Secretariat Manual of Office Procedure (XIII Edition 2016) hereafter CEMOP.

2) All the Divisions of the Indiag Couneil- of Agricultural Research, New Delhi may he
directed to maintain the File Register as prescribed m Para 97 and Appendix 22 of the
CSMOP '




3) Proper index slips should be prepared for records, which are to be categorized as ‘A’ and
3", In this connection procedure as laid down under paras 106-108 of the C.8.M.0.P. may
be followed.

4) Aregular programme of recofding/reviewing/we,eding of records should be undertaken by
each Divigion/Section and progressin this regard should be monitored,

5) An organized Departmental Records Room enpstres the Proper preservation, _upkeepland
maintenal_ice of records. It is, therefore, recommended that the Departmental _'R'é'\:'ord_s,
. Room should be orgenized in the Indian Council of Agricultural Research, New Delhi

o) A'copy of the ‘Note on Minimum Requirements for a Records Room' is enclosed herewith
‘forguidanee and necessary action. ks

7) ‘ETii"i;er transfer of all semi-current records to the Departmental Records Room may 'éJ_so he
engiired, as per provisions of para 112 of the C.S.M.O.P, R

8) Departmental Records Officer may be tained in the Orientation Coirpse in Records
Management (Copy of the Calender for 2014-15 is enclosed which is also available in
Departinent’s W ebsite). :

9) In case, any parteular contract/case/file is under Arbitration, Liﬁgaﬁon,‘Enquify or Audit
by any Authority, all documents and records shall be required to be retifned H1 the final
clearance from Arbitration, Litigation, Enquiry or Audit as the cage may be or il the
prescribed retention period, whichever is later. This is applicable on all the
Pivisions/Sections/Branches of Indian Council of Agricultural Research, New Dalki

Action on the above recommendations may be initiated under intimation to this

~ Department so as to strengthen the records management activities in the Indian Councl of
Agricultural Research, New Delhi.

.........................................................




Agricultural Scientist Recruitment Bpard (ASRB)

Recruitment — I & 11 Sections

. | Subjects/Records-groups

Period

Retention

recruitment from Sr. Scientists and above containing
following documents:-

No Recommended by the
National ves d
India
approved by the Couzlcﬂ
1. Dir_ecf Recruitment of Scientists and above:-
Aﬁé_li_caticm folders of  candidates rejected at
scigening stage , T
Wy (After this p only those
Application folders of candidates recommended for | cases will be Wwhich
interview involve couf_t"gi W f
Application folders of candidates where none selected
Application folders of candidates
recommended/selected )
Princii)ai file for various scientific posts advertised on G5
recelpt of requ131t1ons from the Council o
2. Prmczpal ﬁle for posts com_mg under direct

(2) “Part-B having bio-data of each candidate

C-1 (One year from the da’ce 3
of issue of appomtment .
order of the candldate)

(b) A copyof IFC

C-1 (One year from the date
of issue of appOintment '

order of the candldate)

(c) Noting portion containing names of C-1(Oneyear from the date
candidates, preliminary screening | of issue of appomtment
statement, detail of screening committee order of the candidete)
duly signed by Experts _

Pl 1




W
R
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- Subjects/Records-groups Retention Period |:
NO Recommended by the
o ‘National Archives of
& India (NAI) and

approved by the Council
(d)Copy of offer of Memorandum of selected | C-1(One year from the daté
candidate received from Council of issue of appomtmen’c
order of the can dldate) |
(e) Copy of appointment order received from
: 1Council
"’g‘ﬂ’gJ oining of candidate on that specific post
3. | Score card containing details of statement prepared
by screening committee experts
4. | Score card containing details of award of marks given | C-5 (After th1s pemo
by Selection Committee those cases wﬂl be 1
which involve court cases )
5. | Register used for registration of applications received B
| for various direct recruitment posts
6. | List of De}nand Drafts received towards fee ctc. C-3
deposited in the Bank
7. | Induction of Technical Personnel into A.R.S. C-5
8. | Principle file related to each post for assessment of | C-5 (After declaration of
Scientists result)
9. | Recruitment rules/TA and Amendment to the rules B
etc. and modal qualifications
10. | Agenda Proceedings and other papers relating to C-3
various meetings
11. | Appointments/postings of staff in ASRB & other C-5
Personal Administrative matters
12. | Release of Advertisement for various scientific and C-5
Technical posts :

\ P
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ARS/NET Examinations and other Examinations

Retention

containing marks in respect of all competitive
examinations :

S8l | Subjects/ Records-groups Period |
#¥0. | Recommended by the
National Archives - of
India ~ (NAD  and
approved by the Council
1. | Files relating to notification of various examination | C-1 (After decldration” of
result) : i
2.| Attendance sheets of candidates called for viva-voce | C-1 (After declaratlon of
i result o
3. At_tféndanée sheets of experts called for viva-voce C-1 (After ion - of
k;r result)
4.1 Application folders of candidates who do not appear | C-1 (After *deelaration  of
in the ARS/NET/other examination result) '
5.| Application folders of candidates who do not qualify | C-1  ((After declaratlon ‘of
in the written part of examination result) L
6.| Registers used for registration of applications B :
received for various examination SRR
7.| Computerized  lists/CDS  showing details of C-5
| particulars of candidates for various examinations ,
8.1 Files containing policy decisions/amendments rules | B
of examination
9. Attendance sheets of candidates of ARS/NET and C-1
- | other examinations of different centers
10| Application folders of candidates qualified for ARS
viva-voce and for NET certificates:
a) ARS Viva-voce but not recommended C-1
b) NET Certificates issued B
c¢) Folders of candidate found not eligible as per | C-1 {except cases involving
notification Court cases)
11| Unused Question Papers of each Examination C-1
12 Answer Scrip’ts for all Competitive Examinations C1
13 Files relating to declaration of result and registers B
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11, ARS. 1 & 1T Sections

Q

| Subjects/Records-groups

Retention Permd

No. Recommended by the
National Archives “of
India (NAI) '
approved - by
Council L
1. | Brochure containing functions of the sections in ICAR C-g
p‘dating of information -
2. I—Imdl Salahkar Samiti - Hindi as medium of
mStru_ctlons for ARS Examination
3. _Ip\g}u,smn,_of discipline of blo—techhology in ARS
Examination
4.| Printing of question papers for A.R.S. Examination C~3
5.| Printing .C—,?_,.
6.} Publication of Result Regarding C—3
7.| Registration of candidate who apply for ARS B
Examination
8. Work Study of Cadre student/Cadre strength in the C-3
clerical cddre at .C.A.R.
9.] ARS exam -~ holding of examination C-3

P.r.
RSN
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