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CIRCULAR

Subject: Action regarding Weeding Out of Records/Files and Records Management

in accordance with the Record Retention Schedule.

stantial number of records, files and dossiers are

being retained in various Divisions/Sections of the Institute even after the expiry of their
prescribed retention period under the “Record Retention Schedule in respect of Records
Common to all Ministries/Departments” issued by the Government of India and the
records management guidelines prescribed by the Indian Council of Agricultural
Research (ICAR). Retention of such records beyond their prescribed retention period 1s
resulting in excessive occupation of office space and creating difficulties in systematic

and scientific records management.

It has been observed that a sub

y the Government of India from time to time, every
ble for ensuring proper classification, preservation

and disposal of records in accordance with the prescribed procedures and retention
periods. The Central Secretariat Manual of Office Procedure (CSMOP) and the records
management guidelines issued by the Department of Administrative Reforms & Public
Grievances (DARPG) also require that records whose retention period has expired should
be reviewed and weeded out in a time-bound manner, while only records of continuing,

permanent or historical value should be retained.

As per the instructions issued b
Ministry/Department/Office is responsi

Further, in pursuance of the Government of India’s initiatives relating to Special
Campaign for Cleanliness, Redressal of Pendency, and optimum utilization of office
space, itis necessary to identify and dispose of records that have outlived their prescribed
retention period and no longer serve any administrative purpose.

ty, it has been decided to

he Competent Authori
d manner throughout the

Accordingly, with the approval of t
f Records in a phase

undertake the process of Weeding Out 0

Instifute.
1. Phase-|
In the first phase, all Divisions/Sections shall identify such files/records/dossiers
which:
1. Were closed on or before 31.03.2016;
per the Government of India’s

heir prescribed retention period as

2 Have completed t
Schedule or the retention schedu

Record Retention le prescribed by ICAR;
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ent records, _ L
r case, audit objection, vigilance matter,
her administrative/legal

3. Do not fall under the category of perman
atter or any ot

3

4. Are not connected with any ongoing cou
investigation, parliamentary question, RTI'm

proceeding.
2. Responsibilities of Division Heads/Section In-charges _
strative Officer shall

Every Division Head/Section In-charge/Assistant Admini

ensure that:-

All records under their control are thoroughly reviewed.

1.
2. Each file is classified in accordance with the applicable Record Retention

gnificance are

Schedule.
3. Records having permanent, historical, legal, financial or vigilance si
separately identified and retained.
4. Before proposing any record for weeding out, it is ensured that the record is not
related to any pending investigation, judicial proceeding, audit objection,
parliamentary assurance, vigilance case or RTI matter.
The list of records proposed for weeding out is duly certified under their signatures,

5.
confirming that such records are eligible for disposal as per the prescribed rules

and guidelines.

Remarks | Signaturc of |

3. Format for Submission of Information
All Divisions/Sections shall furnish the required information in the following format:

| Sr. | File | File | Date of | Date of | Classification | Date of
! No. [ No. | Title | Opening | Closing | as per Record | Expiry of Head/Section
,; ! of File of File | Retention Retention In-charge
;‘ f / Schedule Period

| (A/B/C-1/C-
L J 3/C-5/C-10)

| l !
| | | | ]

N |
T | |
4. Indicative Classification of Records

e Category A — Records to be preserved permanently.

« Category B — Records requiring long-term preservation.
Category C-1 — Records eligible for disposal after 1 year.

. Category C-3 — Records eligible for disposal after 3 years.

. Category C-5 — Records eligible for disposal after 5 years.
Category C-10 — Records eligible for disposal after 10 years

(Final classification shall be governed by the prevailing Record Retention Schedule

prescribed by the Government of India/ICAR.)

5. Timeline




g All _DiyisionslSections shall submit the above information to the Administration
cclion within 20 (Twenty) days from the date of issue of this Circular.

Failure to furnish the information within the stipulated period shall be construed as

non-review .of records by the concerned Division/Section, and responsibility for the delay
shall rest with the concerned Division Head/Section In-charge.

6. Further Course of Action

The requisite information shall be compiled and submitted in the

prescribed format
to Mrs. Chanderkala Bakolia, Assistant Administrative Officer and Record Officer of the
Institute, to facilitate compilation, scrutiny and further processing of the records proposed
for weeding out.

Based on the information received, a Records Review Committee/Weeding Out
Committee shall examine the records and submit its recom

mendations. Thereafter, action
for disposal of records shall be undertaken in accordance with the prescribed procedures
and with the approval of the Competent Authority.

All concerned officers are requested to accord top priority to this exercise and treat
records management as an essential

component of administrative efficiency,
transparency, accountability and the Government of India’s cleanliness initiatives.

This Circular is issued with the approval of the Competent Authority.

For further details, reference may kindly be made to ICAR Office Memorandum
No. Admn./1/8/2012-W.S. (Vol.-ll) dated 18.02.2016.

AN\
/’a%é f\\"’b
(Chanderkala Bakolia)
Assistant Administrative Officer and Record Officer

Copy to: ,4/
1.

Director, ICAR~Indian Agricultural Statistics Research Institute (IASRI), New Delhi —
for kind information.

2 All Heads of Divisions/Sections, ICAR-IASRI, New Delhi — for necessary compliance.

3 All Assistant Administrative Officers/Section In-charges, ICAR-IASRI, New Delhi — for
necessary action.

4 Administration Section, ICAR-IASRI, New Delhi — for coordination and record.

5 Record Officer, ICAR-IASRI, New Delhi — for coordination and record.

6.

Notice Board/Internal Portal of the Institute — for wide circulation.



