
· Certain rules have been amended or new rules have been framed. The amended provisions of rules and new rule framed may please be seen in the bottom of the chapter.
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MAINTENANCE AND MOVEMENT OF 

FILES AND PAPERS

A. FILING SYSTEM

Constituents of a File : A file consists of two main parts : (a) “Notes” and (b) “Correspondence”. Each one of these parts should be placed in a separate cover. The former contains notes recorded on (a) “Paper Under Consideration” and “Fresh Receipt” if any. The “Correspondence” contains all communications received and office copies of outgoing communications.

(i) When the ‘notes’ or the ‘correspondence’ portion of a file becomes bulky (say exceeds about 100 pages on any side) it should be bound and marked “Volume I”. Further action on the subject will be continued on a new volume of the same file, both the covers of which will be marked “Volume II” and so on.

(ii) Every page in each part of the file should be consecutively numbered in separate series. Blank intervening pages, if any, should not be numbered.


Serial Numbers : Every communication whether receipt or issue, together with its enclosures will be kept in the “Correspondence” and given a serial number in red ink on its first page, preferably on the right top corner.


Docketing : Docketing is a process of making entries in the “Notes” portion of a file about each S. No. (Receipt or issue) in the “Correspondence” for its identification. A communication will be docketed by writing in red ink across the page its S. No. e.g. “S. No. 4 (Receipt)”, “No. 5 (Issue)”.

(i) The name of the Federation i.e. National Agricultural Cooperative Marketing Federation Ltd. Will appear on the top of the first page of the “Notes” and within bracket the name of the ‘Section’ or the ‘Divi-sion’ handling the file will be given.

Opening and Numbering of a New File: Each Division/Branch will maintain an approved list of main subjects (known as “Standard Heads”) bearing consecutive serial numbers as illustrated below :

S. No.
Standard Heads

1. Creation of posts.

2. Appointment to officers grade.

3. Postings and transfers and so on.


The list will be scrutinised and brought up to date at the beginning of every cooperative year. As far as possible ‘Standard Heads’ will be allotted the same numbers year after year. A new head may be added to the list with the approval of the Division/Branch Officer concerned during the course of the year, if found necessary.

(ii)
When it is necessary to open a new file, the ‘Standard Head’ under which it should be opened should be ascertained first and then a suitable title prepared and allotted a serial number under the ‘Standard Head’ after consulting the file register.

(iii)
Code letters have already been allotted to the Divisions and Branches in the Head Office and Branches and sub-offices vide this office order No. 8/ 33/ O.O. Admn/70/5 dated 6.3.70. These code letters are to be prefixed to the file No.


The number given to the file will thus consist of :

(i) the code letters of the originating office i.e. Head Office or Branch/sub-office.

(ii) The code letters of the Divisions in the Head Office/ Branch Office concerned.

(iii) the number allotted to the Standard Head.

(iv) the serial number of the file under the Standard Head.

(v) the cooperative year in which opened.


Thus files opened in the Administration Branch of the Head Office during the year 1970-71 under the Standard Head 2 will be numbered as HO/AD/2/1/1970-71 and so on.

(iv)
In the event of reorganisation or redistribution of the functions (items of work) of two or more section, no attempt should be made by the section taking over the records of another section to divide, reclassify or re-number the files already closed and/or recorded. In the case of current files, however, that section should try to close them as early as possible, and open new files according to its own scheme of classification.


Separate file for Each Distinct Subject : There should be a separate file for each distinct subject. If the subject of a file is too wide or too general there will be a tendency to place in it receipts dealing with different aspects of the matter which apart from making the file unwieldy will impede business. If the issues raised in a receipt or in the notes or in the orders passed thereon go beyond the original subject, relevant extracts should be taken and dealt with separately on new files.

Part File : A part file may be opened only when the main file is not likely to be available for some time or when it is desired to consult simultaneously by other sections or officers and it is necessary for them to see the “Paper Under Consideration” and other connected papers.

(ii)
A part file will normally consist of :

(a) the original “Paper Under Consideration” or its copy and other essential papers on the “Correspondence” side; and

(b) the note or notes recorded or to be recorded on the “Paper Under Consideration” or a copy thereof on the “Notes” side.

(iii)
A part file should be merged with the main file as soon the latter becomes available.

(iv)
When more than one part is opened, each one of them should be given a distinct number, thus HO/AD/2/1/70-71 (Part File I), HO/AD/2/1/70-71 (Part file II).


File Register : Record of files opened during the Cooperative year will be kept in a file register, a specimen form of which is given in Annexure I. In the first few pages of this register an index of “Standard Heads” with pages numbered, allotted to each “Standard Head” should be given for reference, Utmost care should be taken to preserve this register.


File Movement Register : (i) All movements of a file will be entered in the File Movement Register, a specimen of which is given at Annexure II, which will be maintained by the dealing hand. Movement of papers for which no files are being opened and which are diarised with a ‘Diary number’ will be noted in the remarks column of the dealing hands’ Diary.

(ii)
Files, papers passed by the Heads of Division or senior officers will be noted by their PAs in the proforma given in Annexure III.


Routine Notes or Papers : Notes or casual discussions on point of secondary importance, routine correspondence like reminders, acknowledgement etc., and notes intended to elucidate minor points of detail which are of an ephemeral nature should not be allowed to clutter up the main file. They should be treated as “routine” papers and placed below the file in a separate cover and destroyed when they served their purpose.


[At times when officers are on leave/ tour, files are marked to them. In such cases, PA/STENO attached to the concerned officer should ensure that the files are not held up and passed on to the next officer of the Section to avoid any delay. Only in those cases where the matter requires specific attention of the officer concerned on leave/tour and has no urgency, the files may be kept till return of the officer concerned on leave/tour.]

(Ref. O.O. No. HO/MD/PA-6, dated 27.1.86)


Referencing and Use of Slips : (i) Referencing is the process of putting up and referring to connected records, precedents, rules, regulations, books or any other paper having a bearing on a case. Such papers will be flagged with alphabetical slips to facilitate their identification.

(ii)
The slip will be pinned neatly on the inside of the page. When a number of files or papers on the same case are to be flagged, the slips should be spread over the whole side of the file so that every slip is easily visible.

(iii)
The slip “PUC” should be attached to the paper the consideration of which is the subject matter of this file. The latest communication which is considered in relation to the subject should be flagged “Fresh Receipt”.

(iv)
No slip other than “PUC” or “FR” will be attached to any paper on a current file. Reference to them will be made by quoting the number of the page in the margin in pencil (e.g. page 6/notes, page 20/cor.).

(v)
Not more than one alphabetical slip should be attached to a recorded file or paper put up for reference.

(vi)
It should be remembered that the slips are merely a temporary conveyance for the quick identification of papers and should be removed as soon as they have served their purpose. To facilitate the identification of reference after the removal of slip, it is necessary that the number of the file referred to should be quoted in the body of the note and the number of the relevant page together with the letter of the slip attached therein indicated in margin thus :

In the body of notes

(F.No. HO/AD/2/1/71-72)

In the margin of notes

Flag G-p.3/Notes


Similarly a description of the Rules, Regulations, Acts, etc., together with the number of the relevant paragraph or clause referred to will always be quoted in the body of the ‘Note’ while in the margin will be indicated the alphabetical letters of the slip and the page number.


Linking of Files : (i) Linking of files on which action is in progress will, as far as possible be avoided. As a general rule this will be resorted to only when the files are inter-connected and orders have to be passed on them simultaneously. If any papers on a current file are required for reference only in connection with the disposal of another current case, relevant extracts should be taken from the former and placed on the latter.

(ii)
When files are linked, strings of the file board of the lower file but not its flaps will be tied round the upper file. The strings of the file-board of flap of the upper file will be tied underneath it in a bow out of the way. Each file will thus be intact with all its papers properly arranged on its file-board.

Arrangement of Papers on a Case : A case consists of a current file and any other files and papers, books, etc., put up for reference. The papers on a current case will be placed in the following  order from top downwards :

1. “Notes” ending with the note for consideration.

2. Draft or drafts for approval.

3. “Correspondence” containing the “PUC” and “FR” if any.

4. Other papers referred to (e.g. extracts from notes or correspondence of other files, resolution etc.) arranged in chronological order, the latest being placed on top.

5. Routine notes or papers placed in a cover in chronological order.

Indexing and Recording

Recording : Recording is the process of closing a file after action on all the issues under consideration therein has been completed. When the dealing hand is satisfied that no further action is required to be taken on a file he will put it up to the Divisional/Branch Officer for his approval to the file being closed under one of the following classes:

(a) To be kept permanently or for a period exceeding 15 years. This class will be allotted to a file in which important questions have been discussed or which contains orders establishing important precedents or general instructions or rulings of permanent importance and which are likely to be required for reference in future.

(b) To be kept for a period between 5 and 14 years. This class will consist of files which are important but are not to be required to be kept permanently.

(c) Less than 5 years. This class will consist of files which are of ephemeral nature.


Preparing a file for Record : After a file has been marked for being recorded, it should be arranged properly for recording, this would involve the following action :

(i) Amendment or revision of the title of the file, where necessary, to ensure that it described adequately its contents at the stage.

(ii) Completing reference, that is removing alphabetical slips and giving permanent identification marks to the references quoted in notes and correspondence (where this has not already been done) and making number of previous or later files on the subject on the cover of the file.

(iii) Preparing a fresh cover for the file with the revised title and details of previous and later references, etc., where necessary.

(iv) Noting in the files Register, the date of recording, classification and in the case of class (B) and (C) files, the year of destruction.

(v) Removing from the file routine notes and papers. The dealing hand will complete action on items (i) to (v) above and submit the file to the Branch/Divisional Head or his deputy who will initial the outer cover, below the classification in token of his approval. The file will, thereafter, be stitched and sent.

Custody of Records
(i) Recorded files will be transferred to the record room with a list in duplicate as in the form at Annexure IV. One copy of the list will be retained by the Record Keeper and other returned to section concerned after putting his signatures in token of having received the files.

(ii) Lists retained in the record room from time to time will be filed Division-wise in separate files. The Record Keeper will also maintain simple register in the form of reminder diary in which a few pages will be allotted to each future year. Files marked for review in a particular year will be entered in the portion of the register earmarked for that year and will be taken out for review in the appropriate years by reference to the register.

Obtaining Recorded Files from the Record Room

(i) To get a recorded file from the record room, a requisition as in form at Annexure V will be handed over to the Record Keeper, who will take out the required file and keep the slip in its place. On return, the file will be restored to its place by the Record Keeper and the slip returned to the Division/Branch concerned.

(ii) Change slip : If a recorded file initially obtained for a case is subsequently put up with another case, a revised requisition slip superscribed with the words “Change Slip” and showing the number of the new file, should be made over to the Record Keeper for replacing the original slip.

Review and Weeding of Records : (i) In July every year the Record Keeper will send to the Division/Branch concerned the files marked for destruction in that year. These will then be reviewed by the officer concerned. Files which appear to be still of use will be kept for a further period to be specified by the officer concerned. These will again be returned to the record room. Files which are no longer required will be destroyed by the Division/Branch concerned after making suitable entries in the file register. A list of files so destroyed will be prepared in duplicate, a copy of which will be sent to the record room.


Files classified ‘A’ and ‘B’ should be reviewed every 5 years and their classification revised if necessary.

(ii)
The period prescribed for review or retention of a file on record, the action will be from the year of its closure and not from the year of its commencement.

(iii)
In order to ensure that files are not destroyed prematurely or kept for longer periods when necessary the Branch Heads will prepare a retention schedule and have it finalised in consultation with the Managing Director. Branches concerned will prepare a retention schedule and have it approved by the Division/Branch Head.


Indexing : (i) An index of the record of a office provides a means or tracing previous papers on a particular subject.


Constituents of an Index Slip : An index slip is composed of two parts, namely (a) Title and (b) File Number.

(ii)
Title of file – The subject given to a file is called its “title”. It should be as brief as possible but should give at a glance sufficient indication of the contents of the file so as to serve as an aid to its identification. The “title” should be divided into (a) ‘Head’, (b) ‘Sub-head’ or ‘Sub-heads’ and (c) ‘Content’ in the following manner :

(a) Head : The important word that is placed first in the title, by which its alphabetical position in the index is determined and on which primarily depends the possibility of finding the title in the index, is called the ‘head’ must be word or words that will naturally occur to anyone who wants the paper. It must not be too wide.

(b) Sub-head : The head will be followed by a ‘sub-head’ or ‘sub-heads’, which should be more indicative or the precise subject of the file than the ‘head’. In selecting ‘sub-heads’ the consideration to be borne in mind will be the same as in selecting the ‘head’, viz., that the word or words selected should be such as are likely to strike anyone in need of the papers contained in the file. Where it is necessary to have more than one sub head in a title, the wider and more abstract should generally come before the narrower and more concrete.

(c) Content : After the ‘Head’ and ‘Sub-head’ will come the ‘contents’. This must be as brief as compatible with expressing clearly the exact subject of the file. If a content shows at a glance like a newspaper headline, the exact subject of the paper, it is good content. A content worded in general terms is of little practical use, for, it does not distinguish a file.

(iii)
File Number : The ‘title’ on an index slip will be followed by a reference to the file number. The procedure for allotting a number to a new file is HO/AD/1/2/71-72.


Standard “Heads” and “Sub-heads” : Consistency is essential in the selection of both heads and sub-heads. For example, files dealing with question of pay should be indexed always under the head “Pay” and not sometimes under “Pay” and sometimes under ‘Salary’ or ‘Emoluments’. This can be secured by maintaining a list of standard heads for recurring subjects and then adhering to them.


Wording and Articulation : The whole title – “Head”, ‘Sub-head’ and ‘Content’ should consist mainly of substantives, adjectives (where necessary) and particles. Minor parts of speech should be excluded as far as possible to make a strict alphabetical arrangement practicable. The title should be articulated, or broken up into members each consisting of as few words as possible, and each expressing an element in the subject matter. Each will begin with a capital letter and separated from the preceding one by a bold dash.

Examples of Titles
	Subject it deals with 
	Title prepared

	
	

	1.
Question whether merit should be regarded as the sole criterion in making promotions and confirmations to selection posts.
	S E L E C T I O N POST Promotions and confirmation Merit sole criterion.

	
	

	2.
Enquiry whether it is necessary to communicate adverse remarks in the confidential reports to person concerned in certain circumstances.
	CONFIDENTIAL REPORT Adverse Remarks : Cir-cumstances in which communication necessary.



In each of the above ‘titles’ the words in block letter are ‘Heads’ those after block letters are ‘Sub-heads’ and the rest of the ‘title’ is content’.

Preparation and Custody of Index Slips :

(i) Index slips will be prepared only at the time of recording of files. Only those files will be indexed which are proposed to be retained for a period of more than five years.

(ii) While preparing file for record the dealing hand will underline the catch words (i.e. ‘heads and sub-heads’) in the title under which the file should be indexed, for the approval of Branch/ Division Heads.

(iii) After the title and catch words have been approved by the officer concerned, as many index slips as there are ‘Heads’ and ‘Sub-heads’ in the title will be got typed out in duplicate. On the top of the slips the ‘Head’ and the ‘Sub-heads’ will be typed one below the other followed by complete title and number of the file. A slip will be allotted to each ‘head’ and ‘Sub-head’ (by scoring out entire relating to the others) and one set of slips will be arranged in alphabetical order and the other set in sequence of file numbers. The former set will be retained in the branch concerned and the latter maintained in the record room.


The Divisional Heads should also note that no separate staff for the purpose will be provided.


This order comes into force with immediate effect.

(iv) (Ref. O.O. No. 2 dated 8.7.1982)


Printing of Annual Index : Annual index for a particular year will normally contain index slips of files opened during that year. Files which remain current for more than 2 years, however, will be included not only in the annual index for the year in which they are opened, but also in the indices of each of the subsequent years during which they were current, ending with the year in which they are recorded.

(Ref. HO/AD/8/84/72-73 dated 30.8.1972)


FILE MOVEMENT REGISTER

It has been observed that some of the files/papers/records pertaining to various divisions of the Federation are untraceable. This is a very serious matter and indicates lack of system of maintaining, movement and security of records. It has, therefore, been decided that all Divisional Heads shall make necessary arrangements for keeping records of movement of all files, important papers belonging to their departments. All files should be sent with the covers and boards. For the purpose, they are directed to maintain a movement register, the columns of which shall be as under:

1. S. No.

2. Date on which file sent

3. No. of file/subject

4. To whom sent

5. Signature of Recipient

6. Date on which file received back

7. Remarks

C.

PROPER  REFERENCING 
I.
It has been noticed that at times officers concerned do not submit cases to the superior officer on proper file. Therefore, it is brought to the notice of all concerned that in future no paper should be submitted without proper file and note requiring decisions. The officer concerned should also mention on the noting portion of the file about the important contents or the letter, quote relevant rules, policy or precedent and in the end the course of action to be taken on that particular letter. In case, however, the concerned file is under submission and the paper received is of urgent nature, the same can be submitted on part file bearing number and subject of the original file. When the part file so submitted comes back in the section it should invariablY be amalgamated with the original file at once and the page should be renumbered.


This order comes into force with immediate effect.

(Ref. O.O. No.34 dated 12.3.1981)

II.
Affixing of slips

It is notified for information of all concerned that files of important nature submitted to the Managing Director should carry a slip on the cover of the file showing ‘URGENT, IMMEDIATE, PRIORITY, IMPORTANT” etc. as the case may be, to facilitate easy identification of such cases.

(Ref. HO/AD/8/277/78-79 dated 31.3.1979)


Putting up of Files
I.
Instances have come to notice where files are not being properly flagged and numbered while putting up the same to the MD. In the absence of proper references it becomes difficult to link the papers and see previous decisions/references. MD has, therefore, desired that whenever files are put up it should be checked that :

(i)
Note sheets and correspondence portions are properly page-numbered.

(ii)
While writing the notes proper references are duly marked both on the letters and the note sheets.

(iii)
As and when first page of the Note sheets is over and notes are carried forward on the second page, it must be ensured that an extra Note sheet is linked so that there may not be any difficulty in disposal of the paper at the senior level.

(iv)
The files required for immediate disposals should be property flagged by using printed flags ‘Immediate’, Priority’ which are being issued by the Administration Section.

(v)
It has been observed that a file is being continued irrespective of the fact that its correspondence portion runs into more than 150 pages. This makes file bulky and difficult to handle. It is, therefore, emphasised that as and when the correspondence portion exceeds 150 pages its second volume be opened and put to use.

(v) As far as possible use of part file be avoided.

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

* Inserted O.O. No. 2 dated 29.04.1994

This order comes into force with immediate effect.

(Ref. O.O. No. 19 dated 25.11.1982)

II.
*Procedure for submission of files to Managing director

1.
Instances have come to notice where Divisional Heads have been sending files directly to MD for approval on the subject which are not related to their Department and not through concerned Divisions to enable them to indicate their point of view. This creates a lot of confusion and misunderstanding. For example, if a Divisional Head desires to intimate a proposal relating to Administration Deptt. Or Finance Deptt., or need approval in such matter, he should not send the same directly to the Managing Director. Such proposals should be routed though the concerned Divisional Head in Head Office. Similarly the business proposals from various Regional/Branch Offices should be routed through Divisional Head in Head Office.


The above procedure should be followed strictly as it will avoid duplicity of work and will also be helpful in disposing of cases expeditiously.

(Ref. O.O. No. 17 dated 17.11.1984)

2.
Instructions were issued vide office order No. 17 dated 17th November, 1984 asking all Divisional Heads that if they desire to initiate any proposal relating to Administration Department or Finance Department or need approval in such matters, they should not send the same directly to the Managing Director. Such proposal should be routed through the concerned Divisional Heads in Head Office. Similarly, the business proposals from various Regional/Branch Offices should be routed through the concerned Divisional Heads in Head Office. It is observed that above instructions are not being followed. In 

order to avoid duplicity of work and also to eliminate the risk of taking inconsistent decisions in different Departments, it is again reiterated that proposals should be forwarded for exami-nation to the concerned Department first instead of submitting the same directly to Managing Director and the instructions contained in Office Order No. 17 dated 17th November, 1984 should be complied with strictly.


Proposals of Financial and Adminis-trative Nature


Very often Divisional Heads submit proposals with regard to financial expenditure directly to MD. In the absence of scrutiny by the Finance, it becomes difficult for MD to take decision and very often he had to send them back to Finance for scrutiny. In future, all financial proposals requiring MD’s approval, therefore, should be routed through Manager (F&A).


Similarly in the case of Personnel and Administrative proposals requiring MD’s approval, the same will be routed through Manager (Personnel) to enable office to examine it before according approval by MD.

(Ref. O.O. No. 22 dated 24.11.1981)

Reply of Letters

1.
It has been observed that the letters received from Government/other organisations are not being replied properly and promptly.  All Divisional Heads should see that the letters received by the Federation must be replied within a period of seven days, if not earlier. Telex/telegrams should be replied within two days. Divisional Heads should also make necessary arrangements for diarising such letters in their Departments. On every Monday or the first working day of the week, they will review the position of the work done/ pending work etc. with their officers. Report of the same be sent on the next working day to the MD’s section in duplicate.

2.
It has also been decided that an extra copy of all outgoing letters should be typed which shall be submitted by the Despatch Section to the Managing Director on the morning of the following day.

3.
All replies to communications received from Government of India, Chairmen, Directors, Members of Parliament, and others of higher or equivalent status etc. should be put up to the Managing Director except those which do not require any reply to be sent. Letters can also be replied by the Divisional Head where policy decisions have been taken.

(Ref. O.O. No. 22 dated 6.1.1983)

II. Instructions were issued vide office order No. 22 dated 6.1.1983 asking all Divisional Heads to see that the letters received in the various Divisions of the Federation in HO must be replied within a period of seven days and that necessary arrangements for diarising such letters should be made. It is observed that the above instructions are not being followed by the Divisional Heads. Therefore, it is expected that Divisional Heads strictly comply with the instructions contained in office order No. 22 dated 6.1.1983.


In addition to above, the following measures should also invariably be taken to streamline the existing procedure with a view to increasing the efficiency :

1. Note sheets and correspondence portions of every file should be properly page numbered.

2. Correspondence meant for internal use within the office premises should not be dispatched through the despatch section. Peons attached to various Divisions should carry such letters and obtain signature of the person responsible to receive letters in the concerned Divisions.

3. Instead of sending reminders in writing, the Divisional Heads should make more use of intercom facility for obtaining information from other Divisions, which may be subsequently confirmed in writing.

4. The Divisional Heads should also first ascertain that the requisite information is not available with them and only after they are satisfied about the non-availability of a particular information, they should approach other Divisions which they feel might be having it. 

5. If the information required is important and urgent, the Divisional Heads should talk to their counterparts in the other Divisions to expedite the information and, if necessary, a person can be deputed to personally collect the same.

(Ref. O.O. No. 45 dated 27.5.1983)


Drafts for approval

It has been observed that drafts for approval are being submitted by various sections on good paper in single space typing without leaving any margin for corrections. It is, therefore, advised that all the drafts should here after by typed in double space leaving half margin for corrections etc. before submission.


Lots of one-side-printed unused sheets are lying in stock. These sheets should be made use of for writing drafts etc. to economise use of good paper.

(Ref. 8/16/68-Admn. Dated 8.11.1968)


Typing of Letters


It has been decided that in future all typewritten letters/circulars/notes etc. should contain at the left side bottom corner, the initials of the Officer/Assistant who has prepared the draft and the name of the person who typed it. This should be noted by all concerned for strict compliance.

(Ref. O.O. No. 43 dated 18.4.1983)

I.
Submission of Summary of important Meetings.

2. 1.
Instances have come to notice where officers of the Federation attend meetings in various ministries/offices in connection with the official work of the Federation and have discussions relating to policy/ business of the Federation but in certain cases no record note of discussions are either maintained by them or submitted to MD/Chairman for their information. It has, therefore, now been decided that whenever any officer of the Federation discusses any official matter with the officers of the Government of India/State Government/Public Undertaking, he should record a note giving gist of the discussion and submit the same to the Managing Director, a copy of which should also be endorsed to the Chairman for his perusal. This work shall be coordinated by  M(COORD.) and he will put up these notes to the appropriate authority. All officers should, therefore, please send a copy of such notes to M(COORD) HO also for necessary action.

(Ref. No. O.O. No. 32 dated 24.2.1981)


Weeding out of unwanted records


In continuation of previous orders on the subject, the following instructions are hereby issued for weeding out old and unwanted records and for destroying them in order to clear space in the record room for accommodating recently recorded files.

1.   Classification of files and papers


All old recorded papers and files should be classified by the Heads of the Divisions for purposes of preserving or destroying them in the following manner.

(i) Class “A”

This class will contain vital records including agreements, legal documents and files dealing with policy decisions, important precedents and questions, etc. which are of permanent nature. Such papers are required to be preserved permanently.

(ii) Class “B”

This class will consist of cases of secondary importance required to be preserved for a longer period say, five to ten years or more. These cases generally relate to transactions with possible financial or legal effects during their preservation period.

(iii) Class “C”

This class will consist of files of secondary importance which is desired to be preserved for a limited period of 3 to 6 years but which need not be retained thereafter.

(iv) Class “D”
Files which are of purely ephemeral nature and are required to be retained for one year or less.

2.   Procedure for weeding out unwanted    

       record

(i) The Record Keeper will take out 25 old files from 1958 on word records for each Division and send them to the Head of the Division concerned alongwith a list in triplicate-one list he will keep in the record, the other two will be sent to the Head of the Division whose PAs will receive the files and return one list to record room with his signature in token of having received the files. These lists will be filed properly by the Record Keeper for future record.

(ii) The Head of the Division will scrutinise and classify these files and will record the classification on the cover of the file and will indicate whether the file is for immediate destruction or to be retained for a further period. The period will also be specified by him on the file.

(iii) The PA will then sort out these files according to the classification given by the Head of the Division and make lists in duplicate and return files to the Record Keeper over the signature of the Head of the Division.

(iv) The Record Keeper will then restore the files which are to be preserved to their respective places and keep those files separately which are required to be destroyed. The lists of files to be destroyed shall be removed at the time of destruction and properly recorded in folders.

(v) On receipt of the bunch of files, the Head of the Division shall complete scrutiny in the light of the procedure stated above within three days and return them to the record room. The record Keeper will then send another bunch of 25 files to him.


This process will continue until all the files upto 30th June, 1970 are completed.

3.
In case a file is not required to be preserved but it contains some important papers worthy of being preserved, these papers should be removed from the file and recorded properly and the file ordered for destruction.

4.
When sufficient files for destruction are collected, the Administrative Officer will arrange the destruction of these files and supervise their destruction. These should be burnt.

5.
This order comes into force with immediate 
effect.

(Ref. HO/AD/10-6/75-76 dated 16.10.1975)

II.
Duration of Retention of Record

In continuation of Office Order of even number dated 16th October, 1975, it has been decided that period for preservation and destruction of records of the Federation shall be as under :

A.
To be retained Permanently
1. Cash Book.

2. General Ledger.

3. Loan Ledger.

(a) Short term Loan

(b) Long term loan

4. Ledger of shares or share registers.

5. Ledger for fixed deposits.

6. Ledger for savings deposits.

7. Ledger for provident deposits.

8. Ledger for investments.

9. Ledger for provident fund.

10. Ledger for societies reserve fund.

11. Ledger for societies charity fund.

12. Ledger for audit fee.

13. Ledger for dividend.

14. Share transfer register.

15. Call register of shares.

16. Stock book of forms and furniture.

17. Acquittance roll.

18. Register for issuing cheque books.

19. Register for issuing pass books.

20. Register of specimen signatures of depositors and their nominees.

21. Register of members.

(a) Register of preference Share holders.

(b) Register of Ordinary Share holders.

22. Register of Directors.

23. Minute book.

24. Register of officers and their services.

25. Register of organisation.

26. Register of liquidated societies.

27. Register of office-bearers of affiliated societies and their specimen signatures.

28. Audit notes and audit statements.

29. Register of pro-notes.

30. Catalogue (Library)

31. Register of letters received.

32. Register of letters issued.

33. List of record destroyed from time to time.

34. Register of disputed cases.

35. Register of court fees.

36. Office order book.

B.
To be Retained for 6 years.
1. Ledger of suspense deposits.

2. Ledger for temporary deposits.

3. Register of bills of contingent register.

4. Collection register.

5. Register of assessment of normal credit of members.

6. Notice book of directors meeting.

7. Visitors book.

8. Receipt books 




(Containing counterfoils).

9. Vouchers.

10. Budget estimates.

11. Returns and statements.

12. Register of payment of travelling allowance.

C.
To be Retained for 3 years

1. Service Books of employees after leaving service.

2. Register of inspection of affiliated societies.

3. Register of rectification Reports.

4. Register of property and debt statements.

D.
To be Retained for 2 years
1. Casual leave Register.

2. Attendance Register.

3. Register of noting dates of withdrawal of deposits.


The procedure for destruction of record will be same as already laid down by the Federation in the office order dated 16th October, 1975.


While considering the proposal for destroying vouchers (B Sr. No. 9), the concerned officers should ensure that arrangements for keeping such vouchers which pertain to any dispute and civil cases are made till such cases get  finally decided.

(Ref. O.O. No. 8 dated 16.10.1981)


Procedure for issue of Office Orders/Circulars etc. - Regarding.

1.
The matter regarding issue of office orders/circulars etc. by Head Office to Regional/Branch offices on various matters came up for discussions in a meeting of Divisional Heads sometime back. It was observed that in the absence of a uniform policy it is difficult to link up cases with one another. At times, over-lapping instructions are also issued from various Divisions on same subject. It has, therefore, been decided to streamline the procedure with regard to issue of instructions guidelines, office orders, circulars etc., as under:

1. All business circulars shall hereafter be issued from the Co-ordination Division Head Office;

2. The instruction/orders etc. pertaining to Personnel/Administration matters shall be issued by the Personnel & Administration Division;

3. The instructions/office orders regarding Finance & Accounts/ Audit shall be issued by the Finance & Accounts Division.


In business matters, whenever any business division feel that certain orders are required to be issued, the concerned Divisional Head shall draft the instructions, get it approved from the Managing Director and pass on the file to the Manager (Co-ordination), for issuing orders.

2.
All the 3 Divisions which are responsible for issuing the orders shall maintain a Register with the following columns :

(i) Serial No./officer order no.

(ii) File no. and date.

(iii) Subject.

(iv) The Division to which order belongs.

(v) Remarks, if any.

3.
The orders/circular etc. issued from the above shall be serially numbered beginning from 1st April  to 31st March  every year.

4.
The copies of these circulars/office orders shall be maintained through a Master/Guard file which shall be got bound after the year is over and sent to the Record Room for reference purposes.

5.
These office orders/circulars shall invariably be issued billingually.

(Ref. O.O. No. 28, dated 23.01.1988)

Annexure – I

FILE REGISTER

STANDARD HEAD NO.

STANDARD HEADING


File No.


Subject

       Date of


Classification











(year of destruction)







         Opening
       Closing



Annexure - II

FILE MOVEMENT REGISTER




Subject …………………………………………………………. File No.




……………………………………………………………………




…………………………………………………………………….



   To
Date
  To
Date
  To
Date
  To

Date


Whom

Whom

Whom

Whom


(Space for recording movement of Part Files)


Annexure – III

MOVEMENT DIARY TO BE MAINTAINED BY STENOGRAPHERS/

PAs OF SENIOR OFFICERS


File or Diary

To whom passed
File or Diary

To whom passed


   Number




   Number


       1

        2


         3



4

Date ______

________     

Date   _________

__________

Annexure – IV


DIVISION ______________________________________________ 

YEAR

S.No.
     File Number
       Classification
Date of actual
Remarks




Year of review
destruction

1
2
3       
4
5

Annexure – V

REQUISITION SLIP

(For Recorded Files from R. Room)

1.
File No. requisitioned 
________________________________________________

2.
Subject of the file

________________________________________________

3.
File No. of the case for 


which requisitioned 

________________________________________________

4. Name and designation


of the officer requisitioning
________________________________________________

5. Name of the Division or


Branch to which belongs
________________________________________________











Signature in full











Division/Branch

Received the above file from the Record Keeper on _________________________________











Signature










 Name in Block Letters










     with Designation

Note : One slip should be used for requisitioning one file only.





Annexure VI 

NATIONAL AGRICULTURAL COOPERATIVE MARKETING FEDERATION OF INDIA LTD.

NEW DELHI

No. HO/PR/1/WOU/75-76




Reminder No ………………..











Date ………………………….

Sub : Weeding Out of Unwanted Old Records


Please refer to the Record Room Note No. …… date ………. Sending therewith …….. files for the cooperative year …… It is to inform you that these files have not yet been received back in the record room with instructions for destruction or retention. You are, therefore, requested to arrange to return the files to the record room with suitable instructions recorded thereon immediately so that further lots of files be sent to you for the purpose.

(Record Keeper)

PA to ………..


A number of instances have come to notice whereby forged / fake bank guarantees have been submitted by suppliers of goods / contractors / business partners and that the Federation has not been able to make any effective attempt to verify the genuineness / authenticity of these bank guarantees at the time of submission. This has resulted in needless and infructuous litigation and criminal action against the concerned, besides incurring heavy losses. 

2.
With a view to streamline the system as well as to eliminate the possibility of acceptance of any forged / fake bank guarantees, it has been decided to evolve the following procedure, which is compatible with the guidelines of banks / Reserve Bank of India as notified vide OM No. 02-07-01-CTE–30 dated 31.12.2007:-

i) Copy of proper prescribed format on which the bank guarantees are accepted from the contractors / suppliers  / business partners should be enclosed with the tender documents and it should be verified verbatim on receipt with original document; 

ii) It should be insisted upon the contractors, suppliers etc. that BGs to be submitted by them should be sent to the Federation directly by the issuing bank under Registered Post (A.D);

iii) In exceptional cases, where the BGs are received through the contractors, suppliers etc., the issuing bank should be requested to immediately send by Registered Post (AD) an unstamped duplicate copy of the guarantee directly to the Federation with a covering letter to compare with the original BGs and confirm that it is in order;

iv) As an additional measure of abundant precaution, all BGs should be independently verified by the concerned accounts official in the Federation; and 

v) It should be ensured that one official of Head Office  / Branch is specifically entrusted with the responsibility by the Divisional Head of Finance and Accounts in the case of Head Office and Branch Manager in the case of branches for verification, timely renewal and timely encashment of BGs. The details of all BGs should be computerized for easy monitoring and the software to be prepared in this regard should have a provision for data updation on day-to-day basis by the concerned officials in both Head Office and the branch offices. 

3.
These orders shall come into force with immediate effect. 

OO NO.15 DTD. 5.2.08
