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ADMIRISTRATION DEPARTMENT

........................................ i
I Transfer files (Year/cadre-wige) |
2 Dromotion/Reversion (Vear/cadrewice) |
3 Confirmation files! year/empaoyeew1se)!
¢ Court-cases !cage wise;

3 Personal files of the employees w:i th i

Service Book (empioyeewise,aTieast 3!

yeara after retirement/termination/ |

resignation by the employee] v

confidentiai Reports of the empioyees|

‘Vearwise atieast 7 years after refi-
refent/terinacion/resignation hy they

employee] I

<y

! 2 Recorde pertaining to Ac

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

1 Hecords related 1o Seniorl
i

(n ~
+ ;;«
[

1

T
\cciden
related to vehiclies
3 Records pertaining to Accident
10nv0lving empioyees while dis-
CRarglng orricidi quly ana oft

duty

A

Record o be pregerved for
S fears

o

Hecords pertaihlng to purchases of
Uniform/Stationery/Furnitures
Pixtures etc.

Records pertaining £o use of var-
ioug vehicies [yearwise l0g-book
[OreLqn BervLiCe recoras {emp.wiss;
atleast 5 years after completion
of foreign service.

Records pertaining to D.E.{employ-
eewige,atieast 1 vear aftsr office
order and confirmation of acticn
taken ;.

Tour Diafies (empioyee/yeal wWise)
Training Pile !Vearwige,$ vears
afrer completion of training and
gubatseion of training report!
iudit Moo repiise izepsrate f-ze
for each Audit report repiy, 3 yrs.
afier fingl compiiance/expianation
of audit para;.

[ ¥

wh wn

-3

Records pertainlng to Advertisement
releaged for Recruitment/applications
received iu response {[subjeci to the
condivion that appiication of the
candidate seiected would be taken to

tle persona. ri.e oL TRe concerneq;
Answer papers of written exam.along

with records pertaining to Roil No.
Coding/Decoding Examination/cadrewise,
atieaet 3 vears from the date of final
gelection,

Advance to various employees {yearwise]
Records reiated to EPP/Apprentices
[Yearwige/cadrewise!

Attendance Register/Casual Leave recerds
{Sectionwise and officewise)
Yarioug narindical reports |
and yearwise!
Inspection repor:s &
ndence ideptt.wise!
Reutine Correspondence

Hiring of various offices,allotment of
aparo Corporation premises
i3 years after the premises are vacated
Dy the Corporation and seitlement of
0.iaigg).

Teprt.wige

related corraspo-

in variou

............................................................................................................................................................................
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MARKETING

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

CEPARTMENT

agreements.
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Pinal accounts fii
Jutetate rece:ipt
6 tieup with other

[Companywige!
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Esport/Import of
Technical Literature

of Stockgiyearwise)
Seed Companies

Seeds {yearwise;

e of varicus ..cences!Yearwise,

+
[

m ! o 1
fern/long Tern pol
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19 years

i Seed Planning !Yegr/seasonwize!

NP & Bolling Pricsg!Vagryice and
seagsonwige]

Pinal Sales Report of every unit
{yearwige and 2eggonwise;
Saleg-return policy [yearwise!
Correspondence witn Government
regarding subsidyiYear/seasonwise;
Correspondence with government
regarding Buffer stock schenme.
iyearvise;

Frocurement of seed from Outstate
{yearwise & zeasonwige!

lona. conferences racords
Imporzant Circuiare :gsued %o
Varigus unite

Final sales repor: for Jutstate
marketing (Kharif & Rab:,yearwise!
Aecovery positicn/old outgtandings
file (10 years or till complete re-
covery whateoever ig later!

12 Jutstate Seed Sales Pinal Reporis

{yearwise and seasonwige!
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7.F.Denand/allotment & placement of
sead alongyith Mavament frdarc
jyearwige & seasonwise)

Contingency Depand/Supply & Congu-

4 ! 4 ¢ i
mntion  (Vearwiss { segormise!

mpti
Minikit pianning,distribution
reportg (yearwige k seasonwise!
Divisional Meefinga{year/sesonwise|
Seed Review mesting !yearwise!
Congumption Certificates under
various Schemes iike ICDP {Cereal;
NODP, NPOF , 88PDF,ICCR (Cotion)
{Vearuise!

Advertigement Zudget k Prograzme
Yearuise)

Briwark Wall painting,Cioth banpare
208 Items,Bxhibition Rits etc,
(Seasonwige k Yearwise)

Payment of Ad.Agency & ralated
papers, [Yedr wise]

Maintenance of Reaster for reiease
of Adver:isemen: in Newspapers
Corpprate brochure

Record to be preserved for
3 oyears

i Seed aliotment working papers
Moyement Ordsr ynriing papers
feriodical reports on expected seed
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availability, placement (year/seasonw:ige!
Daily parketing reporte{year/seasonwise!

!

|
|
?

Processing Reports (yearwise & seasonwise|

fixation of Transporter & related issues

Deriodical sales reports
9 Newspaper/Magazine cuttings
Pri

f o5 0 ¢

vate companys’ MRP {season/yearwise|

10 Kiscellaneous prinring
Corcrespondence with Units regarding
aubsidy/minikits

[
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Qutstate Moverent/Despatches & “lgcement

periodical reporte

¥

2

temva v

.d &Y Lx) Y r
£,0rreanondence with SM/DH/DUT

4 Periodical reports aboul plantwise
avaiisbility &

despatches

i
i

i
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i Record to be preserved for
i 10 years

L]
113 Correspondence with Govt. of India
i14 Matter pertaining to Agril.Policy

2
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29
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1 Corr.
28 Co

Record to be preserved for
5 years

T

Progressive farmers maliing il

Advance 3ooking Corregporndernce

{Yearwise & geasonWise!

fleid Day/fieid Denos.|yealwise,

Records pertaining to Discount

Coupons (seasonwise]

Krishi-Bhushar & Sheti Nistha

awarde {yearwise:

correspondence witii oiher bdiale

Seed Corpns.SFCI,NSC |Vearwise!

Correspondence with Jther Couniries

{COURTry-wise;

Jorrespondence with APSA!Yearwize!

Correspondence of MSST Offices qul
ide Maharashira.{Vr.wise].

Correspondence with Seed Asgor.of India

Payment file of various parties!¥r wige!

Advance booking for Outgtate Mkig.

Seed requirement,pianning,pricing

and movement for nutgtate Mitg,

!yearwise and seasonwige!

Disposa: of seeds carried over in

Qutstate[¥r.wise]

Availability of seed with other

State Seed Corporations [VYr.wise]

Correspondence yi th varing

with CAMs,Pure(Vesrwise!

rr.with Secy.Agri. (Yearwise!

Internal Correspondence with H0Ds

Excess lodging charges/hirin

charges for vehicies

Ceneral Advertisement 1n newspapers

Various agrii.fairs & exhibitions

MAHABEE: Dealers meeting & felicitation
Dealers zeetingiysar/seasonuise!
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FROCESSING DEPARTMENT

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

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

Lease deeds & Property Papers
Administrative approval & purchase
of machineries,work order and supply
orders

B

| Record to be preserved for |
| 15 years |
freemmee e e e |
| 1 Grading Records with Grading |
| Register (Year/Beason/Plantwise |
| 2 Certified Seed Stock Books |
| (Year/season/plantwise) |
| 3 Low-grade & Failed Beed Stock |
| Books (Year/season/plantwise] |
| 4 HTN Books {Year/season/plantwise) |
| 5 Bulking Register(Year/Season/plantwise]
| & Raw Seed Receipt Books (Yearwiese & |
| seasonwise/plantwise) |
| 7 Truthful seed stock book (Yearwise |
| and seagonwise/plantwise) |
| 8 Confidential Enquiry Papers |
i and Enquiry reports |
| 9 Processing Material Stock Book |
| (yearwise & seasonwise) |
|10 Yearly Processing costing reports from|
| plants [ Yearwise & seasonwise) |
|11 Disposal of Old machinery & scrap |
|  machinery |
|12 Correspondence regarding Court |
| . Cases |
{13 Technical Literatures |
| |

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

Record to be preserved for

!
18 years g

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

1 Tender Documents & signed contracts
2 Various project related papers
3 Godown Rent Proposals
4 National Productivity Award Appli-
cations & related papers
5 Misc.reports to Govt. of Mah.
and Govt. of India

Record to be preserved for
§ years

1 Growers Grading Intimation books

2 Beed release orders

3 Proposals for Disposal of Low-gqrades
falled seed

4 geed sample books

5 tagging registers

6 Migc.papers for floating tender for
purchase of machinery etc.

7 Various Licences/Certificate
Correspondence

8 Correspondence with RN/DM/DUI/PEs/Pls

9 Periodical Progress Report

10 Monthly, Quarterly & Weekly Reports

11 Internal Department Notes

12 Misc.Correspondence with Dapartmental
gtaff

.............................................
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FINANCE DBPARTMEIT .

Record to be preserved for
15 years

Cagh Book/Petty Cash Book/Bank Book
General Ledger

Subsidiary Ledger

Sundry Debtor/Creditor Register
Aonual GAccounts File

Physical Stock Verification file
Challans of CRf/BPE/BSIC/P.Tax
Sales Tax/ Income-tax

: In addition to above

Record to be preserved for
16 years

Growers Bamak Challan

Noney Receipt Book

Cheque Izsue Register

credit ¥ote / Debit Note
Debit/Credit/HOCA/Journal Vouchers
D.0.Issued/Received Register
Salary Register

Bonus Register

frowers Ledger /Khata Register
Tovoices (Marketing/Production anmd
lowgrade) _

Cash Memos {counter sales iavoices!
Saes Return Hote

Naterial Transfer Notes

Stock Books (All)

Purchase/Sales Registers All
Payment Order files

Counter foils of cheques

Bank Statement of Current/KOCA a/c

b msar s oreesessn meennsees s sssneasss s g .........................................

the consolidated ledger of all units yearvise shalbe kept.

Record to be preserved for
{3years

S IE. e s om0 T A

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

| Weekly/monthly/quarterly reports
2 Nonthly Trial Balanmce
3 Geperal Correspondence

at Head 0ffice as Permanent Record. Soft copy of Computerised Accounts will also be kept at H.C.

as Perzanent Record.

Annual Accounts Pile (yearwise) will be maintained as permanent record at the Unit level



| Record io be preserved for
| 15 years

1 Plles pertaining to various purc-
hases for Quality Control Lab.
Stock Books

Various Enquiry Files

ad DO

| Record to be preserved for
| 15 yers

1 Record of purchases of cloth bags

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

Gunny bags,Vegetable Facking material|
Thirum, Truthful labels,Thread cones |

fumigation covers, tarpauling,towel

papers, insecticides,sulphuric and
hydrochloric acid etc.

planning, test results, cesting &
agreements

Z Record of purchases of machinery
equipments, spares, administrative

approval, costing, testing, agreement

ete,
3 Enquiry File

!
I
|
l
|
l
| inclusive of administrative approval
|
I
l
|
|
I
|

Record to be preserved for
5 Years

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

1 Internal Inward /Outward Register

2 QCL Result sheets
(after verification that no legal or
other enquiry is pending).

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

Record to be preserved for
10 Years

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

1 Record of Transportation of
Processing Material by Hatador
Trucks efec.

2 Records of printing of Gunny baqs

3 Procesging Material costing

4 Agreement with parties

5 Internal Audit Notes

Record to be preserved for
3 Years

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

1 Inspection Reporté of Seed Proc.Plants
and godowng(after compliance obtained)

2 Joint Inspection Reports
31 PT Records

4 Seed Samples Received Register at QCL

§ Quarterly, MOnthly & Weekly reports
pertainaing to QCL

6 Analysis Cards/Counting sheets

7 Sample glips / putting reglsters

8 grading register

5 Years

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

1 Correspondence with Central Stores
with reference to movement of proc.
paterial within State and Outstate
{yearwise and seasonwise)

2 Hinikit programme (yearwise &
geasonwise)

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

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

3 Years {

1 Supply of Processing Material by various
parties

2 Periodical MIS correspondence

3 Bstablishment Records

4 Miscellaneous records



PRODUCTION DEPARTHENT :

Records to be preserved | Record to be preserved for |
Permanently | 15 years |

Record to be preserved for
10 years

’l | @.
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Record to be preserved for Record to be preserved for
5 years 3 years

| e |
. State & Central level sub-committees | 1 Pimal Details of Production Prog.
 Seed Act./regarding Govt.of India | organised in Naharashtra & Qutstate
Hotification Nemorandua etc. | 2 Technical literature
 Seed Policy/New Krishi Dhoran | 3 Performance Details and Research
and Development Project.

I
|
|
l
|
s
l
I
I
l
I
|
l
|
I
|

|

|

|

l

|
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|
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I

|

|

I
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|

|

|

I

|

|

|

I

|

|

|

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

1 Production Planning,targets,procu-
rexent & selling rates policy
{yearvise and seasonwise)

2 Foundation Seed Stock Book & Distribution
Register at unit level.

[¥r.wise and seasonwise)

3 Production Control Register at unit
level (yearvise and seasonwise)

¢ Final yearly reports of production
from various units (Yr.wise & seasonwise]

5 Records related to various subsidy
claigs (Yearvise & seasonwise)

6 Outstate Corrective Production
progradme(party/year & seasonwise)

7 Papers related to Yissue culture &
Pgtato seedling project

8 Records related to Crop Insurance &
Seed Insurance .

9 MAHABER] WARTA

10 Guidelines for Advance Booking in Prodn.
programme (Yr.wise and seasonwise]

11 Correspondence vith Agri.Univer-
sities/ MSEC etc. [Vr.wise]

12 Collaboration with International
Agencies.

|
|
|

1 ]

|

l
"
1 Breeder & Foundation Seed availability 1 Production Programse with TSFs |
& arrangement for deficit,movepent order |  MSFC & Aqril.Universities |
-[Yr.wise and seasonvise] | 2 Advertisement of Prod.Programme |
2 Central Stock Book Registers (Vearwise) | 3 Village level k Divisional level |
3 Rav seed arrival & proc.Reports (Tearwise|  meetings (yearwise & seasonwise) |
and seasonwise) | & Breeder Seed Indent Allotsent |

4 Production programee registration | Liftiag & Purchases {yearwise |
documents (yearwise & seasonwise) | and seasonwise) |

5 Foundation Seed Distribution Slips | 5 foundation Seed allotment to |
(yearvise & geasonwise) | other parties |

6 Pield staff Training [Year & Seasonwise] | 6 Field Inspection & Jt.Inspection |
1 Correspondence regarding CR'S of the | Reports (earwise & seasonwise) |
related Staff. | 7 Workshops & Conferences (Cropwise |

§ Internal correspondence with other NSSC |  and yearvise) |
0ffices/RMs/DNg/DUTs | 8 APHC Tax,Cost of cultivation, |

9 Internal Hotes to HODs | buffer stocking (Yearwise) |
l

10 Correspondence with Taluka Seed Farms 9 Review/Inspection of HSSC Offices |

| 13 Hewspaper cutting records related

| to Doordarshan,Akashwani

| 14 0ffice Records, Leave records |

| felephone usage [Yr.wise] |
i
|

Zilla Parishad (Yearwise & seasonwise) |  Audit Querries,audit Reports Yrvise|
11 Correspondence with Seed Asson.of India | 1@ Minutes of Production Neetings |
12 Correspondence with Seed Corporations |  with RMs/DMs/DUIs [Yr.wise) |
Correspondence with NSC/SECI/ICRISAT/BARC| 11 Weekly & Quarterly Reports from |
TART/ THHR/MACS/MAHAPED/CICR/ ICNF | various districts & ugits |

13 Misc.Correspondence with government | 12 Internal Inward/Outvard Register
and other Private parties | Tear wise |
|
l

| 15 Other General Misc.Piles(Yearvise)

|
S






