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Indian Council of Agricultural Research N
Krishi Bhavan : New Delhi

F.No.Admn.5/2/ 2016-W.S. Dated the 27 December, 2016
CIRCULAR

The Competent Authority has expressed concern on the quality of ‘Note’ recorded on
the files by a number of Divisions. It has been decided that Notes on files should include a
precis of previous papers, a statement or analysis of the issues requiring decisions. In addition,
it may also contain suggestions regarding the course of action and the final orders passed by
the senior officers. Hence, the Competent Authority has directed that while submitting files
to higher authorities, the note recorded on the file should be in the following standard
format:-

1) Proposal under consideration on file i.e. the issue(s) involved

2) Brief facts of the case

3) Acts, Rules and Guidelines applicable and relevant for the subject
3{a) Check-list if any (to be flagged) or part of note, if manageable)

4) Comments from other Ministries/ Departments/ Divisions on the subject, if
required.

5) Analysis of alternatives (i.e. various course of action) and the reason for best

one to resolve the problem.
6} The authority competent for taking decision in the matter.

The main note containing these headings should have laxger font then the general text
and should be bold and highlighted. Routine notes regarding interim cross references and
correspondences containing matters such as seeking information/ clarification from the ICAR
institutes or other agencies on the issue should be placed below the main file in a separate
file cover/ folder which will be part of correspondence file after the same information has
been utilised in the main note. All notes on the file submitted to higher officers should be
typed neatly. The above procedure has been devised to maintain uniformity and also the main
note may not be bulky/ unnecessarily lengthy.

Individual Divisions like Internal Finance, Budget and Law may slightly modify the
format depending upon specific requirement.

All Officers/ Sections are requested to follow the above instructions in letter and spirit
while submitting files to higher officers.

{ P.Sakthivel )
Deputy Secretary (WS}

Distribution:-

1. All Officers/ Sections of ICAR Headquarters at Krishi Bhavan, Krishi Anusandhan
Bhavan-I/1l, NASC Complex, New Delhi.

2. ISO, DKMA for uploading the circular on ICAR website.

3, Guard file.
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