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11.0  OBJECTIVES 

After studying this Unit, you will be able to:  

· discuss the importance of documentation in organic farming and 
certification.  

· enlist the different types of documents maintained by Certification 
Bodies; 

· describe the key certification records and reports; 

· describe the structure and function of ICS in certification and their 
documentation requirements; and 

· interpret standard formats of organic farming and certification 
documents, 

11.1 INTRODUCTION  

The organic farming business involves a diverse group of stakeholders with 
varying interests and roles. Key players include farmers, consumers, input 
suppliers, distributors, retailers, certification bodies, government agencies, 
Local Communities, NGOs, & Advocacy Groups. In organic farm business 
management, documentation and checklist maintenance play a crucial role in 
ensuring transparency, traceability, and compliance with organic standards. 
In India, where the demand for certified organic produce is growing in both 
domestic and export markets, proper documentation is essential to prove the 
authenticity of organic practices. For example, an organic turmeric farmer in 
Maharashtra must maintain records of seed sources, organic inputs used, and 
pest control measures to get certification from bodies accredited for  NPOP 
(National Programme for Organic Production). Similarly, a checklist helps 
farmers ensure timely practices like composting, weeding, and field 
inspections are done as per standards. Without accurate records, farmers may 
face difficulties in getting certified, selling at premium prices, or entering 
export markets.  

Managing documentation is not just for farmers, but it is also required for 
certifying bodies; they have to maintain the different documents. Let us see in 
detail.   

11.2 DOCUMENTS MAINTAINED BY THE 
CERTIFICATION BODY 

a) Details of the authority under which it operates; 

b) A written statement of its certification programme, including rules for 
granting, maintaining, suspending, or withdrawing certification;  

c)
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d) Details of how it gets financial support and the fees charged to operators

e) Procedures for handling complaints, appeals, and disputes; 

f) A directory of the certified products

g) Any other information deemed relevant

The Certification Body must set up and follow the policies and procedures to 
create and manage all documents related to its certification programme. 
These documents should be made available to the Evaluation Committee 
during their visit. The committee can also give feedback and suggestions for 
improving document maintenance, if needed. 

11.3  CERTIFICATION RECORDS AND REPORTS

To ensure credibility, traceability, and transparency in the organic 
certification process, Certification Bodies are required to maintain detailed 
and organized certification records and reports. These records not only 
demonstrate compliance with the standards laid down under the National 
Programme for Organic Production (NPOP) but also support effective 
decision-making during inspections, audits, and evaluations. Proper 
documentation helps in tracking the certification process, handling 
complaints, managing operator files, and maintaining the integrity of certified 
organic products. The following sections describe the types of documents 
maintained by the Certification Body, the contractual obligations with 
operators, and the structure of recordkeeping systems that ensure smooth and 
compliant operations. 

Operators must accept inspections, 

Provide accurate and complete information; 

Inform the Certification Body if they decide to withdraw from 
certification by surrendering their Scope Certificate. 

They are also required to notify the Certification Body of any operational 
changes that may affect their certification status. 

Additionally, Operators must adhere to certification timelines, including 
timely data submission and compliance with any non-conformities or other 
requirements. Any changes in the organic system plan or in production and 
handling practices must be communicated to the Certification Body on a real-
time basis to maintain transparency and compliance. 
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11.3.2 Operator Files 

The Certification Bodies shall maintain an operator file for each certified 
operator. 

· The Operator file shall have relevant data available for the certified 
production units, including any sub-contractors and members of Grower 
Groups. 

· Such Operator files shall be up-to-date and contain all relevant 
information, including history, product specifications, maps, and label 
approval. 

· Inspection reports and written documentation shall provide sufficiently 
comprehensive information to enable the Certification Bodies to make 
competent and objective decisions. 

· This file shall demonstrate the way in which each certification procedure 
was applied, including inspection reports and the outcome of imposed 
disciplinary measures. 

11.3.3 Records 

All records shall be safely stored and held secure and in confidence, 
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Check Your Progress 11.1 

Note: a) Use the space below for your answer. 
 b) Compare your answers with those given at the end of the unit 

1) Match the following: 

A (Term) B (Description) 

a)  NPOP i)   Signed contract outlining responsibilities 

b)  Operator files ii)  Must be stored for a minimum of five years 

c)  Complaints and 
appeals

iii) Details of authority, certification programme, 
fees, etc. 

d) Certification records iv) National Programme for Organic Production 

e) Contract with Operator v) Includes maps, label approval, and product 
specifications 

2) Why is documentation important in organic farming business management? 

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

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

3) What are some key documents that a certification body must maintain? 

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

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

4) How long must certification bodies keep records, and why? 

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

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

11.4  INTERNAL CONTROL SYSTEM (ICS) 

Internal Control System (ICS) is a system created by the farmers of a Grower 
Group to make sure that all the rules and standards of the National 
Programme for Organic Production (NPOP) are followed. The Grower Group 
must appoint one responsible person to look after this system, who is called 
the ICS Manager. This ICS Manager should preferably be one of the existing 
members of the Grower Group and will ensure that the group always works 
according to NPOP requirements. 

11.4.1  Constitution, Requirements and Duties of ICS of 
Grower Group 

The ICS of the Grower Group shall have an office at the location or in 
proximity to the Grower Group. The Certification Body shall conduct 
physical verification of the office of the ICS to ensure compliance with this 
requirement. Before accepting any group through a No Objection Certificate 
(NOC), the Certification Body shall ensure compliance with this requirement. 
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· ICS shall be established for the functioning of the Grower Group and 
shall be responsible for compliance with the requirements under the 
NPOP. 

·

·
for the functioning and maintenance of the ICS. It shall verify the 
credentials 

· The ICS shall formulate internal standards in the local language under 
the 

· The ICS shall have adequate internal inspectors for ensuring that 100% 

· There shall be at least one internal inspector per 50-60 farmers. 

· The inspectors shall be well-versed in the standards to perform internal 
inspections. 

·

· he farm diaries should be available for inspection with the respective 

· The ICS shall also be responsible for organizing required training for the 
farmers on organic production and Grower Group certification 
requirements. 

· Details of farmers, including the name of the Farmer, Father’s/Husband’s 
name, the geo-location of the farm, its area, crops grown in the farm, the 
Farmer’s unique ID as given by the Ministry of Agriculture & Farmers 
Welfare, and who are the members of the Grower Group shall be 
displayed at the ICS office of the Grower Group. 

· A manual for the ICS shall be formulated by the Grower Group, 
comprizing policy and procedure for the functioning of the ICS and the 
Grower Group, including procedures for inclusion of members in the 
group and exit from the group, and agreement of the members with the 
ICS. The model format for such an ICS manual is available in NPOP 
Procedures 2024. 

·

· In case the farmers are unable to run and operate their ICS, such 
farmers may enter into a contract with an external service provider to 
act as the ICS. Such a service provider shall perform all duties and 
responsibilities of the ICS under the NPOP and all provisions applicable 
to an ICS under the NPOP, including sanctions, shall mutatis mutandis 
apply to such external service provider. 



Documentation 
and Checklists

255 

· The ICS shall have a procedure and terms of reference for engagement 
of an external service provider (if any) with defined roles and 
responsibilities. 

·

11.4.2 Default by Members 

If any farmer in a Grower Group fails to follow the rules of the National 
Programme for Organic Production (NPOP), the Internal Control System 
(ICS) must remove that farmer from the group. It must also make sure that 
the produce from such a farmer is not mixed with the group’s certified 
organic produce. The ICS Manager must ensure that other nearby farmers in 
the group take proper steps to prevent contamination.

The Grower Group and its ICS must strictly follow the NPOP Procedures 
2024 and maintain all the required documents as per the updated guidelines. 

11.4.3  ICS Personnel 

The Grower Group must appoint specific people to run its Internal Control 
System (ICS). These personnel should preferably be selected from the 
members of the Grower Group itself. If the group hires an outside service 
provider through a contract to manage the ICS, then the internal inspectors 
should still preferably come from within the Grower Group. 

The ICS team will include the following designated personnel: 

A. Internal Control System Manager (ICS Manager) 

The Grower Group must appoint an ICS Manager (preferably one of its own 
members) who will be responsible for running the Internal Control System 
(ICS) and ensuring that all activities follow the rules of the National 
Programme for Organic Production (NPOP). If the ICS Manager is hired 
from outside, he/she should only manage Grower Groups located within a 50 
km area. The ICS Manager will develop and implement the ICS for the 
group. He/she will organize internal inspections, coordinate with field staff, 
approval staff, and the Certification Body. The ICS Manager must also set 
clear procedures for: 

a) Approving new farmers who want to join the group. 
b) Identifying major non-conformities (like the use of prohibited 

substances) and minor non-conformities (like poor record-keeping). 
c) Checking whether defaulting farmers have taken corrective actions. 
d) Imposing sanctions on defaulters, such as removal from the group or 

downgrading organic status. 
e) Ensuring that the Grower Group fully follows all NPOP requirements.  
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Fig. 11.1: Duties of ICS Manager 

B. Internal Inspectors

The inspectors shall be well-versed in the standards to perform internal 
inspections. The ICS shall maintain a profile of the internal inspectors. 

Fig. 112: Duties of Internal Inspector 

Approval Committee

D. officers

Field officers shall be identified from among the group, one at each 
production area. The field officer shall train the farmers by organizing field 
extension services. 
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E. Purchase Officers

Purchase officers shall be identified who would be responsible for the correct 
purchase of produce from the farmers. The purchase officer is required to be 
well-versed in ICS. 

F. Warehouse Manager

If there are separate warehouses, it may be necessary to have a warehouse 
manager who would be responsible for handling the produce. He/she shall be 
well-versed in the procedures of ICS for proper implementation. 

G. Accounts/Record Keeper

A person shall be identified from among the group to maintain the accounts 
and records of the ICS. 

Check Your Progress 11.2 

Note: a) Use the space below for your answer. 
 b) Compare your answers with those given at the end of the unit 

1)  Mark (✓) for the correct and (✗) for the wrong statement in the 
following: 

a) The Internal Control System (ICS) is created by the Certification 
Body to enforce NPOP standards in Grower Groups. (   ) 

b) A farmer who fails to follow NPOP rules can still sell produce under 
the group’s organic label. (   ) 

c) The Approval Committee in ICS consists of three members from the 
Grower Group. (   ) 

2)  Match the following: 

A (Term) B (Description) 

a) ICS Manager i)     Conducts training and field extension 
services 

b) Internal Inspectors ii)    Maintains accounts and records of ICS 

c) Field Officers iii)   Coordinates inspections, approvals, and 
compliance 

d) Purchase Officers iv)   Ensure 100% farm inspections twice a year 

e) Record Keeper v)    Responsible for the correct purchase of 
produce 

3)  Who can be appointed as the ICS Manager and what is his/her role? 

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

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

4)  What is the role of the Approval Committee in ICS? 

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

 ..................................................................................................................... 
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11.5 ORGANIC FARMING AND CERTIFICATION 
DOCUMENTS FORMATS

Annex 1

Under the 
Organic Products Certification Mark Regulations, 2024

Under the style of 

Hereby apply for a license to use the Indian Organic Logo Certification in 
respect 

T

  *  Strike out one not applicable

a) The composition of the top Management of my/our firm is as follows: 

 S. No.  Name    Designation

irector of Industries (In case of Small-Scale Units) or similar 
other Documents 

OR

OR
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OR

.

 To      .

.

 to       .

Statement. I/We further undertake to modify, amend or 
alter my/our Scheme of Inspection and Testing to bring it in line with 
that which may be specified 

 **I/We have at present no scheme of Inspection and Testing in 
operation. I/

extend to the Certification Body all reasonable facilities at 
my/our command, 

OR

 I/We shall intimate the time, date, etc., suitable for carrying out the 
preliminary 
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dated _________________from Certification Body. 

OR

 __________________________________________________________ 

 __________________________________________________________ 

and the prescribed regulations. In the event of the license being 
suspended 

necessary to fulfil the provisions of the 
aforesaid Regulations with immediate effect. We also undertake to 
comply with each and every provision contained 
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2

License for the Use of Certification Trademark – “India Organic Logo”

LICENSE NO. CMS –

1.
Certification Trademark of India Organic Logo, the Certification 

Body hereby 

Certification Trademark set out in the first column of the first 
Schedule hereto, 

2.

3. This license shall be valid from to

4.

Regulations, 2012.

                        (2)
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To

clare
to use of the INDIA ORGANIC LOGO, 

and we undertake to be subjected to the Regulations for INDIA ORGANIC 
LOGO Certification Trademark.
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Annex 2 

ICS APPLICATION FORM (For Use by The Farmer) 

To 

The ICS Manager of the Grower Group (Quality Manager/Service Provider) 
Farmer Name: Farmer Code: ______________ 

Father’s/ Mother’s Name: 

Village Name:  

Farmer Address & Contact Details (To be filled by ICS Office) 

Farm (No. of fields including conventional plots) 

GPS Coordinates (similar on field map): 

Aadhar Card: 

Livestock Details : 

Khasra 
No 

Total 
area 
(ha) 

Land 
offered 

for 
organic 

(ha) 

Main Crop 
(Rabi) 

Inter 
Crop 

(Rabi)

Main Crop 
(Kharif) 

Inter Crop 
(Kharif) 

List all the 
inputs used for 

organic 
farming 

Irrigation 
Source 

Total 

Notes on field situation in organic crop 

Organic field with no clear borders  

All owners are organic  

Field is clearly separated from other fields by  

Storage location with capacity:  

Other:(describe) 
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Declaration of the farmer 

I, the farmer, declare that the information provided above is correct and that 
I have understood the conditions for Organic Production and ICS rules, and
I agree to sign the ICS contract. 

Date: Signature of farmer: 

Place: 

I, the ICS manager, confirm that the above-mentioned information is correct. 

Date: Signature of the ICS Manager for acceptance  

Place: 
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Annex 3 

FARMERS CONTRACT WITH ICS 

Name and Address of the ICS 
and 

Farmer's Name, Address & Code No. 

The ICS shall 

1. Be responsible for coordinating the project and organic certification 
from an accredited organic certification body. 

2. Advise farmers on the organic farming methods and organize farmer 
training programmes. 

3. Conduct the internal inspections and approval of organic farmers 

4. Buy the organic crop at the prevailing market price plus any possible 
organic premium (depending on market). The ICS shall make the 
payments within one week of the purchase of the products from the 
farmer. 

5. Entertain the complaints and appeals of the farmers and do justification 
within a reasonable time. 

The farmer shall: 

1. Undertake organic farming as per the NPOP organic standards 
outlined in the Internal Organic Standard as well as the Internal Control 
System (ICS). 

2. Not use pesticides, herbicides or synthetic fertilizers on any crop within 
the certified organic fields. 

3. Use off-farm input only after taking approval from ICS/CB 

4. Attend all the training programmes organized by the Internal Control 
System. 

5. Maintain the farm records in the required format. 

6. Fulfil the conditions enforced by the internal control system and the 
accredited certification body. 

7. Endeavour to maintain and improve the ecosystem by not cutting trees 
and burning organic material, and littering plastic wastes unnecessarily. 

8. Sell the certified products to the Internal Control System only. 

9. In case of any violation of the organic standards in the project, the 
same shall be reported to the ICS. 

10. Accept the sanctions prescribed by the ICS in case of violations of the 
internal standards by the farmer. 
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11. Shall allow inspections by persons authorized by ICS and the inspector 
of the accredited Certification Body, and give access to the fields, stores 
and documents. 

12. In case of any changes in the production plan, immediately intimate to 
the ICS. This agreement is Valid from _______________________ till 
_________________________ 

Farmer  For ICS 

Signature Signature 

Name: Name  

Place & Date Stamp 
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Crop Map (Season wise) 

Farm Map 

Annex 4 

FARM DIARY (for ICS) 

Name of ICS: 

Year of the Current Crop: 

Season: Kharif / Rabi /Zaid/Annual/Others 

Name of the farmer:    Code No._______________        

Father’s/ Mother’s name: _____________________________________________ 

Aadhar Number: ____________________________________________________ 

Farmer address & Contact Details: ______________________________________ 

Name and Address of the Farm: __________________________________________ 

Land Details (Khasra no., GPS Coordinates, etc.) __________________________ 

Total Land (acres) ___________________________________________________ 

No. of Farms /Plots __________________________________________________ 

Total land offered for organic certification (acres) _________________________ 

Year in which organic production was started by the farmer __________________ 

Date of joining of the farmer in the ICS ___________________________ 

Present production technique: Fully chemical /Part organic-split / Part 

Organic-parallel/fully organic/Other crops under organic production and their area 

______________________________________________________________________

______________________________________________________________________ 

Other Crops (name and area) 

Certification Status: In conversion/ organic 

Name of the accredited Certification Body: 



Inspection and 
Certification of 
Organic Produce

268 

Farm-Crop-Area Details: 

Name of
the crop 

Area in 
Hectares 

Year and 
season of 

production 

Age and 
plantation time 

in case 
of perennial 

Method of 
production 
(irrigated, 

non-irrigated) 

Remarks 
(organic/- in-
conversion/ 

others) 

Seed & Planting Material: 

S. 
No.

Name 
of the 
crop 

Variety Purchase 
date of 
the seed 

Name of 
Supplier

& 
Address 

Type of seed 
(organic, 

untreated non-
organic, treated 

non-organic) 

Seed 
Treatment 

(give 
details) 

Quantity 
of seed 

(Kg /Ha)

Total 
quantity 
of seed 

used (kg)

Soil Conditioners & Fertility Input Records: 

S. 
No. 

Name of 
farm 

/ plot no. 

Area Name 
of the 
crop 

Name of 
the inputs

Source of 
input 
/brand 

Details of 
application 

Total quantity of 
input used 

Date Rate  

Record of On-farm Input (For Soil Fertility Management/Insect Disease 
Management) 

S. 
No. 

Name of 
Input 

Date of input 
preparation 

Details of raw 
material used 

Quantity of input 
prepared 
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Disease, Insects, Pests & Weed Management Record: 

S. 
No. 

Name of 
Farm plot 

no. 

Area Name 
of the 
crop 

Name of 
pest, 

disease 
and 

weed 

Treatment 
Used for 
control 

Source 
/  

Brand 
of input

Rate of 
application

Total 
quantity 
applied 

Name Date  

Contamination Control Records: 

S.No. Chances of 
contamination 

Source & 
Details 

Time of 
contamination control

Contamination 
management 

Remarks

    Prevention Control  

  Machinery      

  Water      

  Air      

  Neighbor      

  Drift Control & 
 Buffer Zone 

  Storage      

  Others      

Records of Production & Harvest Details: 

Name of 
farm/plot 

Years & 
seas on

Name of the 
crop/produce 

Area 
(Ha) 

Estimated 
production

(MT) 

Date of 
harvest 

Actual production 
(MT) 
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Record of Post-Harvest, Handling & Storage Area: 

Name of 
crop 

Post-harvest treatment (Harvesting,
Threshing, Winnowing, Cleaning)

Name of 
produce 

Packing Material Storage area

Sale Record: 

Name of
the 

produce

Status 
(Organic/ In 

- In-
conversion)

Total 
output 
for sale

(Kg) 

Quantity 
sold to ICS

Purchase 
Receipt no. 
issued by 

ICS 

Balance
Qty 

Usage / 
Consumption/
Other issues 

Remarks

Dispatch Record: 

Name of 
the produce 

Status 
(Organic / 

In- 
conversion) 

Quantity 
sold to 

ICS(Kg) 

Details of transport Remarks 

Date Quantity Mode 
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Annex 5 

APPLICATION FORMAT FOR EXIT OF FARMER FROM ICS 

From (Member of Farmer Group under certification) 

Name………………………………………………………………………. 

ID Number………………………………………………………………… 

Address……………………………………………………………………… 

To The ICS In charge) 

….…………………………… 

………………………………. 

………………………………. 

Dear Sir, 

Sub: Request letter for exit from ICS 

I am not interested in continuing with the ……………………………………..  

(name of the Grower group) under organic certification for the following 

reasons 

…………………………………………………………………………………

…………………………………………………………………………………

…………………………………………………………………………………

………………………………………………………………….. Hence kindly 

allow me to exit from the grower group during the renewal of certification of 

this group. 

(strike out the below paragraph if not applicable). 

Also kindly forward the details of my certification status as on the date of my 
exit, to …………………………………………………who are the new 
certification body under which intended to be certified. 

Yours faithfully 

Date: Signature of the farmer 
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Annex 6 

EXIT APPROVAL FORMAT FOR A MEMBER FARMER FROM A 

GROWER GROUP 

(Letter Head, ICS) 

To, 

(Name of Farmer) ………………. 

(ID Number) …………. ………… 

(Address).………………………… 

……………………………………. 

Exit Approval 

Your application for exit from the grower group has been accepted by 
the……………………… (Responsible authority) (name of Grower group). 

The details of your certification status as on xx/xx/xxxx is as follows:  

Name of Member: 

ID Number: 

Crops and Status: 

Start of Conversion: 

Validity of Current Certification: 

The corrective action listed by the approval committee and/or by the internal 
inspector (if any) 

i) 

ii) 

List of products already sold to ICS and quantity Crop Quantity 

1. xxxxx xy 

2. zzzzz zy 

Date: 

Place: (for ICS) Signature 

(Seal of Grower Group) 
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Annex 7 

INTERNAL INSPECTION CHECKLIST 

ICS Name: 

Farmer’s Name Farmer Tracenet ID 

Farmer’s Father Name:  

Internal Inspector: Date of Inspection 

Village/Taluka/Block/ State: 

Farmer Present During Inspection: GPS Coordinates: 

Farm Details (all plots, incl. non-organic plots) 

Total Area Ha 

Organic Area Ha 

Number of Plots  

Farm Map (Verify the availability of farm map and its accuracy) 

Plot 
No. 

Area Main 
Crops

Inter 
Crops

Use of Inputs 
incl. Seeds 
(last year) 
Product, 
Quantity, 

Date 

Yield Estimate 
(MT) 

Actual 
Yield (MT)

Total 

Plots 
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Checkpoints Yes / No 
/NA 

Remarks 

Animal Husbandry 

Living condition of the animals on farm 
are acceptable 

Animals fed with organic or non-organic 
Feed 

No medication without veterinary 
Prescription 

Farm and Farm Management

Whole farm is managed organically (all 
crops) 

Verification of farm map   

If also non-organic crops: conventional 
plots clearly separate from organic plots; 
storage of Inputs is separate 

If also non-organic crops: organic crop is 
not grown on non-organic plots (no 
parallel production) 

Seeds and planting material used 
(own/purchazed) 

Off farm inputs are Approved /Restricted   

Farmer trained in organic standards   

Farmer aware of internal organic standard

General assessment of the farm with 
regard to sustainability 

Burning of crop residues   

Border and prevention of drift   

Weed control   

Pest Management   

Disease Management   

Prevention of erosion   

Cleanliness of the farm   

Implementation of all required activities   

General assessment of crop   
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Yield estimate (list the yield estimate of 
the Current crops) 

Post-Harvest Measures

Harvesting (no chemicals used, no co- 
mingling of the final produce) (only 
allowed ingredients used, no co-
mingling/contamination) 

Storage (no co-mingling/contamination)   

Transportation (no co-mingling/ 
contamination) 

Risk Management 

Risk of Contamination From Low/Med /High Comments 

Neighboring non-organic 
Fields 

Non-organic activities of the same 
farm 

Industry, motorways, wastewater, 
etc. 

Others(specify)   

Measure taken to minimize the risk: 

Approval/Recommendations of the Internal Inspector (whole farm) 

Compliance with Previous Conditions 

     Good               Partially/acceptable        Missing not acceptable       
      No conditions last year 

Compliance this Year 

     To approve without conditions         To approve with conditions  

     Cannot be approved  
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Comments by Internal Inspector 

Declaration 

The farmer herewith confirms that he/she has complied with the internal 
organic standard and has declared all used input activities as stated in this
form. The farmer has noted the set conditions. 

Date & Signature  

Farmer 

Date & Signature  

Internal Inspector 

Approval Decision (To be filled by ICS Office) 

Compliance this Year 

Approval Decision: 

Additional conditions or sanctions: 

Date & Signature  

Approval Manager: 

Approval Decision 

Compliance this Year 
 approved without conditions                 approved with conditions 
 not approved 

Additional conditions or sanctions: 

Date & Signature                                                       
Approval Manager 
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Annexure 8 

Internal Organic Crop Production Standard of the Internal Control 
System (ICS) 

This Internal organic standard is based on the National Standard for Organic 
Production (NPOP). 

1. Guidelines for Admissions to ICS 
a) The farmer should be practizing organic farming 

b) The whole farm has to be converted to organic 

c) The farmer shall not be a member of any other farmer group 
certification 

d) The farmers shall maintain the farm diary for noting their activities 
on their farms 

2. Farm Diary shall Contain: 

a) List of crops grown during the season, including main crops and any 
additional crops grown together. 

b) Details of the methods and steps to be followed in organic crop 
production 

c) List of inputs used, including what they're made of, how often 
they're used, how much is used each time, and where it bought. 

d) Source of organic planting material (seeds and seedlings). 

e) Explanation of the steps taken and physical barriers in place to 
keep organic production separate from non-organic farms. 

3. Guidelines for Seeds and Planting Materials 

a) All seeds/seedlings/planting stock used must originate from organic 
farms. 

b) Only if no organic seeds and planting material are available, 
conventional but untreated seeds may be used after getting 
permission from the Internal Control System Manager for use only 
in the first year conversion. 

c) The farmer shall keep all the empty packets of seeds for inspection. 

d) No seed treatment with unallowed inputs shall be done 

4. Guidelines for Plant Nutrition/Fertilization 
a) Only use of farmyard manure and compost from own farm is 

permitted for plant fertilization. Other organic inputs can be used 
only after obtaining permission of the Internal Control System 
Manager. 

b) The farmer should undertake crop rotation, green manuring, 
composting etc. as per the recommendations of the field officer 
(extension worker) to improve soil fertility. 
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5. Guidelines for Plant Protection Measures 

a) The farmers shall undertake necessary preventative methods as per 
the directions of the field officer for prevention of pests and 
diseases, which will include choice of crop, varieties & cultural 
practices etc. 

b) For plant protection, only inputs listed in the approved input list shall 
be used. In case of necessity, the product will be distributed by the 
internal control system. The farmer is not allowed to use any off-
farm inputs without getting the prior permission of the Internal 
Control System. 

c) Only hand and mechanical weeding is allowed for weed control. 

6. Guidelines for Contamination Control 

a) The borders and buffer zones shall be maintained as per the 
recommendation of the field officer for the prevention of drift of 
unallowed inputs from neighbouring farms. 

b) The farm implements should be thoroughly cleaned before use if the 
implement is borrowed from a conventional farm. It is preferred that 
the implements be borrowed from an organic farmer only. 

c) The farmer shall not store any unallowed inputs on the farm. 

d) Farmers will take special precautions to prevent contamination 
control in case of parallel production. 

7. Guidelines for Soil and Water Conservation 

a) Measures for the prevention of erosion shall be undertaken by the 
farmers as per the recommendation of the Internal Control System. 

b) Such practices shall include measures like cultivation according to 
the slopes, planting green barriers, building terraces and earth 
bunds, etc. 

c) The crop residues and weeds should not be burned and should be 
composted or used as mulch 

8. Guidelines for Storage of Organic Produce 
a) The farmer shall store the harvested produce hygienically and shall 

use the bags given to them by the ICS for the storage 

Note: The farmer should attend all the trainings organized for them 
by the Internal Control System. 
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Annexure 9 

FORMAT FOR SANCTIONS BY ICS 

(Letter Head) 

To 

……(Name of Farmer)....................................................... 

……(ID Number) .............................................................. 

……(Address) ................................................................... 

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

List of sanctions and conditions of the approval committee 

The following sanctions have been listed by the approval committee based on 
the internal inspections on xx/xx/xxxx 

Removal of the farmer from the group 
Downgrading the organic status to first-year conversion 
Downgrading the farm produce as conventional 

The following conditions have to be met by the farmer to maintain the 
certification status and continue with the grower group 

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

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

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

You are requested to fulfil the conditions listed at S.No ………..…… within 
xx/xx/xxxx and convey the same to the ICS office. The rest of the conditions 
have to be fulfilled by the next internal inspections. 
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Annexure 10 

APPLICATION FORM FOR ACCREDITATION FOR OVERSEAS 
COUNTRIES UNDER NPOP 

1. Name of the Certification Body: 

2. Name of MD/CEO/Director: 

3. Address: 

a) Phone No.:  

b) Fax No.: 

c) E-mail: 

d) Website: 

4. Legal Status: 

5. Accreditation No. & Validity of Accreditation: 

6. Scopes of accreditation approved: 

7. Name of the country group for which certification services applied for. 

8. Scopes of certification being sought in the country. 

9. Organizational structure and personnel 

 (Only the ones proposed for certification services in that country. Please 
enclose the organizational chart, list of personnel involved in the 
inspection and certification of the scope applied for covering the 
qualification, experience, job, description, documentary proof of the 
appointments, training and other related activities. 

10. Policies and procedures for inspection and certification for the scope/(s) 
applied for the foreign country (Submit the policies, procedures and 
formats for the operational part only applicable for that country and 
scope under NPOP). 

11. Please indicate the proposed tariff structure for certification of the scope 
applied. 

12. Describe the present inspection and certification activities carried out by 
your organization in that country or in any other foreign country under 
NPOP or under any other accreditation for organic products. 

13. Details of existing operations under NPOP (as applicable). 

No. of Operators for: 

· Crop production  

· Livestock  

· Aquaculture 

· Food processing and handling/trading 

· Animal feed processing and handling  

· Others (specify) 
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14. No. of export TCs issued and quantity exported during last 3 years. 

15. Please enclose the following with the application form.  

· Application fee by demand draft (as per the accreditation fee 
structure on APEDA website) drawn in favour of APEDA, New 
Delhi/submit online transaction details. 

· Any other additional information you wish to specify.  

Declaration  
I hereby declare that I am the authorized signatory for M/s. and the 
information stated above is correct to the best of my knowledge.  

Signature  

Name  

Designation  

Date  

11.6 LET US SUM UP  

Documentation and checklists are vital components of organic farming 
business management, as they ensure transparency, traceability, and 
compliance with the standards prescribed under the National Programme for 
Organic Production (NPOP). Proper documentation builds confidence among 
certification bodies, consumers, and export markets by proving the 
authenticity of organic practices. For example, an organic farmer must record 
details such as seed sources, organic inputs, and pest control methods to 
qualify for certification. Without accurate records, farmers may lose 
certification, face marketing challenges, and miss premium prices. 

The responsibility of documentation does not rest only with farmers. 
Certification Bodies are also required to maintain detailed records, both in 
physical and digital formats. These include: details of authority, certification 
programme rules, inspection procedures, complaint-handling mechanisms, 
financial details, and directories of certified products. Certification Bodies 
must also maintain operator files, inspection reports, and disciplinary records, 
all stored securely for at least five years. 

Within Grower Groups, the Internal Control System (ICS) plays a crucial role 
in managing documentation. The ICS Manager, preferably a member of the 
group, ensures that farm diaries are maintained, inspections are conducted, 
and all farmer details (name, farm location, crops, unique ID, etc.) are 
recorded. The ICS also prepares manuals, develops internal standards in local 
languages, and organizes training for farmers. In case of defaults, records 
help in identifying non-compliances and enforcing corrective actions or 
sanctions. 

Documentation and checklists form the backbone of organic certification. 
They safeguard credibility, help in smooth inspections, and ensure that 
organic farming remains sustainable, transparent, and trusted by markets. 
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11.7 KEY WORDS 

Organic Certification : Organic certification is a process that verifies that 
agricultural products meet organic standards and 
issues the certificate for the same.  

Documentation : The process of maintaining written or digital 
records (e.g., seed sources, inputs, inspections) to 
ensure traceability, compliance, and transparency 
in organic farming. 

Checklist : A structured tool used by farmers and Internal 
Control Systems (ICS) to verify that required 
organic practices (like composting, weeding, and 
inspections) are completed on time. 

Internal Control 
System (ICS) 

: A system developed by farmers of a Grower Group 
to ensure that all members comply with NPOP 
rules, involving inspections, documentation, and 
monitoring. 

ICS Manager : The designated person is responsible for the 
functioning of the ICS, ensuring inspections, 
compliance with NPOP, record-keeping, and 
communication with the Certification Body. 

Operator File : A record maintained by the Certification Body for 
each certified operator, containing farm history, 
maps, specifications, inspection reports, and 
compliance documents. 

Non-Conformity : A violation or failure to comply with NPOP 
standards by a farmer, classified as major (e.g., 
using prohibited substances) or minor (e.g., poor 
documentation). 

11.8 SUGGESTED FURTHER READINGS/ 
REFERENCES  

· APEDA. Organic Certification and Accreditation. NPOP section: 
https://apeda.in 

· Awasthi, L. P., Das, S., & Pattanayak, S. (2022). Principles of Organic 
Farming. IK International Pvt Ltd. 

· Biswas, D., & Micallef, S. A. (Eds.). (2019). Safety and practice for 
organic food. Academic Press. 

· Comprehensive Training Manual on Organic Farming, 2022 National 
Centre for Organic and Natural Farming, Department of Agriculture and 
Farmers Welfare, Ministry of Agriculture & Farmers Welfare, 
Government of India. 



Documentation 
and Checklists

283 

· Dabbert, S., Haring, A. M., & Zanoli, R. (2004). Organic farming: 
policies and prospects. Zed Books. 

· Gehlot D. (2019). Organic Farming: Standards, Accreditation, 
Certification and Inspection, M/s AGROBIOS (INDIA). 

· IGNOU (2007). BAPI-002 Inspection and Certification of Organic 
Produce. School of Agriculture, IGNOU. 

· ISCOP. Certification Process Document – NPOP Standards. 

· Maliwal, P. L. (2020). Principles of Organic Farming: Textbook. 
Scientific Publishers. 

· Ministry of Commerce & Industry. (2023). National Programme for 
Organic Production (8th Edition). APEDA (NPOP Secretariat). 
Retrieved from APEDA website. 

· Ministry of Commerce & Industry. (2024). NPOP Procedures 2024. 
APEDA Secretariat. 

· Sahoo, D., Jansirani, R., & Rana, M. K. Organic Certification. 
In Organic Production of Vegetable Crops (pp. 671-719). Apple 
Academic Press.  

· Somasundaram, E., Nandhini, D. U., & Meyyappan, M. 
(2021). Principles of organic farming. CRC Press. 

11.9 ANSWERS TO CHECK YOUR PROGRESS 

Check Your Progress 11.1
1)  a-iv, b-v, c-iii, d-ii, e-i 

2)  Documentation ensures transparency, traceability, and compliance with 
organic standards, which is essential for certification, premium pricing, 
and access to export markets. 

3)  Details of authority, certification programme statement, inspection/ 
evaluation documents, financial support and fees, complaint-handling 
procedures, directory of certified products, and other relevant 
information. 

4)  Records must be kept securely for at least five years to maintain 
credibility, traceability, transparency, and compliance with NPOP 
standards. 

Check Your Progress 11.2
1)  a (✗), b (✗), c (✓) 

2)  a-iii, b-iv, c-i, d-v, e-b 

3)  Preferably a member of the Grower Group; responsible for running the 
ICS, conducting inspections, coordinating with staff and Certification 
Body, and ensuring compliance with NPOP standards. 

4)  A three-member committee from the Grower Group that makes decisions 
on approvals, ensuring compliance with ICS, internal standards, and 
NPOP rules. 
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