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Tiro/No. : 5 - 1(335)/2016 - PD 	 itFt/Dated: 19.04.2016 

1144-1 Office Memorandum 

In order to enhance the administrative efficiency and productivity at CSIR Hqrs., the 
Competent Authority has been pleased to approve the following timelines to dispose off various 
receipts / references at CSIR Hqrs. All administrative sections/divisions/units of CSIR Hqrs. are 
requested to submit the Report of their respective sections/divisions/units in the enclosed Proforma 
on monthly basis to Joint Secretary (Admin.), CSIR/Director General, CSIR. 

It may be ensured that the report for the preceding month is sent by the 10 th  day of each 
month. 

(it-dt VET / Vinod Kumar) 

31-Q7 	(1fLt ITT ) / US (Policy Division) 

:T1-2ftcrit/As above 

edf"/Copy to: 

1. US/SO of CSIR Hqrs./Units/Complex/HRDC- for compliance 
2. US,O/o DG,CSIR 
3. US,O/o JS(Admn.) 
4. PS to Sr.DS (HR/PD) 
5. PS to DS(CO) 
6. PS to Legal Adviser,CSIR 

,/f.  Head, IT Division with the request to host this OM on the CSIR website & Policy Repository. 
8. Office Copy 



LWOW 344.  Ay.  4Jodati  

,201 6  for submission to Joint Secretary (Admin .) ,CSIR  /  bG ,CSIR 
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Grievances/  
Com plai nts 

Dak  
Monitori ng 

Subject 

Forwardi ng of a ppli cation 
- - 

Vigi l ance Clearance 

With  reference to DoPT  /  MoF etc . 

Routine service matters 

Service m atters i nvolving ref. to 
Fi nance / Legal /Policy 

C PGRAMS 

Parl iament Q uestions 

VIP Reference 

P M O /  Cabi net Secretari at 

RTI  

No.of  Recei pts No . 
P rocessed   

10 days 

10 d ays 

Process / ti m eli ne b reak-u p: 

a)

Wi th i n CSI R 	 :1 month  

b)

F or DoPT,MoF etc advice 	: 1 m onth  

Process / ti meli ne b reak-u p: 

a)

Issue to Lab . for comme nt 	: 5 d a ys 

b)

R ecei pt of  Lab  comments 	: 7 d ays 

c)

P rocess/exami nation of  case 	: 7 d ays 

d)

Di s posal  / Approval  of  CA 	: 7 d a ys 

e)

Des patch  of  fi n al  res ponse 	:4 d ays  

45 days 

1 week  

3 days 

2 weeks 

2 weeks 

2 weeks 

Process / ti meli n e break- u p: 

a)

Issue to Lab . for comme nt 	: 5 days 

b)

Recei pt of  Lab  comm ents 	: 7 d ays 

c)

P rocess/exami nation of  case 	: 7 d ays 

d)

Di s posal  / Ap proval  of  CA 	: 7 d a ys 

e)

D es patch  of  fi nal  res ponse 	:4 d ays  

2 weeks 

Sched uled  turnaround  time / 
Fi nal  disposal  

Balance 
Pendi n g Current Status /  Remarks 

UOISIAla /  1.1011,30S  

snios  arnieuB!S 
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