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Sub: - Instructions on carrying weeding out of records - Reg. 
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Instructions have been issued from CSIR Headquarters regarding importance and necessity 
of weeding out of old records from time to time to reduce the volume of records and to maintain 
cleanliness of work place. 
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2. In continuation of the above, the Heads of all the Labs/lnstts/H Qrs are requested to 
issue directions to all concerned in their respective Labs/Instt to initiate a drive to weed 
out/dispose of the records/files etc. as per the procedure laid down in Central Secretariat Manual 
of Office Procedure!Record Retention Schedule. 
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3. The first report of weeding out carried out at respective Labs/Instt/HQ may be sent 
to this office in the attached proforma within three months of issue of this letter i.e. latest by 30th 
June'2023 followed by subsequent weeding Out reports after every six months. 
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2. 0/o DG, CSIR-~ tv for information 

3. 0/o JS (A), CSIR-~tv for information 

4. Cf51llfaq "l'lfc1; Office copy 

5. ~~JfR 8ciH"fl~C:/ CSIR Website 



Annexure-A 

Report of Weeding Out of Records 

Name of the Lab. 

upto date 
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~ Name of the m;rr 

Section/ Division 
Number of 

Quantity of 
Space freed due 

S.No. 
files/documents to weeding 

weeded out 
Scrap discarded 

out/disposal 

Authorised Singatory 

AO/CoA/Sr.CoA 


