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4-10(39)/Hqrs/2023-HR-II Dated 22.04.2024

From

Y& |iva (=)
The Joint Secretary (Admn.)

To,
The Directors/ Heads of all CSIR National Labs/ Instts. / Hars.

Subject:/ - Instructions on carrying weeding out of records- reg.

Madam;‘gir,

With reference to CSIR circular letter of even number dated 10/04/2023 on the subject cited
above, I am directed to state that instructions were issued to all labs to send the first report related
with weeding out of files, and scrap and space created out of this activity latest by 30.06.2023.
Thereafter, this activity was required to be carried out every six months. It has been observed that
many Labs / Instts have not sent any report in the matter so far, and none of the Labs /Instts has
sent the subsequent six monthly report to this office.

[t is, therefore again requested to send the consolidated action taken report in terms of CSIR
circular letter mentioned above in the prescribed proforma for the period upto 31.12.2023 latest
by 25/04/2024, followed by next report for the period 01.01.2024 to 30.06.2024, as stated in the
initial circular.

Youj_s%'lfully,
'--:%'f’_, / -

o (Putﬁma Arora)
Deputy Secretary
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4-10(39)/ FEATEA/2023-HR-I1 Dated 10.04.2023

No.

From

woaa |fed (T9reE)
Joint Secretary (Admn.)

T I GARTRITATHEATAT & e =reh/saa /

The Director/Head of all National Laboratory/institutes

fawa: sfdeal fir g =a F [der & ey 7

Sub: - Instructions on carrying weeding out of records — Reg.

Helady,

HTGTEHR TEIE W R ARG 3 TH9-T09 R Sels & Hed 3R Aagadl & oy

# frcw ot v e § aifes siftrerat &t A &) o fvar o 9 oiR s 3t Wwsdl 1Y I
Eik:cal

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.

2. SR & ®y # aft wanmRrarsi /ARl & yaEl ¥ Ry ¢ & 3 ey
Hefid mrmsﬁmwﬁ‘r H Central Secretariat Manual of Office Procedure/Record Retention
Schedule & TR RGN /Brdl ofe &1 Be/MueH & o te siftm g &3 & fow wt
Heftrdf &1 A o S|

2 In continuation of the above, the Heads of all the Labs/Instts/HQrs 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.

3. gefdd uanrmerel /Al Agserdl # @) 18 ders @1 Ugd RUle 59 uF & ORI g1
& i 7eR & iR gt 30 S, 2023 9F Taw NEMT A 30 Hrafay &) Hoft SY a4 IS 916 8
B8 HelH & 91 Rable 31 te-l 1 RUIE 34 Hrafed S Joll §g)

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 30"
June’2023 followed by subsequent weeding Out reports after every six months.

E'?F'Hﬁ mhnﬁ/ As above

P.T.O.
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yfafeifd/ Copy to:-

aRg Sy afa @it srfem)/ sr.os (Co)
O/o DG, CSIR- &1 8/ for information
0O/0 JS (A), CSIR- T 84/ for information
Hratay ufd/ Office copy

HITHEIR JTUIT/ CSIR Website
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Report of Weeding Out of Records

Annexure-A

Name of the Lab.

upto date
Berg &Y TE f s/ &
o | wIgdl/aEAda! ““f;' FAEIET WTelt
Sl = iﬁflxiw b ﬁ e
AT Name of the HTET E?
. ) Number of y Space freed due
S.No. |Section/ Division . Quantity of 5
files/documents : to weeding
Scrap discarded :
weeded out out/disposal

AQO/CoA/Sr.CoA

Authorised Singatory




