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4-10(39)/Hqrs./2025-HR-11 Dated 18.03.2025

From

Tged Afa (wmEE)
The Joint Secretary (Admn.)

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

Subject: -Instructions on proper record management/nomination of record officer and
digitization of records — reg.

Sir,

Record Management is a vital activity as it encompasses creation, maintenance, retrieval and
disposal of records and is the best way to guarantee that records with historical, fiscal and legal impact
are accurately identified and preserved & also that non-essential records are discarded as often as is
required by established guidelines. A quality record management brings about improved efficiency
& faster retrieval with enhanced work flows & minimized risks.

2. Instructions on the subject have been issued by DOPT, DAR & PG from time to time. Chapter
10 of Central Secretariat Manual of Office Procedure provides detailed guidelines regarding various
stages of Record Management, Categorization of Records, Procedure for Recording. Record
Retention Schedule, Custody of Records & Review & Weeding out of Records. CSIR has also
reiterated from time to time that records should be managed as per these guidelines & weeding out
should be carried out as a continuous exercise. In this regard, CSIR circular No. 4-
10(39)/Hqrs/2023/HR-II dated 10.04.2023 may be referred to (copy enclosed).

On careful examination of the information received from various labs in response to ibid CSIR
circular, it has been observed that though some weeding out exercise is being done in the Lab/Instts.,
the same is not being consistently reported to Hqrs as per the directions.

The issue of Record Management was discussed at length during the course of CSIR
Administrative Annual Meet held on 3-4" October, 2024 at CSIR-HRDC, wherein the need was felt
to direct all Labs/Instts for effective Record Management with equal emphasis on all the activities
involved in it. Special drive should also be carried out in all Labs/Instts. to digitize the record of
policy, fiscal and legal importance.

Therefore, all the labs/Instts. of CSIR are requested to nominate a 'Records Officer' at the level
of Section Officer or equivalent rank to discharge various functions outlined under the Record
Management guidelines issued by GOI from time to time & provide the details of the Records Officers
in the enclosed proforma within a period of 7 days of issue of this letter.

ours faitt}\fully,

Encl. ;- A% above \V
(Purnima Arora)

Deputy Secretary

Phones : EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714249, 23714769, 23715303
Fax :91-11-23714788 Website : http://www.csir.res.in



Proforma

Details of the Records Officer at (Name of Lab/Instt.)

1. Name of Record Officer

2. Designation

3. Contact details

a. Phone No.

b. E-mail ID

Signature of Sr. CoA/CoA
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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

vios W



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
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