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

From
WY Aiaa (=)
The Joint Secretary (Admn.)
Jard,
TrowamgerR & wit g varTerensl s /gerad & Fawe/aaE|
fvg: Rete s & Ihia Reld wdum/Amie ok Raid & fSfRrdeto w ormdw |
eIy

Repte yeivm eyl 1fafafy § wifes so sifteral @1 fmfor, wevere, gwifa 8k Fuer
i & 3R T TR 3 BT TR ST a9 ¢ b e, Torbrsta R BTy are Rels
il R éaq Wf%a;% m%ug b mﬁﬁ@é{wﬁm% i
SR IS 8, gl fou1 ol 81 U T[uradiged Rebls Use ‘
AH SR % 91 S vare # 3 gt B iy

). G-I R 39 A @ wEidd sy St popT), MRS YUR SR dle fRierad faum
(DAR & PG) GRT TR} fvu 17U & | Sty wfarery srafera ufshar Fammadt & sear 10 7 ifirera yeie,
IREE ¥ ariferur, ReeT &) ufar, Rere ufduror srqge, Ml &t sftRan ik Hlem aur
sfiaal @ werd ¥ vy # favga ey Rumu § | Sowsmdar 3 +ft w9y w g8 A o
P& b aifreRal o1 e 3 fRRnfdell & SfaR fovar oy 3R SHfcrel &1 §eTg 1 U Fald ST
¥ = A frar w59 Gy #, AUHSTEIR & f&T1F 10.04.2023 & URG H.4-10(39)/Hqrs./2025-HR-
11 &1 e foran o g § (wfafea dem)|

drgemgaR ¥ Iaq ukuzr & ufaawR & fafte yarmrensdt & v ga=1 ot d i
F R, T8 UTT1 T R b e v ARl  Repte @l B @ &1 $o S a1 o W &, dfe
YT 3 TR TP G OITe o) TR g1 & off T8 8|

R 3-4 SIS, 2024 B WHAEHR-TAHRIR 7 3raiford Frogengsir aiffe yemata
355 H R RS vae & g2 W AR @ = @1 18, Rrad gt wnfve it nfafafrdl o wmm sk
2 ¥ Ty o warTETeTa /AR ) wTd RepTs et & o PR $37 @1 strawaddl Hegy S
| A, Ay 3R BIE Ted & Rals ) fSRied sH & forg i srmresil/Awir # faRw
3 ot gemar S|

3 Augergar & guft varrens/ARE ¥ R @ fb & HRA PR GRI YHI-HHI W
T RS yae RefEst 3 ded Sieiad fafis Sl & fde & o sy SR a1 aHebe b
F TR W Us AHfHA@IUSR ( Record Officer)’ B T &Y qYT 29 UF & OR) 8 Bl aRiE ¥ 7
o it arafy & sfar o FMuffa voa 3 afiee 3ifiert &1 faarur Iuas S|
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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.

3715303
710144 23710158, 23710468, 23710805, 23711251, 23714238, 23714249. 23714769. 2371



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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