demiae aur stte@fire st aRwe,

Council of Scientific and Industrial Research
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

F.No.6-9( 53 )/78-2004-E.1lI Dated: 28:08.2025

FATHT AYH / OFFICE MEMORANDUM

fawwr : §-3fve srateaae - FAuRE! f st ik Fafa & e ae daree v |

Subject: E-Office implementation — SOP for relieving and onboarding of employees
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The Competent Authority has been pleased to approve the following SOP for transfer of the e-office for the
relieving and onboarding of employees on their transfer to other labs/units of CSIR.

1.

The NDC format of the lab must be modified to include the following:

e The reporting officer will mention the name of the officer to whom the e-files/e-receipts will be
transferred.

e In the NDC, the Reporting Officer must certify that no e-file/e-receipt is pending in the inbox/parked
folder of the concerned officer.

e e-office Nodal officer must sign only after ensuring that no e-file, no e-file/e-receipt is pending in the
Inbox of the officer at the time of relieving.

The Relieving lab must:

e Ensure that no e-file/e-receipt is pending in the Inbox/parked folder of the officer at the time of relieving,
and then relieve the employee in the e-office.

e Transfer the employee to the new lab in a suitable OU.

The new lab where transferred must ensure that:

e Upon actual joining the new lab, a post is created for the employee in e-office in the relevant OU, and
the employee is mapped to the post.

No reference should be made to CSIR-Hqrs, and transfer of e-office account should be done directly
between the labs.

Apart from the eOffice, management of Digital Identity-related activities for the concerned officer
may also be considered in the new NDC format.

This issues in consultation with IT division of CSIR Hqrs.
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