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F.No. JS-CSIR/1/2025-JS-A-CSIR HQ Dated: 14.10.2025 

 
कायार्लय �ापन / OFFICE MEMORANDUM 

 
�वषय : ई-ऑ�फस कायार्�यन- सीएसआईआर मु�ालय के साथ सचंार के �लए कायर्प्रवाह, ई-ऑ�फस म� डाक प्रबंधन, ई- 
ऑ�फस का उपयोग करके बैठक के �ववरण तैयार करना । 
Subject:  E-office implementation– Workflows for communication with CSIR Hqrs, Dak 
handling in e-office creating minutes of meeting using e-office. 
 

स�म प्रा�धकारी सीएसआईआर ने सभी सीएसआईआर प्रयोगशालाओ ंऔर इकाइय� म� त�ाल प्रभाव से कायार्�यन के 
�लए �न��ल�खत ई-ऑ�फस संबधंी कायर्प्रवाह को मंजूरी दी है: 

The Competent Authority has been pleased to approve the following e-office related 
workflows for implementation across all CSIR labs and units with immediate effect: 

WORKFLOW NO. 01 : COMMUNICATION WITH HQRS AND DAK 
HANDLING IN E-OFFICE 

WORKFLOW NO. 02 : CREATING MINUTES OF MEETING USING E-OFFICE 

 

�व�ृत कायर्प्रवाह संल� है। इसे सीएसआईआर मु�ालय के आईटी प्रभाग के परामशर् से जारी �कया गया है। 

 The detailed workflows are enclosed. This issues in consultation with IT division of CSIR 
Hqrs. 

 
 
 
 

(अ�भषेक चंद्र/ Abhishek Chandra) 
अवर स�चव/Under Secretary 

संल�/ Encl. : यथोप�र/ As above 
 
प्र�त�ल�प/Copy: 
1. सभी सीएसआईआर रा�ीय प्रयोगशालाओ/ं सं�ान� / मु�ालय� /इकाइय� के �नदेशक/प्रमुख 

The Directors/Heads of all CSIR National Labs. /Instts. /Hqrs. /Units 
2. सीएसआईआर वेबसाइट/ CSIR Website 
3. कायार्लय प्र�त/Office copy.  
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WORKFLOW NO. 01- COMMUNICATION WITH HQRS AND DAK 
HANDLING IN E-OFFICE 

PART- I: WORKFLOW FOR LABS TO HQRS COMMUNICATION USING E-OFFICE 

Currently there are 3 methods to communicate in e-office: 

1. Through letters, 
2. Through e-files, 
3. Through receipts. 

Workflow and when to use what 

1. Communication through letters: Preferred mode for all eoffice correspondence with CSIR 
Hqrs. 
Roles required in e-office- Departmental Sender and Receiver role to be given to the 
concerned users by the Nodal officer of the lab based on the approval of Competent Authority 
of the lab. 
 

Procedure/Workflow: 
a) The concerned section/Dealing hand of the lab will create draft of the letter in the relevant 

e-file. In the green note it must be clearly mentioned that a draft letter is attached to the e-
file, so that the higher officers can know that they have to see/modify and approve the 
draft letter. 

b) The draft of the letter will be modified/approved by the higher authority. 
c) The approved letter will then be e-signed/digitally signed using DSC or ink-signed and 

upload by the Authorized signatory. 
d) After signatures the letter can be dispatched by the signatory himself/herself, OR it can be 

sent to the lower levels for initiating the dispatch. The approved and Signed Letters can be 
dispatched by anyone using the “Initiate dispatch option”. 

e) The dispatched letters will be visible in the ISSUE section. Also one copy of the letter will be 
automatically filed in the correspondence section of the e-file and become part of the file. 

f) The letters will be received by the concerned division of CSIR Hqrs. and diarized by 
Officer/PS/Designated staff to create the receipt and then process it further or mark to 
concerned sections down the line for necessary action. 

Intra e-office letters should be sent only to the concerned Divisional Heads of CSIR Hqrs like: - 

a. DG CSIR,  
b. JS(Admin),  
c. FA,  
d. CVO, 
e. Legal Advisor, 

f. Head RAB, 
g. Head ISTAD, 
h. Head IT, 
i. Head IMD 
j. Head ESD/Chief Engineer etc… 

 

No intra e-office letter should be sent directly to internal divisions, like DS/Sr.DS HR-I, DS/Sr.DS 
HR-II etc., of CSIR Hqrs. However, if known beforehand, then they must be mentioned in Kind 
Attention with a copy of the e-office letter marked to them, so that the office of the Divisional 
Heads can route it to the concerned internal divisions. 
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2. Communication to CSIR Hqrs through e- files and e- receipts: 

 
Sending e-receipts and e-files to CSIR Hqrs. is not allowed. e-receipts and e-files is to be used 
only within the labs and not for labs to CSIR Hqrs correspondence. 
 
 

3. However, as far as the Acceptance of proposals from CSIR labs/lnstts relating to 
International Cooperation (1C) Activities coordinated by ISTAD is concerned, the ISTAD 
OMs, i.e. CSIR OM dated 02nd Jan 2025 etc. will continue till further orders.  
 

Summary: 

Communication through intra e- letters Primary and the only mode 

Communication through e- file To be used only internally in the lab and not 
to be sent to Hqrs, except for ISTAD. 

Communication through e- receipts To be used only internally in the lab and not 
to be sent to Hrs. in any case. 

 

 

  

 
Correspondence through intra e-office letters will be the only mode of in 

e- office for CSIR labs to CSIR Hqrs. communications. 
No physical letters should be sent. 

 



Page 3 of 8 
 

PART- II: HANDLING OF PHYSICAL DAK FOR E-OFFICE USAGE. THE SOP FOR 
CENTRAL REGISTRATION UNITS (CRUs). 

 

1. All the labs/units if CSIR are required to revive/create their dak handling units/R&I sections etc. 
of their lab and rename it as Central Registration Unit (CRUs) within a period of 1 month from 
the date of issue the notification. 
 

2. The Central Registration Unit (CRUs) is to be made functional as per as detailed in the 
Appendix 5.2 & 5.3 of the CENTRAL SECRETARIAT MANUAL OF OFFICE PROCEDURE 
(CSMOP, 2022) which is enclosed. 
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Allocation of Disputed Receipts (para 5.9 of CSMOP, 2022) 

If a section feels that it is not concerned with a mis-sent receipt or email forwarded to it, it 
should be brought to the notice of the Under Secretary so designated by the departmental 
instructions for deciding allocation of disputed receipt. In case of dispute, the will be 
responsible for the settlement of the dispute at the earliest within 2 working days from the 
date of receipt in the department, except that in case of disputed receipts with urgency 
grading, he/she will decide within half-a-day. 
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WORKFLOW NO. 02 – CREATING MINUTES OF MEETING USING E-OFFICE 

Currently there are several options to get minutes of meeting signed by members in e-office: 

1. Getting physical signatures by all members on the document and then after all signatures 
taking it as a receipt and then put in relevant file. 

2. Getting signature of one member--> Scan it--> Send to next the member-> next member 
downloads it, signs, scans and sends back/to the next member in a sequential manner. 

3. Create a receipt for MOM--> attach it to the e-file-->create a green note and refer that 
receipt --> send that e-file to individual members in a sequential order for concurrence. 

4. Using the Multi-sign feature- i.e. Create a draft letter through e- receipt option (not 
through e-file) -->Approve the agreed draft in e-office-->Send that e-file containing the 
approved letter for e-sign/Digital sign by individual members in a sequential manner. 

Workflow and recommendations regarding when to use what 

Option 1 : Getting physical signatures 
by all members on the 
document and after all the 
signatures are done create 
an e-receipt and then put in 
relevant file. 

This option is convenient and is preferred when all 
the  members are available in the same 
geographical location and getting their physical 
signatures on the document is easy. 

Option 2 : Getting signature of one 
member--> Scan it--> Send 
to next the member-> next 
member downloads it, 
signs, scans and sends 
back/to the next member in 
a sequential manner. 

This option, although not user friendly, but can be 
used if the members agree to it, and are 
comfortable to use this option. Will work well, if 
number of members are few. 

Option 3 : Create a receipt for MOM--
> attach it to the e-file--
>create a green note and 
refer that receipt --> send 
that e-file to individual 
members in a sequential 
order for concurrence. 

This option will not record the signatures on the 
document, but will be recorded in green 
notes by all the members. 

Option 4 : Using the Multi-sign 
feature- i.e. Create a draft 
letter through e- receipt 
option (not through e-file) -
->Approve the agreed draft 
in e-office-->Send that e-
file containing the 
approved letter for e-
sign/Digital sign by 
individual members in a 
sequential manner. 
 

Presently this option is available for getting 
signatures using e-office when all the members 
are with CSIR and may be sitting at same or 
different location. 
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Procedure regarding Option 4 for getting MOMs signed using e-office: - 

E office Roles required for signing 
draft/MOMs 

: DRAFT_SIGNER 

E office Roles required for sending/receiving 
e-files/e-receipts/Letters to other labs of CSIR 

: DEPARTMENT_RECEIVER 
DEPARTMENT_SENDER 

 
1. Create a dummy document having Single page. Write the subject matter of the 

minutes/other relevant details on that page. e.g. “Minutes of meeting dated 03.09.2025 
regarding e-office implementation”. 

2. Create a pdf of that document and create a receipt by uploading that single page 
document. 
 

3. In e-receipt Create a draft through e- receipt option (not through e-file*). 

  
4. Get the Minutes of the meeting finalized. 
5. Upload the finalized document to modify the draft.  

Steps 1-5 mentioned above can be done by any junior staff. 

6. Draft created may be sent to higher officers, who should approve the draft. 
7. A sequence order of the members may be planned and the approved document may be 

sent to the concerned officers/committee members in that sequence.  
8. On receipt of the document, the members must sign using e-sign/digital sign. No ink-sign 

be done. 
9. The document may either be sent back to creator/custodian department or sent to next 

member in the sequence. 
10. After all the members have e-signed, the Minutes of the meeting document is deemed to be 

created.  
11. Put that receipt in the relevant e-file and using the “initiate dispatch” send a copy of the 

signed MOMs to all the committee members. By dispatching the MOM will become the part 
of the TOC of the file. 

12.  Later a Green note can be created and the receipt(MOM) be referenced in that and then 
sent to the Competent Authority for approval. 

* e-receipt is used to create the draft, as creating it through e-file will require the movement 
of e-file just for getting the minutes signed. Till the file will be in movement, no action can 
be initiated on the file. It will lead to unnecessary creation of part files. Therefore, creating 
drafts through e-file is not suitable in many cases, just for circulation and getting the MOMs 
signed in e-office. After the MOMs are signed it can become part of the file and TOC. 

---------------------------------  X  --------------------------------- 
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