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irTqfilq GIrtqI ofiice order
frqq: qr-kr Trtrf'r< EFrlTFr, +dfirer ft qffiq d{srur vRft * rrc+ * {dq tr
Sub: Constitution of Record Retention Committee of India Govt. Mint, Kolkata- reg.

{s -d.{Tm h vq-q Trffi + q-gqtfi fui5, 23/02/2026 4 Brtep, q€ 7qilnf, * ffifuo
r{Its+rffif +} trrca Trcr'rt FF'{T?r, +q-+,ril ft arm+* frwur vfrfr * q-{tq + sc t ilrft-d A* *r t

per approval of the Competent Authority dated 23/0212026 t11e following
oflicials of this Mint have been nominated as Members of the Record Retention Committee
of I.G. Mint, Kolkata.

ilEgqr(, sr$-s rrfuil sfrft fr {imfi frsn-fteeif h erEvrc ff*8 rege s{i ft r+r{ fi qffi tr
Accordingly, the above constituated Committee is advised to submit the report as

per the attached guidelines.

^"tr ffi*n(mq rs{/Rashmi Singh)
w qarqri?Ifi (qr.€.yDGM (HR)

t+r fr7to : sr$+. r<ifA-+;rft/A1t the above individuals.

xRffi/ Copy to:
1. nw T[{l][d'trd h qffi Tr{rrrfi/Secretarial Asst. to Chief General Manager.
2. sS fir4qrmf, /A11 Executives.
3. v{rq-+ ?Frritz, hrfrge, $TT.H.e.fr, {Re / Asst. commandant, c.I.s.F, unit.
4. aS q{a$filsrdqrrr qrrrft-firqffi qi sr(9mr/All Supervisors/section-in-charge-office& Factory.
S. r6ruk+, ftgrt1 TffTil {fu{ / c.S. CMEU- Recognized Union.

qtrf--d sTqfmq: q€frqtrSordqf,, Tfrq a-o, er+i-m, Td fs S-a, ftQ-S crn, q-$ m-rroozs Gorr-+esezzoo
@ www.somcil.com

ifi'./St. qffifq/ Designation

1 fr ritqr BT. q€rur/Shri Mangesh A. Chavan {iTtr s{r*i?r-d (d.c.y JGM (To)

2 fr h. erqftqrgqr<lshri K. Ambarishkumar rro T{rr{tr+ ((.fr.y JGM (TC)

3 ,fifi. rrtu<tr.T/ Shri p. Nageswara Rao w r6rritr+ (fr. qE t.y oorr,r F&A)

4 ffif {fiq ffi-{/ Smt Rashmi Singh sc rd-ria-fi (qr.{'.y DGM (HR)

5 ft ft=qFil gFr/ Shri lrnttyaz Khan Fi?Is (qmfiy Manager (Materials)
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"rEarffi,,,.
Ftrc ffi'f, I n?-sfrmi Singh)

ss rr{rrdu-{ (qr.d'.) (I4 EqErf w.fr.. rge
Dy. General Manager (HR) & Unit HR Head

qrftI

qqrni[,r
rffIirn
llSxtto

{un6o. t#t2026t gg
qfu{ Circulg

25 10/2120/26

A!m: qftds f(ersr 3rd{* + {rqtqrr qt< qrffis qfticl qKr+fr ft dtr* t iiE. drsub': rrnpleneatattoa of Rccord Retention schedule aad weedlag out ofrlclalrecords/ documeatc- reg.
sfr ritiffif q e, fr{r qr.n t fr anffis qft+q/ *ilraqi yqr+.,irr q si7tr + ftr,srftonqrfrErFior sr{* #* ar-nnar o -*ror t *o gq f;, 

a'| I a'rr' n'ar

This is to inform all the concerned thai the guidelines on Record Retentionschedule have been received to this Mint, ro. .rr."tir. implementation of weed.ing outoflicial records/ documents.

il{ITnr, irrft Tfiiftd furnrrwrril m fuxftfua ff?*r ftq qrir fi,Accordingly, all the concerned Department/Sections are hereby directed to:
l. MftT 3rffiq {.wr + oqvn dTM",ffi** fi fi* + qiT d .fl" B_€irr.r-effi.r r,+r

scrutinize and Segregate the records/documents strictly in accordance with theprescribed Record Retention Guidetines.

2. rq qri +. Frq qr+ ar+ qftffi ft sRil g* t+rr +tl
Prepare proper listing of the records idCntified for retention and weeding out.

3. 3Trt # Ttrl*rl"+ ftq 3rRdq} * srnrrr fr .rffirfi + .rdEni qr+ *rq erm rr r?r
Keep the segregate records in a separate and identifrable place for further revie*r.
sc*s sBrr qir zo qr{ 2026 afr ry w * Err ft:rr wr;rr qrBq, ?nft 3Tffi ft qctqr

r;rrr ftrarTr furtno rrrs'+ * 3rftdq d{erur fiRft anr, ;erq rrffi ft dC * fur qr qtr
The above exercise must be completed positively by 2orr, March 2026, so that therecords may be reviewed by the Record Retention cimmittee and disposed of in theprescribed format with the approval of the competent Authority
mft furml fTm t 13B t ft + ftsinr rlrq firr t rn* Bqil"F frtsfr qr rffi t rgqFm

tfrtsT +tr r+' P.e6-ffiir r<$ h fr {rr fr r

- All Department/sections are requested to ensure strict compliance with the aboveinstructions within the stipulated timeirne. The saia gulaeunes are attached herewith forready reference.

€ r€ z?snrnr * qeilc yrffi h q.{ifff t i[r$ ftn qzn ir
This is issued with the 

"ppto.ril of the competent Authority of this Mint.

a
B

763]l

rtfotrtttor

vfrfrR/ Copv to:
t. rarq;itlrhffir{rq-6/ secretarial Asst. to chief General Manager.
e. mftor{qm+ , All Executives.
3. mft stErnrr Ttrrftq{ttr+- +Tqtd?T qni rrr qmrr / All Section VC / Superyi sors _ Offi c e & Factory.
+. f5rrR-a, fr.\nr.{.T./ General Secretar5r, C.M.E.U.
5. q*{.f,{rqE/ All Notice Boards.
q-#faorqff,q. qs4\rqdlerdqs, Eilq a-s, zrfl-il. sd ?s *rt, {fftil {tR,;r{ffi-t1oo2e Gorr-+gsazzoo

€D www.snmcil.com
Regd' Office: SPMCll,. 3"' Floor. Tower-G. Wnrld Trade Centre. Nauroii Nasar. New Delhi-110o29



OIIice Note

Admn. Section
I.G. Mint, Kolkata

HR/Admin loN/2026/_
Date: 17 /02 /2026

This is urith reference to the email received from India Government Mint, Mumbai,
enclosed therewith guidelines regarding the preparation of a Record Retention Schedule
and Weeding out Policy for official records/documents. In this connection, guidelines on
maintenance of records have issued by I.G. Mint, Mumbai under the Record Retention
Schedule for India Govt. Mints.

As per the said guidelines, all live as well as o1d records, including those kept in
the record roomlwith external storage shatl be reviewed/ scrutinize periodically, at least
once in a {inancial year preferably in the month of April of the following year. The
concerned Department/Sections shall scrutinize and segregate the documents in
accordance with the prescribed guidelines. Thereafter, the same shall be reviewed by a
Committee consisting of a minimum three Executives, and disposal of records shall be
undertaken in accordance with the approved procedures.

Further, a circular can be issued directing all concerned Sections/Departments to
complete the scrutiny and segregation of documents under the Record Retehtion

within 2O March that the records may be reviewed and disposed of
in the the presence of the duly constituted Committee members,
with the approval of the Competent Authority.

In view of the above, a committee may kindly be nominated for Record Retention
to comply with the directives and to faciiitate timely submission of inputs to I.G. Mint,
Mumbai.

Submitted for your kind perusal and approval please. clf lk
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INDIA GOVERNMENT MINT
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fqvro. :qrrefr t vcr,. t 4s I 2oz4 t 2A8 frri=n'lDate: 0Q I rZ t zoz+
rrqfrq qtgr offlce order

fr{e firra sr*,r ffilrlir, rttranr g ffiE h&r* sftA ilI ,16;rl

Sub: Conetltutioa of Reoord Retentioa Cbmmittee of India Govornment MinL Kolkata.

s{rrd.s{fiR e6-flrdr,rH A $[ TiwrtO[4MlAdrnn/Record Retention/849/2O2afudt622.ll-2024+';d'6et

C', EFrdilq frrqst feni6 A4:2:024H r,avraa atn {g rfi:&ttr * utrqclffiI ryT r ffai+' a5.D.2O24 st :r-rfrtfr *.

e5s {, er:ra Erqir e6ffr6T, qtrdrfimr * ffifua trflffi d nt+i€ ft&raRRfr t'w * *raifr-d fr'sFrqr tr
With refereqce to the IGM, Mumhai lrtter nd. icMM/Admn/Record Reteqtion/84912024 dated

22.11.2024 in compliancc with Oflice Note dated 04.12.2024 and subscqueatty approv{ by tttc 
-ComPetent

Authority of this Mint dated 05.12.2024, the follorring oflicials have been nominated as the Record Retention

India Kolkata

aft:,.2f{m ftCftrrs t a1+m xsr qrql

Hence, the above constituted cornmittee is requested to expedite the assigned work in its terms and
contents.

r* q?rq nffi h ffi+ff t qrt ftqr rrqr tl
This issues wirh the approval of the Competent Authority,

TfrRftiCoov to:

1. T{ tius s +r. c. t {Rqrtr+ W{rs/ sccrctatial Arst. to G.M & HoD.

2. qtfrsrfqrffi / All E:recutivcc.

3. mft v{?rrlergwr rqrfr-fiqtw St rr<qmrlAll supendsore/ Scction(I/ C)-OfEce & Faclory.

4. qrcfisqild, t.dr.ts., ffiTsrtr(r{T# Ac, cIsF, IGMKUnit- forinforration,

5. rqrsfrE, ffit/ ecrlaral scc,retary, CMEU.

6. ganEFrftTsccurity (I/C).

7. Hfr W /AI1 Notice Board

-,k@"<l-z \\ u( wtn
C<RcfrEl Rhohmi'Singh)

sc'rrflxdu-f (cr.*.) qd Esrt rr.{" qv
Dy. General Manager (HR) & Unit HR Head

Q:qoft lRemerts

c4l

Deslgaatlon

dq3nt$/

SAP ID

6-
sl. affr/I{ame

trdrfi c-{mfi *'fflarg il ft(r
For records of{tdc,hnical Operations

.t
r891

sT{f, 4rtaT;qlo.) ,
Jt. Gtheral Maxragir (TO)i'

1. {t dzhr rr. {€tqr
Shri Mangcstt A. ChavEn,

For records of Rtrchase DeParbeat
frq $nfrrl t{igfiT qflcdtr6 (tc.)/s,'q

sffit
Jt, Geaeral Manager
(TOl/Purchase He.ad

r64t4

S a'{r{ r{fiT{
Shri Nayan Sarkar

2.

q{-dTst{dtFlfi*,M+fr(r
For records of IT

366 {grd r@dtt6({.Ct)
Jt. Geoeral Managcr 0Tl

3.

Shri RaLesh Sh:ml
41tr6r rei

Trfitq qrir milfr{ fr Rtqr* il ftIs
J^ O

For re,cords of prcciotrs
Metal processlng

8141 s-gra rrmitr*(a.fr.t
Jt. General Mauager (TC)

4. * t. rmfu gmrt
Shri K, A$barislr ktrmar

fr-ra 3ryilrT *'fimrt * fr('
For rccords of Finaace D€Parbn tlt7537

EqqEr-4q-d (R q*R), fr.r
Dy. GM tF&,il /1lor

5. S fi arjFq-{ {r{ I
ShriP. Nagt$wdraRao

qeTsrahM*Rs
For re(otds of mainte[ancc16395

ss a-6rciitr6, (dO-I
DGM (TO)-I

fr q_ffq mn
I

Stu'i Pravin Kumar
6,

fir.d.,Bfu, ilEraFn, *.€fa, frffir*q.
€ITdr,ta-{rgmfiftfirg*frs

For rerords of HR, Legal, Official
Langu age, Csnteen, DisPensarY,
Eetabu*hment, Salary & Wagee.

sq rflr.is6 (qr,t.)
Dy. General Manager (H.R)

22t74

fifl* {ft'ER6/
Smt. Ra*hmi Singh

adf& B?irur & Ftar6 *. frs
For records of Technical coutrol548

mitr*'6.r.1
Manaecr (TO)

8. ,fr g-fi-d qPdst

Shri Sunil Dahipllale

i*fr arctirq : 16* riBs, Gnfltr{ qIqR r?ra, qiFltl, rf frd - l1oool (Tele : 01 1-237 0L220-26!.
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