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Sub: Constitution of Record Retention Committee of India Govt. Mint, Kolkata- reg.
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As per approval of the Competent Authority dated 23/02/2026 the following
officials of this Mint have been nominated as Members of the Record Retention Committee
of I.G. Mint, Kolkata.

#./Sl. | 19/ Name 9T/ Designation

1. | =Y #3er &1, F=g19/Shri Mangesh A. Chavan Y AEIEF (7.9.)/ JGM (TO)

2. | #ft ¥. srafkergwT/Shri K. Ambarishkumar T 92999 (7.7.)/ JGM (TC)

3. | #ft ft. aWra< w4/ Shri P. Nageswara Rao 3T HETEET (f4. 78 9.)/ DGM (F&A)
4. | #ftweft ©fow ffz/ Smt Rashmi Singh 37 AEYEEF (AT.4.) DGM (HR)
S. | =it sf*qaTst @™/ Shri Imtiyaz Khan Sae (FTHT)/ Manager (Materials)
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Accordingly, the above constituated Committee is advised to submit the report as
per the attached guidelines.

9% "oy @;‘Z ey
(xfew ffig/Rashmi 4S’ingh)
ST HETIEY (AT.H.)/DGM (HR)
AT H/To : 394 T=TIAHTT/All the above individuals.

gfaferfd/ Copy to:
1. =T HETYEYF & a4l §579% / Secretarial Asst. to Chief General Manager.

2. g9t FE9TEH /All Executives.
3. WETF FHISE, ¥, AT.9.2.97, T2 / Asst. Commandant, C.L.S.F, Unit.
4. sfy ‘ﬁ%ﬁ/ﬂ'{[‘ﬂw AT - UF F@MT/Al Supervisors/Section-in-charge-Office& Factory.

5. Agrate, #uHsy- Fd 799 / G.S. CMEU- Recognized Union.
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Sub.: Implementation of Record Retention Schedule and Weeding Out official
records/ documents- reg.
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This is to inform all the concerned that the guidelines on Record Retention
Schedule have been received to this Mint, for effective implementation of weeding out
official records/ documents.
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Accordingly, all the concerned Department /Sections are hereby directed to:

1 ﬁaﬁﬁﬂaﬁﬁmw%mﬁ%ﬁ%wwﬁﬁaﬁmﬁﬁﬁnﬁﬁﬁaﬁ#aﬁﬁ
Scrutinize and Segregate the records/documents strictly in accordance with the
prescribed Record Retention Guidelines.

2. TS AT g2 S AT afert £ 3f e e w

Prepare proper listing of the records identified for retention and weeding out.

3 mﬁﬁwﬁaﬁ%ﬁr{aﬁﬁ@%ﬁmaﬁrﬂmﬁr#mﬁmﬁmmwr@n

Keep the segregate records in a separate and identifiable place for further review.
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The above exercise must be completed positively by 20% March 2026, so that the
records may be reviewed by the Record Retention Committee and disposed of in the
prescribed format with the approval of the Competent Authority.
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All Department/Sections are requested to ensure strict compliance with the above
instructions within the stipulated timeline. The said guidelines are attached herewith for
ready reference.

T TH ZHATA & HAT TRFTT F Aqavaa & a7 Gy o 21
This is issued with the approval of the Competent Authority of this Mint.

(fow fifz / Rashmi Singh)
39 WETYEAYF (A1.6.) UF THTE 0LA. IqE

Dy. General Manager (HR) & Unit HR Head
gfafafd / Copy to:
1. AETIE4F ¥ Af¥ararft #219%/ Secretarial Asst. to Chief General Manager.
2. 7t FTdUTEF / All Executives.
3. Tt AT TATH/ AR FrAterT v FrearT) /All Section I/C/Supervisors-Office & Factory.
4. werafea, #1.09.£.7./ General Secretary, C.M.E.U.
5. T F=97 72/ All Notice Boards.
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Admn. Section

[.G. Mint, Kolkata
HR/Admin/ON/2026/___
Date: 17/02/2026

Office Note

This is with 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 old records, including those kept in
the record room/with external storage shall be reviewed / scrutinize periodically, at least
once in a financial 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
Guidelines within 20 March 2026, so that the records may be reviewed and disposed of
in the prescribed format in 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 facilitate timely submission of inputs to I.G. Mint,
Mumbai.

Submitted for your kind perusal and approval please. -
S
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FRATAT AT Office Order
AT HRT TIFER THATH, FaFar ¥ e Réua afafr s e ~
Sub: Constitution of Record Retention Committee of India Government Mint, Kolkata.
R . EHR THUTH, HFS & 99 §&a IGMM/Admn/Record Retention/849/2024 feti 22.11.2024 F we¥l
3, et feoqolt Reier 04.12.2024 & IFTER TUT U CHA & TEA WIAHRT GERT fetieh 05.12.2024 Fr g &

mﬁ,mmmﬁ,mﬁmmﬂﬁﬁéﬁﬁmmtwﬁﬁmﬁHMMb
With reference to the IGM, Mumbai Letter no. IGMM/Admn/Record Retention/849/2024 dated

22.11.2024 in compliance with Office Note dated 04.12.2024 and subsequently approved Ry the Competent

Authority of this Mint dated 05.12.2024, the following officials have been nominated as the Record Retention

Committee of India Government Mint, Kolkata .

. s o amédy e/
ame
s SAP ID Designation fecqoft /Remarks
L A FERr T, TegTer HgTFA FEWEUF (AF) A yEe & R & @
Shri Mangesh A. Chavan, 1891 Jt. General Man"'gge’; (TO)** For records oﬂ’l‘fchnical Operations
2. A FIF TER T Hemauw (9.9.)/F7 P & RS & fav
Shri Nayan Sarkar 16414 T For records of Purchase Department
Jt. General Manager
(TO)/Purchase Head
3. At Ty AA 366 wgFa FeTEee (g.9%) =T e & Res & v
Shri Rakesh Sharma Jt. General Manager (IT) For records of IT
4. A &, syl R e S T (2.7 mm&-m%m
Shri K. Ambarish kimar Jt. General Manager (TC) For records of precious
Metal processing
5. A o FrRaE 1@ / - 3 wgryEes ((F od @)/ e s & R & v
Shri P. Nageswara Rao Dy. GM (F&a4) / HoF For records of Finance Department
6. A wrdioT FAR — 39 HgWEY® (av)-1 e & Red & v
Shri Pravin Kumar DGM (TO)-I For records of maintenance
7. Aadr T RiE/ I WETHHET (A1.H.) ArE., R, wewm, Fqa, Reca,
Smt. Rashmi Singh Dy. General Manager (HR) ST, A I & Rawé & e
2174 For records of HR, Legal, Official
Language, Canteen, Dispensary,
Establishment, Salary & Wagcs.
8. A geher e 548 S (7 A T % RS 3 o
Shri Sunil Dahiphale Manager (TO) For records of Technical control

37, YA ST AT & S § o6 Wi G T A A oA O fre-aeg F ara< ofter gz T s
Hence, the above constituted committee is requested to expedite the assigned work in its terms and
contents.
=X e TTTAETE 3 e & St far wEr f)

This issues with the approval of the Competent Authority.
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Dy. General Manager (HR) & Unit HR Head
/Copy to:
HEIEE T F. ¥, ¥ wianedt ggraw/ Secretarial Asst. to G.M & HOD.
@oft 1duTes / All Executives. .
Tt g /AT W FTaiey F FR@mr/All Supervisors/ Section(l/C)-Office & Factory.
wETaT FHive, KA YA, WTHEH T -g=d/ AC, CISF, IGMK Unit- for information.
wgr af+d, #tgwiy/ General Secretary, CMEU. =
w1 WA/ Security (1/C). '
. ¥ g=41 9% /All Notice Board
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