Report of Administrative Audit Team on 14/08/20224

Administrative Audit team
Prof. Madhurendra Kumar Coordinator, IQAC, University of Allahabad
Shri Amitabh Ranjan Registrar, Indian Institute of Public Administration,

New Delhi-110002

The administrative audit has been done for the following administrative Units of the
University of Allahabad on 14/08/2024.
1. Vice Chancellor's Secretariat
2. Establishment (Teaching)

3. Establishment (Non-teaching)
4, Engineering Section

5. Estate Office

6. Rajbhasha Cell

7. Medical Cell

8. Committee Section

9. Vigilance Office

10. CPIO Cell

The profile of each section which includes the details of administrative and non-
teaching staff working in each unit, role and responsibility of each non-teaching staff and
time taken to perform the task is anncxed herewith. The observations of the audit team and

recommendations of auditors are given below for each administrative unit:

|<; *;-"Nan\e"c;f{iié"ﬂ?ﬁ " TObservations of the auditors LEa

No. ;

1 7 Vice  Chancellor's | = The University has adopted e-office so the movement |
- Secretariat | of files is now streamlined.

« The initial sereening of the files as per the
Government of India rules and procedures has been
| ascertained.
o The documentation of the record was found to be

, | proper.




2 Establishment

(Teaching)
3 | 'ﬁé{;ﬁlishu;—g;t_(ﬁanj
teaching)
‘4. | Engineering Section
'S, Estate Office

6. | Rajbhasha Cell

-

The pci;;;éhami_ file of each faculty member of the
University has been prepared and arranged in a
sysiematic manner. |
The timely promotions of teachers under CAS are
ensured with the help of Faculty recruitment Cell
(FRC) of the University.

The section ensures the grievance-redressal of the

faculty on timely manner.

Th_c'pefson'alr file of all the nc;ﬁ;féééhihg staff has been
prepared.

The promotions of the non-teaching staff were done
which were pending for long.

The matters related to requests from non-teaching
staff are addressed in a timely manner.

This sectionfmanagé‘s: civil and electrical work related
to University in an efficient manner.

The section has in house capabilities of electrician,
plumber, mechanic, carpenter, pump operator to
address minor maintenance requirements of the
University.

The major construction work is done through Central

Governiment agencies as per rulcs.

This section safeguards the assets of the Universil);'.

disposal of scrap. managing cleaning and horticulture
services.

The disposal of scrap is done by this section on
regular intervals as per guidelines of the Central

Government.

The cleaning and horticulture facility is maintained by
this office very efficiently in-spite of crunch of

employees.
This section promotes use of Hindi Iziﬁg'ija;:ge' in their

administrative noting among the officers and the non-




8.

|

10.

Medical C ell

teaching staff of the University.

e They also publish Hindi magazine on yearly basis.

e The section conducts their activities all round the
year.

e This section is fcspo;l_;sibierla facilitate the leaé_h}ng
and non-teaching staff regarding their medical
treatment and expenses under Allahabad University
Contributory Health Scheme (AUCHS).

o The bills of the empanelled hospitals are cleared in

time bound manner provided the files are in order.

Commiltee Section o This section is responsible 1o facilitate in conducting |

" Vigilance Office

| CPIO Cell

the meetings of the statutory bodies of the University.

o The record keeping of the section was up to the

marks.

¢ The minutes of the meeting of Academic and
Executive council has been uploaded on the website
of the University.

"o This section initiates the communication/ action as
directed by the MoE, New Delhi, Chief Vigilance
Officer, New Delhi and others.

o The action taken report is communicated to the
concerned.
required under Right to Information Act (RTI) and
communicate it to the concerned person.

e The RTI queries are attended by the University on

| time bound manner.

e The online report under RT1 is updated on the website

of the University in time bound manner.

Wl




Observation of the Auditors

1

b

= W

The University has a very rich legacy of highest class of Alumni with many former
Presidents of India, Vice-Presidents of India. Prime Ministers of India. Chief Justices
of India, Poets, Academicians, Civil servants and others.VC Office is well-equipped
and well-managed through e-Office. However, apart from this, the University still
follows the system of Physical files.

The Campus is huge but well-managed with green environment and cleanliness.

The University has well qualified Officers in both Teaching and no-teaching areas.

The VC Office is well-equipped and well-managed through e-office but the system is
not uniform across the whole University.

Registrar is a very important functionary in a University system. As such, the position
of Registrar should be filled properly and should not be on ad-hoc, extension basis.

Recommendations of the Auditors

The processing time of the files may be substantially reduced by implementing e-
office system across the whole University.

The files related to medical advance and reimbursement of medical bills can be
further improved.

The University may add some more toilet facility especially for female teachers, staff

and girl students as also make some more efforts for upkeep and maintenance of the
existing toilets.

The Committee Section should keep on updating the minutes of the statutory bodies
on the website of the University.

The map of the campus should be placed at prominent places of the University.

o o5

(Prof. Madhurendra Kumar) (Amitabh Ranjan)

Coordinator, IQAC Registrar, Indian Institute of Public
University of Allahabad Administration, New Delhi-110002
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Report of Administrative Audit
1. Name of Administrative Office Registrar’s Office
5. Date of the Administrative Unit 14™ August 2024

3. Members for Administrative Audit : prof. Madhurendra Kumar
Coordinator, 10AC
University of Allahabad
Prayagraj

Shri Amitabh Ranjan

Registrar

indian Institute of Public Administration
| P Estate, Ring Road, ITO

New Delhi-110002
4. List of the Administrative Officers:
i [H oo e [Gumition___ D stionng [sbe L e
1. Rajeev Mishra  Estate Manager M.A, MBA, PGDCA, 28.03.2017 Mentioned in Annexure ‘A’

ADCA, CA (ICA)

, SER SRR, I

5_List of the Non-Teaching staff working in the Office

SN Name of Officer wﬁgs“ignatidn“ e 'Q:aflif‘i'i:a‘lion ? ""Date of = Rééh&ﬁ?ibilities
PN 3G Aaliimitie W M . lloiming 4 -
1 shunash Chandra  Section Officer Intermediate | 11.01.1997 Mentic 1ed in Annexure ‘B’
. Raj__ialg : . Assistant
2. Anand Chaudhari | Junior Officer B.ALLB 37.03.2023 | Mentic 1ed in Annexure ‘B°
L o b : ____' Assistant i
3. | Ankit Yadav Multi Tasking  BA. 03.03.2023 Mentic 1ed in Annexure B’
Staff
| 4. Saurabi Tripathi Multi Tasking BSc., LLB 03.03.2023 " Mentic 1ed in Annexure ‘B’
4 T Staff
5. Harishankar Peron 8" Pass 01.09.19§9M iih;??ﬁ; 1ed mAWnEre o
6. ‘Sﬁ;hjade T | staff '.V—‘;tT‘m ~ 8" Ppass £ 51.02.159';' 3 Mentic 1ed in Anﬁe;ure o

6. Duties of the Various Administrative Officer and Staff

SN | Designation and Associated Powers/Dutles S AN

1 Registrar T o T e —

it shall be the duty of the Registrar-
(a) To be the custodian of the records, the common seal and such other propert :
y of the Ur e
Executive Council shall commit to his charge; i gt
{b) To issue all notice convening meetings of the court, the Executive Council, and the Acac 'mic Countil, the
development council and of any Committees appointed by those authorizes; ’
{c) Tokeep the minutes of all the meetings of the Court, the Executive Council, and i
3 g ' , and the Acz fem i
g any Committee appointed by those authorities; ) ic Council and of
f,/ b. s \d) To conduct the official correspondence of the Court, the Executive Council, and the Aca emic Council;
o :

" (e) Toarrange for and superintend the examinations of the University in the manner presci bed the Ordi
pINAIONS OF tNe Universivy 10 the TIENTE! presal DeD (e Dinances;

*




" (f Tosupplytothe visitors copies of the agenda of the meetings of the authorities of the University as soon as
' ‘ they are issued and the minutes of such meetings;
(g) To represent the University in suites of proceedings by or against the University, sign powers of attorney and
verify pleadings or depute his representative for the purpose; and
' (h) To perform such other duties as may be specified in the statues, the Ordinance or the Regulations or as may

be required from time to time by the Executive Council or the Vice-Chancellor.

7. Work Done by the Officer

_SN_| WorkDone in the Office | Duration for Completing the Task _

et e R e — e N L

information unavailable

8. Time taken to complete the task

[SN_[WorkDoneintheOffice | Ousat

Information unavailable

9. Organizational Chart

Registrar J

s

Joint Registrar !

!
Deputy Registrar

Assistant Registrar

10. Observatiiins of the Auditors

1. The Office of Registrar is a very important Institution in a University sct-up.

In a prestigious and huge Central University like University of Allahabad, it becomes more important as the

1

Registrar’s office is instrumental in all types of administrative support like Administration, Maintenance,

Human Resource management etc.
The office of Registrar in University of Allahabad is well-structured and organised.

Lol

4. It has been observed that upto Registrar’s office, physical files are received from across the University and

then goes to VC office in e-office form. I S

;8 0y
o3 T




11. Recommendations of the Auditors

. The processing time of the files may be substantially reduced by implementing e-office system across the whole

University and especially incoming files to Registrar office should also be in e-office form. E-office enhances
efficiency and transparency both.

. There is a need to enhance the efficiency of maintenance section by proper house-keeping across the University
and proper maintenance of amenities.

There may be a need for some more Hardware systems across the office.

. Utmost care should be taken regarding procurement process as per Rules. It is advised to do procurement through
GeM as far as possible.

. There is a need to upgrade the existing Infrastructure at some places within the Campus.

i
—
7
1

L &

(Prof. Madhurendra Kumar) (.-\n?i?abh Ranjan)
Coordinator, IQAC Registrar, Indian Institute of Public

University of Allahabad Administration, New Delhi-110002



Report of Administrative Audit

1. Name of Administrative Office

2. Date of the Administrative Unit

3. Members for Administrative Audit

4. List of the Administrative Officers :

Registrar’s Office

14" August 2024

Prof. Madhurendra Kumar
Coordinator, IQAC
University of Allahabad
Prayagraj

Shri Amitabh Ranjan

Registrar

Indian Institute of Public Administration
I P Estate, Ring Road, ITO

New Delhi-110002

SN | Name of Officer | Designation |
01 | Shri. Keshav Assistant
Kishor Registrar
- Upadhyay

Qualification | Date of

" Post
Graduation

Responsibilities
tdoiping | 0|
20-07-2018  Has the charge

of the
following
sections - Non-
Teaching
Establishment,
Medical Cell,
Central
Dispatch,
Pension Cell
| and Record
Section

i Llst ol the Non-teachlng staff working in the office

"SN | Name of Officer Desngnalmn Qualification " Date of

01  Shri. Prashant | Sr.

Mishra Technical
Assistant

02 | Shri. Sandeep | Office
' . Kumar Assistant

"Post e
Graduation

Graduation

Responsibilities |
__ Joining BT
24-03-2023  Processingof

files of group A

and B

employees,

assisting in

DPC and

MACPS, and
 responsibilities
. of various

modules of

SAMARTH

Processing of

files of group C

employees,
_Pension,

709-10-2001 |




03 | Shri. Indrajeet |

| Pal

Assistant

T Post
‘ Graduation

Jr. Office

7 04-02-2015

maintenance of |
service books,

' RTI and

' MACPs -~

| related to group
Processing of
LTC/HTC
payment,
maintenance of
Leave records |
and disposal of |
routine work,

| maintenance of |

' personal file -

' related to group

1 ¢

|
-t

| 04 , Shri.Md.
‘ j_ Farman Alam

705 | Ms. Anjali
‘ | Mishra

— et

"06 | Shri. J ag
Prashad

|
. Office

- Assistant

1. Difice

_" Assistant
i

1
1

f Helper

' Pump

| Operator

7| Shri. Dara Singh | Peon

Graduation

~ Graduation

VI

| High ééﬂisoi

'+ 27-03-2023

Processing of
LTC/HTC
payment,
maintenance of
Leave records,
leave

- encashment,

| service book

' maintenance,
and disposal of |

' routine work -
related to group
AandB. |

1 04-04-2023 |

standard

27-01 1999 |

~ 01-08-1985

' Processing the
files related to
NOCs, family
dependent,
employee
quota,
manpower and

| maintenance of

| personal files

| and other
routine work.

Y—ijis'l_aatch

' bearer, file

' retrieval and
maintenance,
and oversee the
requirement of |
__ consumables.
Maintenance of |
dlspatch and
assisting the

| JOA in routine




T — ST TNy S

' " Gl AT SN work
ios 'Shri. Lakshmi | C-MTS | ITI Diploma | 27-03-2023 | Maintenance of
g Narayan Mishra | l | dlsl_)at_ch and
'f | E : - assisting the
} | | | ' JOA in routine i
E | . work. |
09 | Shrl Buddhi Lal Block VI 18-06-2009 D!spatch

- - Servant ' standard bearer, file

E | 5 | retrieval and

Z 1 ‘ - overseeing the

,5 | sanitation

: | | - work.

6. Duties of the Various Administrative Officer and Staff

SN | D_gnatlon and Assacmted Powers/Duties 2l ELTE
1. INA \

= e e i

7. Work Done by the Office

. SN | Work Done in the Office , Dealing Staff

|01 | Processing of files related to group | Group A and B ~ Prashant Mishra, Md.

; ‘ A, B and C and matters thereof ' Farman Alam and Anjali Mishra.

, - Group C - Sandeep Kumar and Indrajeet
A B

8. Time taken to complete the task

f | Work Done in the Office | Duration for Completing the Task
Processmg of files related to group | Three workmg days

| A, B and C and matters thereof |

9. Organizational Chart

Assistant
Registrar (P)

Sr. Technical
Assistant

Office
Assistant

|

Junior Office
Assistant




10. Observations of the Auditors

I. The Non-Teaching Establishment has well-qualified Staff to deal with the
required works,

2. Some Gender-imbalance is there with only one female staff in the section.
Working is done through physical files.

i Recommendations of the auditors

1. The processing time of the files may be substantially reduced by implementing e-
office system across the whole University. Also, the data of e-office can be
backed up which is not possible in physical files.

2. The system should move towards €-HRMS for maintenance of Personal data,
Leave records, Family details exc.

further improved. 1
4. Some more female staff may be deployed in the Section to remove gender-
imbalance.
.-/’J & e a
/" .‘ - = & s
S ]
(Prof. Madhurendra Kumar) (Amitabh Ranjan) _ !
Coordinator, IQAC Registrar, Indian Institute of Public
University of Allahabad Administration, New Delhi-| 10002 J

;
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Report of Administrative Audit

1. Name of Administrative Office Registrar’s Office

2. Date of the Administrative Unit 14™ August 2024

3. Members for Administrative Audit:
Coordinator, IQAC

Prof. Madhurendra Kumar

University of Allahabad

Prayagraj

Shri Amitabh Ranjan
Registrar

Indian Institute of Public Administration
| P Estate, Ring Road, ITO

New Delhi-110002
4. List of the Administrative Officers:

" SN

N __r_ih}_ﬁéﬁoﬁ&e? _ Demgnatuon ! Quallf catlon
1. SRINAVINKUMAR | UNIVERSITY | B.E. (Civil), MBA, PhD
| | SINGH | ENGINEER
| {
2. | SRIRAVINDRA " JUNIOR | DIPLOMA IN
* NATH PANDEY ' ENGINEER ENGINEERING
| (VY
1 |
'3 |SRIRAJBAHADUR |JUNIOR DIPLOMAIN
‘ ; | ENGINEER ' ENGINEERING
| (eviy
4. [SRIAHMAD | ASSISTANT | BE .
 HASSAN GHAOSI | ENGINEER (ELECTRICALRELECTR
,_ | (ELECTRICAL) ~ ONICS ENGINEERING)

—_— — — - -

5. List of the Non-Teaching staff working in the Office

SN |

Name of Officer

| Qualification

Dessgnatlon
0y J"Sftﬁml:iﬂ):«ia.ﬂ}mr\l"""' 'DATA ENTRY | B.TECH (COMPUTER
| SINGH OPERATOR | SCIENCE &
! ENGINEERING)
s , |
| |
2. | SRIPRAHLAD " DATAENTRY | BCA, B.LIS, PGDCA
OPERATOR

| GUPTA

|

' 10.01.2001

11 07.1990

130032017 |

Date of Jomlng Responsubrlltles :

Overall In-Charge of
Engineering Section looking
after construction/
maintenance of university

| infrastructure.
Lookrng after
construction/maintenance
(Civil works) of university
__ infrastructure.

Lookmg after

| construction/maintenance

e o

 {Civil works) of university

mfrastructure g

1 25.02.2023

Dateof

Joining

| 28.02.2023

' 02.03.2023

__ infrastructure.

| Responsibilities

| Operate Computerin

- Operate Computer in

; Internet, E-Mail & Letter

' typing (English & Hindi) e-
_ office & File handling, e-

Lookmg after
construction/maintenance
(Electrical works) of university

Internet, E-Mail & Letter
typing (English & Hindi),
Tender Processing E-
Procurement site, File
handling, e-office, MS Word

' MS, Excel, PPT & Other

Technical support in the

Engineering Office etc.



[ ]

B

 office, MS Word MS, Excel,

PPT etc.
3. | SRIABHISHEK JUNIOR | BE(ELECTRONICS& | 27.03.2023 | Operate in File handling &
SHUKLA | OFFICE INSTRUMENTATION), O computer typing in excel &
el | ASSISTANT  LEVEL . MSswordin English etc.
4, SRIANILKUMAR | JUNIOR 12" 13.09.1988  Management of office
YADAV - OFFICE records.
T SR, . | S S Bl STV Bl RIS AN 1
| 5, SRi SRI KRISHNA | MECHANIC B.A., T 10.03.1994 Operation of the tube well.
| SINGH A TS TR SRl el 2 -
6. SRI OM PRAKASH MECHANIC | 12th 1 01.04.1998 Operatlon of the tube well.
S e R _ s RS e A R TN
: 3 i i,
7 SRI SATYA DEO MECHANIC  12th 727.04.1994 Operation of the tube we
Jare ‘.PATHAK Gt Y 1 AT S st A b
8. " HELPER Plumbing works.
{BRs f‘f‘fﬁ‘f‘f‘?“" T R ARt 2 S
9. | SRIRAMSUMER PEON TR .| File handing work.
10. | SR GIRISH 17.06.1992 | Operation of the tube well.
FELT T bt Sl SRR SRl
(11 SRIDIIPKUMAR | CARPENTER  8th | 01.04.1998 Carpentry work
1z. SRI SUBEDAR " pPUMP T B 01.07.1997 Operation of the tube well.
__ |swaRMA  opemator 12 BScAe itk
s - HELPER [ Electncal | work.
SRI
| |SHSSREETSNGH | ascrucan b ERNROR SR, Ttk DL Gl AR
|14, SRI ATIQUR | 01.04.1998 Operation of the tube well,
| immeeny  [MICMNC | R
15. | SRISHAMSUL ELECTRIC o ' Electrical work.
| |RAHMAN | coou ' il PR SRR R T AN D
' 16. SRI VIRENDRA OFFICE 12th 01.04.1998 Supervision of maintenance
| KUMARSINGH  ASSISTANT | . __ works. e
&7 . SRI MAHTAB Al | MECHANIC_ L 10th g _18.08. 2008 =1 E%ectncal work PRl AN, 2t
| 18. : :ithiUDARSHAN | WIREMAN 12th, 171 1 05.08.1991  Electrical work.
B TG ——————— o Sieuis
19 SRI GHAN SHYA MECHANIC 12th 18.08.2008 Dperatmn of the tube well.
= o= MISHRA - xa —y s P : R R — WS |
3 LK | ion of 1l,
20. | SRIANILKUMAR MECHANIC  12th Operation of the tube well
| ' SINGH B g o N
21 |SRIRAMBHAIAN | PEON _  10th_ 042015 File handingwork.
| 22. | STORE 18.08.2008  Store related work.
I i | S LRI i O SR L SR,
6. Work Dane by the Office
(SN_[WorkDoneintheOffice T DealingStaff
1. Estlmatnon tendering, Execut:on supemslon processmg of 1- SRIAHMAD HASSAN GHAOSI AE (EL)

contractors bills, reply to various agencies viz. MoE, CPWD, PWD,

| PDA, PSCL, Cantonment Board, Nagar Nigam, etc.

' Operation/maintenance of day-to-day essential services of the

university.

H— - b

2- SRI RAVINDRA NATH PANDEY, JE (Civil)

3- SRI RAJ BAHADUR, JE (Civil)
4-SRIINDRABHANSINGH,  DEO
5- SRI PRAHLAD GUPTA, DEO
6- SRI ABHISHEK SHUKLA, JOA
_7-SRIANILKUMAR YADAV,  JOA



" /. Time taken to complete the task

ISN | Work Done m the Off' ce g ' o Duratton for Completmg the Task
1. | Estimation, tendenng, E:_:;catﬁﬁ‘éupemsmn processing of ; | varies with the nature of work. Electncuty
| ' contractors bills, reply to various agencies viz. MoE, CPWD, PWD, | supply is round the clock and water
PDA,PSCL, Cantonment Board, Nagar Nigam, etc. | supply as per time schedule throughout
the year.

8. Observations of the Auditors

The Engineering section has well-qualified Staff to deal with the required works.
Some Gender-imbalance is there with no female staff in the section.

Working is done through physical files.

B be =

The University Campus is Green and Clean. However, there are some pockets of old, dilapidated
Infrastructure.

9. Recommendations of the auditors

1. The processing time of the files may be substantially reduced by implementing c-office system
across the whole University. Also, the data of e-office can be backed up which is not possible in
physical files.

2. Some female staff may be deployed in the Section to remove gender-imbalance.

3. There is a need to upgrade the existing Infrastructure at some places in the Campus.

4, The Procurement should be done following the provisions of GFR. Also, e-Tendering and

procurement through GeM are advisable.

//P/J
# '}f o
/———““‘ / ,_""_ - :_ T
(Prof. Madhurendra Kumar) ~ (Amitabh Ranjan)
Coordinator, IQAC Registrar, Indian Institute of Public
University of Allahabad Administration, New Delhi-110002




Report of Administrative Audit

1. Name of Administrative Office  : Vigilance Office, University of Allahabad
2. Date of the Administrative Unit  : 14" August 2024

3. Members for Administrative Audit : Prof. Madhurendra Kumar
Coordinator, IQAC
University of Allahabad
Prayagraj

Shri Amitabh Ranjan

Registrar

indian Institute of Public Administration
| P Estate, Ring Road, ITO

New Delhi-110002
4. List of the Administrative Officers:
SN | Name of Officer | Designation _ | Qualification T Date of joining | Responsibilities |
"1 | Prof. AshishSaxena | Chief | M.Phil; PhD. | 2501.2022  The Chief vigilance officer,
| Vigilance ' ' (vigilance University of Allahabad is
Officer Office, UoA) mainly responsible for the

handling, prevention and
detection of corruption and
' integrity related cases in the

| University and also for
| recommending legal action
: | ey ol S e B U SRR N [ ___ wherevernecessary.

5. List of the Non-Teaching staff working in the Office

SN Name of Officer [ Designation | Qualification Date of Responsibilities
- Wz SR 1 S S

1. Mr. Maneesh Singh  Junior Office | Graduation ; 06.04.2023  Work assigned by Chief

| Assistant cee - (vigilance | Vigilance Officer,

| Office, UoA) | Routine affairs of the office,
| Manage outgoing and
| incoming post (Dak)related to
office works,
Maintain inventory of office
| supplies,
Maintain a professional office
| environment.

6. Work Done by the Office

SN WorkDoneintheOffice | Dealing Staff

2 | 'Ikﬁ'i_t'i‘a”tfihg the communication/ action as directed by the MoE, New  Vigilance officers, V.C. nominee, Registrar‘-
Delhi, Chief Vigilance Officer, New Delhi and others. The action  and other administrative authorities. The
taken report are communicated to the concerned. . data base is maintained by the office of

IR | thevigilanceofficer. .

7. Time taken to complete the task

e Duration for Completing the Task

1. | ‘Asabove’ @ - At the earliest or as per the schedule time
A o s
i e o r’f’ - t E— ) faﬂ, ‘ _____ =

%

SN | Waork Done :nthgofftc_e:

i 2




8. Observations of the Auditors

1. Working mostly through phvsical files.
2. A little shortage of manpower

9. Recommendations of the Auditors

1. Some more Human Resources may be deployed in Vigilance Section to cater to the growing need and demand of
the work.

2. Implementation of e-Office needed to improve efficiency

-

(Prof. Madhurendra Kumar) itabh Ranjan)

Coordinator, IQAC Registrar, Indian Institute of Public
University of Allahabad Administration, New Delhi-110002

.-



Report of Administrative Audit

1. Name of Administrative Office

2. Date of the Administrative Unit

3 Members for Administrative Audit:

4. List of the Administrative Officers:

SN | Nameof Officer

! Maj. (Or. ) Harsh Kumar

Designation

Committee Section, Registrar Office, UoA

14" August 2024

Prof. Madhurendra Kumar
Coordinator, IQAC
University of Allahabad
Prayagraj

Shri Amitabh Ranjan

Registrar

indian Institute of Public Administration
| P Estate, Ring Road, 1TO

New Delhi-110002

Qualification _ Date of foining

Responsnbllmes K

~ Joint Registrar  M.A &Ph.D March, 2009 | Committee Section,
| Establishment and

5. List of the Non-Teaching staff working in the Office

SN fr Name of Offlcer
1. Naveen Smgh Bisht

_:Tbélﬁignatlgn_ ‘ Cz_ua}if_icaﬁon i Date of Joining

6. Work Done by the Office

SN

Technical
Assistant

7. Tlme taken to compiete the task

SN

¥ | Witl;in time period

Work Done i in the Office

8. Observations of the Auditors

9. Recomm@aﬂnné of the Auditors

-

RESDDHSIbIlitIES

Teachmg
Non-

| Teaching Establishment

M.A March, 2009 All work r'elatmg to Academic Council,

Executive Council, Admission Committee,
Departmental  Committee,

Programme

Committee,

Doctoral
RTY,

. appointment of Dean of Faculties, Board
of Faculties ie. (Arts/Commerce/Law/
Science), Board of Studies, Board of
Baccalaureate  Studies, Programme

1 Work Done inthe Office
b " As per above pomt no 5 3

_ Committee etc

Deal:ng Staff

| Naveen Singh Bisht

Duration foi-rc_orknpl_gting Ehe Taék



o

11.

Annexure [

Kev Responsibilities of the Estate Office (Estate Manager)

Safeguarding the assets of the University and overseeing their management, including
diligent record keeping and establishing effective communication channels with internal and
external stakeholders. This entails facilitating purchase and lease transactions, resolving
disputes, and ensuring compliance with tax laws in collaboration with authorities such as Jal
Nigam, Nagar Nigam, Forest Department, and Cantonment Board.

Efficiently managing asset allotment and gate pass procedures while ensuring the timely
renewal of necessary services to maintain the upkeep of the assets.

Organizing the disposal of scrap items such as condemned vehicles, unused or obsolete
materials, and coordinating their removal according to established guidelines.

Regularly arranging inspections of assets and venues, such as Tilak Hall, Senate Hall, North
Hall, and Vijaynagaram Hall, in collaboration with relevant stakeholders.

Playing a major role in organizing various functions of the University, including but not
limited to Republic Day, Independence Day, Foundation Day, Yoga Day, Convocation, and
other significant cultural and academic events.

Facilitating the auctioning of evaluated answer sheets, booklets, and OMR sheets used in the
University's annual and entrance examinations, ensuring adherence to the prescribed rules
and regulations.

Managing the auction process for fallen trees, dry trees, and green trees, aligning with both
regulatory requirements and the University's specific needs.

Supervising the management of cleaning and horticulture services to maintain a clean and
aesthetically pleasing environment across the University premises.

Ensuring the vacation of illegal occupants and preventing unauthorized encroachments, while

regularly addressing unscrupulous elements and pressure groups in the course of Estate
Office duties.

- Handling all tasks related to arranging fuel for University vehicles, including receiving fuel

coupons on a weekly basis from authorized filling stations, distributing coupons based on
vehicle users' demands, maintaining records of issued coupons, collecting fuel bills from the
authorized filling station at the end of each month, submitting the bill for payment to the
account section along with the Estate Office’s note, and resolving audit-related objections
promptly to avoid disruptions in vehicle operations.

Undertaking the responsibility, as directed by the competent authority, of maintaining stock
and asset registers, conducting physical verifications and numbering of assets in various

departments, centers, institutes, and administrative offices of the University of Allahabad.
This includes daily review and progress meetings with the team for asset register preparation,
monitoring the numbering process, identifying and rectifying errors, and setting daily targets.



Additionally, performing physical inspections and visits to swiftly address field challenges
and liaising with relevant department heads.

12. Adhering to all directives issued by the Competent Authority and the Chairman of the House
Allotment Committee concerning University accommodations.

13. Acting as the coordinator for the renovation and maintenance of common ‘University
buildings, as well as serving as the point of contact for the Vice Chancellor's Residence and
Office.

14. Under the authorization of the Honorable Vice Chancellor, participating as a member
convener in a faculty-specific committee responsible for verifying and installing purchased
items before payment. This committee oversees departments, centers, institutes, and
university hostels, conducting frequent meetings for effective resolutions. The undersigned
actively participates in each meeting.

15. Complying with all additional directives issued by the Competent Authority from time to
time, ensuring timely adherence and implementation.

Annexure [I
Work performed by the Estate Office as an Indenter:

The Estate Office undertakes two types of indenting:

1. Indent for the purchase of goods, as directed by the Vice-Chancellor's Office or Registrar's
Office.

2. Indent for civil works (e.g., construction of boundary walls, building maintenance, painting),
clectrical work, or other tasks as instructed by the University Engineer's Office.

Note: The Estate Office does not handle indenting for the aforementioned works, particularly
those managed by the University Engineer's Office.

(A) Complete Process after Raising an Indent for the Purchase of Goods:
1. Fill out the indent form according to the instructions provided by the competent authority.

2. If detailed information about the items to be purchased (e.g.. name, photo, price,
specifications) is available, input the provided details accurately. Otherwise, gather the

necessary information/ research by accessing the Gem portal and complete the form
accordingly.

3. Coordinate with the Finance Office to record the availability of the budget on the indent

s ﬂfon'n.




4. Submit the indent form to the Purchase Office.
5. Two processes may occur at this stage:

o For large orders exceeding 25 lakhs, conduct an online bidding process involving the
Technical Evaluation Committee.

o For other cases, place the order directly through the Gem portal using the relevant
form.

6. If the desired item is not available on Gem, forward the indent to the Local Purchase

Committee (LPC) for procurement. Act as a member of the LPC during the procurement
process.

7. Coordinate with the Purchase Office to procure the items from the supplier.
8. Ensure proper storage of the items in the designated location.

9. Distribute the items as per the instructions of the Vice-Chancellor's Office and to maintain
records.

10. Create a comprehensive file encompassing all relevant papers from the indenting process to
the receipt of items. This file is intended for installation and physical verification purposes.
Submit the file to the Purchase Office from the Indenter/Estate Office to obtain a satisfactory
verification report.

11. After the tenth step, Estate Office to notify other members of the Physical Verification

Committee about the date, time, and location of the physical verification of the received
items.

12. Organize a meeting on the scheduled day and time for the committee to verify the received
items and obtain signatures from all members on the verification proforma. This
responsibility also falls under the indenter's role.

13. After completing the above process and ensuring satisfactory quality of the received items,

forward the file with the satisfactory verification report to the Finance Office through the
Purchase Office for payment processing.

(B) Indent for Works Carried Out by the Engineer's Office:
1. In this case, a letter of indent is prepared on plain paper instead of using an indent form.

2. Subsequently, verify the completion of the assigned work and provide written confirmation
of its satisfactory status to proceed with the payment.




19
20

|

3%

23

24.
28

= h

solrerdre favafaemcry

UUHIRDS =211002, 7090 area * R ;
UNIVERSITY OF ALLAHABAD ';,.;v‘h :g,gé' /

PRAYAGRAL 211002, U (INDIA,) bR e
TRt L,

TSI 9T & W@ & ® ﬁn’”"’[’ﬂ[!l/’

F1fdF F1 uforan w2 w7 frorn &g, e F, g i gemafaE searen Tomat #1771 g fe
1 T, FE g fedt & g

T T A, ¢ fae mﬂﬁﬁaﬁﬁmi‘mum&mmr AT 1 FT 0 TFI
AR |

TN 7R F 4 W ez dvate  awan | e gt W TS F 5 AT |

FoAr afov weara, 7§ feeelt 3 awm @ w0, T, A WA AT 0 v v A
T |

ST ot o1 e fr e w1 wEe | A e s e

e fvataes 61 T w e |

st WWM?ﬁfﬁﬁﬂmmﬁW&amTﬁ?ﬂwammmvms A= O
A 5000 - F1 sl s Fr e

Fafv= Pt et Faom okt fremm, simmamarin s foerm, ey f AT T A afEe fam
ez A, feot e s w et Aviam s #)

mmmmmmmmﬂm hﬁmmﬁhﬁamﬁwmm?r
ﬁvmwf‘mﬁmwmmm FPNT FA 3 4%, miFE 0wy

arwn 3w fftam frar man faem T F FFT AT AT 1w £ 2

- BFTIRTATE favataeers 1 T S e | | g e B ¥t faenidan  fm awarfas srs

Arafaa Fa g

T feit 1 o1 e 1 ferrét fratd forem ool ot v Pt @ vy Frafaarat s smm
v AT feram R At vre A A £ e )

TATEIR FTAT F1 T FHTA G0 fivs A w2

T F Tt wfafa £ fz b a1 g e st e a st e F141 | famfafa vy
iz, vETtames F fas v s aids aenfrmss 2

T frel & % 1 i 2 e semer vt 3 b v so e EL
fafvam 7 |

FITH w3 Frenfedent vy seor fovdt st avfomrn i) snfz =1 svmam 3
T fram, e s 1 a4 § semera frvatames # afafae w . *lo 'Dii\"“-\'r‘"r—
TN fT R T 3 e 7 aferam g g 3”—5 ( e -
ety wfiafa % Frtam s 0 e | ~ 3 @.0%. oY

=t aftFT

. Hindi Officer




