Chapter 3

Powers and Duties of Officers

The powers and duties of the officers of the NCHMCT are governed in
terms of instructions contained in the Memorandum of Association and
Bye-laws and Staff Regulations of NCHMCT. Directors in the Council are
authorized to sign sanction orders and convey the decisions of the
NCHMCT.

The Director (A&F) is mainly entrusted with general administration and
finance matters of the Council including conducting of JEE, RT| matters,
custodian of records, the common seal and funds of the Institute and such
other property of the Council, conduct of BoG Meeting and NHTET exam
twice in a year, campus maintenance, annual audit and annual report,
screening of application for the post of Principals of CIHMs, award of
scholarships and prizes, coordination with IGNOU and JNU, the academic

partners.

The Director (Studies) is mainly responsible for development of various
course curriculums, conduct of examinations, declaration of results, issue
of certificates, update of syllabus, accreditation of the Institute, evaluation
and advice on DPRs of new projects sanctioned under CFA of Ministry of
Tourism, regular site visit to assess the suitability of the project and attend
the building commitiee meeting, prescribing the space, equipment and
faculty norms of the affiliated institutes, running of academic programs,
supply of mid-term and end term question papers, organising examination
committee meeting, maintenance of computerised data of registration and
result, upgradation of examination software and other IT solutions,

coordinating skill programs of MoT and publicity & social media.



The Director (Academics) is mainly responsible for academic audit & CLF
audit in the affiliated Institutes, regulate the institute and their performance
review, ranking of the institute, coordination with Institutes for THIMS
portal, running of academic programs and other skill programs from the
NCHMCT campus and function as Principal, research study and running of
Ph.D. program, publication of news letter and undertaking market surveys,
conduct of seminars and workshops, publication of books and standard
teaching materials, regular faculty development programs (CLF training),
running of centralised placement cell, running one incubation centre with
entrepreneurship training and other help for start-ups, academic tie-
up/training with other institutes including foreign, coordination with industry
and professionals bodies, consultancy for earning revenue, running of
library and documentation centre, running of guest house and hostels in the

campus.
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OFFICE ORDER

I supersession of all earlicr oilice orders, renllocation of dutics in consubtition with Direetor (5) and Dircetor
(Academies) in respect al following officials of NCUHMOCT are made with immedinte effieet and until further orders.
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Name & I-l:tluunl.lun

I}ri.;-r-i.niun of Duties

ra)

Hfice Superintemdent

"8k B, Vo Gopal

Administration and Finunce

0 et ing Sesiely mueting recard of NCHMOT? Minutes Book of BOG meetings.
Preparation of Amnial Report (English version)
Suporvision of oll Establishinent poiers
Yililele Momageiment
Adr Teket Bouwking
Ohrganisingg evenis and catering
Mational Avwands G Academic Exeellence in lImq‘lilnEl'l}' Lidentian.
COTY Camo Supervision
Guest Voyse and building Maimtenance

S

Shri Somixh Chandm,

Acooumtunt

Stenoprupher Gr, C

Smi. Dimple Dalotia, |

I sl ingy TPEMS amd CONA

Ciem Tender B1d" Procurgment

Checking of Fills, Clegue and cashibook

Administer Gles relied w pavment subvmivied by desding hands

Bank reconeitiion of all 8 Aceonig of BCHMOET on monthly basis

Calealation of tax from Oems. individua) andl peolessionals cte.

Caleulation of i om employees of NCHMOCT

Monitering of Vixed deposits, caleulation ol interesticerued interest and maintenance of fixed

didposits reglstor

9, lasuc ol Form [o annually and Form 16A on guafiesly hasis

0, gy of reterns sueh as Quarieely Retums b Form 200 & 260, Annual Returm, GS1 Relwrn

1 1. Preparmtion of Annual Sulary statement of esch officerfolTicial of NCHMCT

12, Preparation of Annual Avcounts Malnteasnce af GPY subselber's Afe caloulation of imercsi
and issue of GFF statemesit 1o cacl subscribor annually

13, Maintenanee stock rogbsiorn, changing deprecistion thercon nnd snnual physical verification,

14, "TAMA bills

L5, Preparativn of Dodget Batimate and Revised Estimate.

1. Maintiin Cash ook and petly cnsh

[ 7. Beaking with Bank

1§, Mabstennnee of all registors Le. PUR. Loans and Advances and chegue book regisier.

19, Al other waorks ag assigned by senior ollicors.

ENO NS LN =

1. All secretirial works as given by Dircetor (ARF)

2. “Tour progromme and booking of air tickets

3, Semding e-inails on various subjects o oflicials of Mo, Mz ond other (a3 dimected by
Director)

A, Appeimmen files of Principal's post at various TV N

&
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S. RT1 cases both physical and online

6, Filing ol online spanetly return ane thivd party aodiy
7o Handling smbi-rageing poetud of LGE

A Parliament Questions (s dipeeied by Director)

9, MILTIEE Bxsm

MLk posal of WP relerences (as dirceted by lreetor)
VL Maimenance of inise. duk of 1HMs like monthly reports of [11Ms BoG meeting agendaMinues.
13 Any other work assigned from tine 1o tike.

B O o . e S R

4, | Shri Soush Kumar I. AWIHE work
Assisiang 1. Jifiinr.h'l:rtiicmun'l aind Pulslicity
3. JEE relined court cases and advoeate files
4. Adinission ol Foreign Natlonal! MR I PIO
. M.Sec HA admissions :
f. AMCs and office Maintenanee reluled wirk l
7. Procurément
8. Files relating w (inanclal dssisiunee (o IHiMs! SCAT Candidates I
9. Any other work nssigned from time ta tine
$ | Sme. Rashmi Badoni, | 1. Processing of maiers relating 1o appoimments in NCIIMGT which ivolves Advi. of the
LDC l'll'li-ll’Rl.‘El.‘ip[ of upﬁl] cal iﬂju;‘prqr}ur;“mn al sumImary r:cﬂr[_],fp“}”ﬂ“‘ mary smtln}fﬁ'ﬂ]’imlui Ur
ﬁ-ﬂl‘?ﬂnin; Commitiee/ layue of lettors fur intwrviews and appointments thereol
2. Muintenance of persanal [les/Service Boak of stalTof NCHMCT,
3. Muintenance of Leave records” Attendance Record of sindl? APAILs of stialT,
4. Salary of Regulor siall7 Consullants/contragtunl appointments in NCHMCT
5. Pay Hixutionfinerements of siafl? pay arrcars of stall,
6. Implemontation of MACPs, promotion related work.
7. Medical eluims of seafl { Indoor),
§.  OTA of stalT ear drivet
9. LIC elaims, Compuiter uidvance cte,
10, Celeulation of Retirement benefits/pension of siaiT,
Ll Daily attendunee machine soflwarcireports
12, Misc. correspondence of Ministey relating to Reportg/SCST/ONC vaehneles cle,
13, Custodion of old files of appoimmenis
14, All work related 1o Implementation of HHindi Language in afficinl work like sending of | Lind|
guarner] y/sin momhiyiannual reponts of NCIIMCT 10 Mol mmd Rajbhasha vibhag/Téealing of
hindi dnk reecived from NWARAKAS! Regional implementation ofice Ghe. and Mo/
Quinterly  official language implementation Mectings in NCHMCT/Organisalion  of
Workshops! Hind! Pakhwada
15, Identity cards, Mane plates e
16. Bills related 1o porchase of books/ 1D CardsfAdwve ete
17. Malmenance of CGEIS Regimer/ Purchase of Dooky regivier! Pott Roster Register ete.
18. Any other work assigned from time to time.
6 Sh. Sochitanand Sonar, Plumber, Carpenter ind other maintenance

LIC

JTuitlon ees

Medical outdoor

Petrol and maintenance of siafl ear

lilectricity, Drinking warer and Gas

Diesed for Gen. set ond maintenance

Laundry for Guest 1louse

Pantry Expenscs

9. Fire fighting

10. Pest controf

1 1. Purchase and maintenance of Gencral Store

12, 13illls related (o Telephone Mobile Air ticket, Spood post cte.
13. Misc. work as assigned {rom time to time by the officers.
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Shri Aswani Kumar
Assistunt [Hrector
[ Sdics)

T e e i oS e e ey ——
L. Orglinise evaluation of examingthin

Shei Akbsilosh TTwar
Assistant Dircoyor
(Technical)

Sh. MK, akate
oD

Studies Division

S Colluction of sdmission and examinathn refated data from [11Ms
¥ Coordination with JNU fur sudmibssion related data

F Ulpheep and msintenance of Hostel

3 Nandling examination fonms and fecs

i Ciewnt | fouse Muintenan i

¥ Coordination with 11Ma ard FCle for varitis institut ol events

1. Collection and Maimentnce uf all Indih studeots damm of all 11Ms and Fils

2, Prepuration of result for all coumsesfprogrimimigs

3. Issoninee of Bonalide Cemilicniesback log evitilcatess duplicue mark sheetali
certificates ¢,

4. Verification ol Stuclents credentials, 'eanseripis ete.

5, Result amendment

O, Maintemarnce and updation of Conneil's welbsi

o800k matennnge gl upkeep ol [T asiets,

8. Mainiennnee of TIHMS portal

lipliama

1_Ieconds of Fes for [xominations & Enolment foes
» Upkeep ol Tee Reginer under difforent categorics
Mrocessing of I'ADA bills for evaluators
oA Fue fallows g leters, cinalls and phone colls
Reconcilintion of foe with accoums section and bank
Re-tpinling fev reeoipts bind lorms
 Re-registention fee ol HGNOU and register
Settlemient of 8l evaluatlon bills
CAny otber work sssigned from time o fime

N wd B LA = el B

10

M5, Privanka Gour
Stenograpbier Gr. D

~ Pt up all PUCs and take dictations and tping foe Direetor (S) und HO (8)

. Majntaining all fles/reconds of Central, state, Pyt And FCIs. :

. Prepare examinsion dole shoets, nesdeinic caletjdar, exsimn [oms, special cxinn schedules ele.
Hanedlinge svatlers rolated 1o INS Hnla )

. Maintaining Question Paper data base for all cowries: Typing
dispoteh of énerypled question paper i password througlh Fmail

Organising hearing of all malprctics coses

. Msndle all runscripls

. Maintain conlidentiality and coordinatu within studics and ddmn. division for timely completion

ol assigned work

ps por conrse ond dideshect;

W el e =

o ul o

| Sh Leeludha

1.00C

| Sh Surnya Prakash

Mialirn

nc

1. Coordination with [1I1Ms and FCls for collection of fees

Receipl of Answer Rook: Dpening of bundles, counting, tpging of mnswer book, slacking
answer books subjeetwise and preparing for evaluation
Thnely award of fletitious numbaors aa per ovaluation schodule
Coding of answer books, mixing and marking bundles for evaluation
lssuc of poded answer books (o evalualors und Lheir receipt
Lssiie of nward sheets and their receipt
Fniry of avward sheets in reglster and issue to dota centre
Maintain students attiendance files pertaining to 1erm End Fxams
Prepare unswer books for restotaling; outstation ovaluation snd thelr record
Prepamtion of Eviluation Regisier, Answer Dook [ssue and Receipt Regisiers Answer buok
peceipt from Inditlle Register
10, Counting, Recoipt of Answer books and entry i 'rh'gi:lur
11 Viling of all Exam attendance shects, instiute wisie.
12, Maintaining Steck of stntionery reguired for evaluation

b R R

2. Work as ussigned by Director (5), Executive OfMcer (5) nnd Assistont Director (5)
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Jevel thesis

iy bectores o A% (LA ) stufenty ul'NI‘"M-"'_
Cindating stdents ol MESe (A students to develop Nasters
Pty ool placesneon coon it lon

Pyl oorprmtaiingy Bl stieleinis

Lo Dursdn bl v psal o clinsatfom

Acestst do Dostdtelee al Vb bon relvted] waork

Ay ol bk o] by Compotent Authority

13 T 00 Abhinay Mishra
Laschirer

A e P e

Winledoge bewinones boi 0 S EHEA ) soolonsts of NOCTIM-IT1 .
Gindinge studdents of ALSe (1A ) staidents 1o develup Masters level thesis
Pl ovrpndsing! Do st oty

frcloestriol visde eoserglmation

MNoewsletter editing: eosordiiion wirk

Any ether tishs nusjped by Comnpiilent Authority

4 | Siw i Aol Kumar
Lectier

e =

=

Waith rulated] 1o M.Se Progromime und ather related selivitics.
Mabutenance of woek of all equipmeits and furniture of Academic 1lock
I tminme nemne e of Stadent prersaiial Gle s seeord,

Assist dn 1IN,

AL ke on kg ad development

6 Al s relaed (0’ MUSe Course

T Phosiel Maittenanoe

8. Payiein of visitlng Gieultjes

B TAIYA RIS of participants of wokshops/sepn bng

0. Any other tisks assigned by Competent Authority

Purclose ol ook for liiu:ury -

Miinteninee of books skogk

Insue of Daavarka to stusfents/stalT

IR wu lintedd o Newspaper nnd perigdienls

Owerall mahmemanee of Libmary

Any othier tiks ussipgned by Competent Authotity

17, | Shn Umang All sceretarial work of Dircetor (Aead) office and ather work o assigned by Director (Acad. )
Stenographer Grade D J

15| Shn Tapesh kamar
Assidlant

L S

16 | Ms Dvva Kushwalia
Librrian &
Information Assiston

R

The above order may be complied with immediate elfeet and any dercliction of duties will be viewied seriousiy.

Note: The files shall be sulwnitted through the Supervisory olficers s usual. During the absenee of an ¥ one official, the
work shall be managed by other co-alticials,

Dircetor [ A&])
Distribintion
1. SKEN T 1?7
=4 Director (5) /Dircetor (Acad, ) HO (A&FY 10D (5)
3. Security Supervisor
o, Concerned (e
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(An Autonomous Body under Ministry of Tourism, Govi. of India) Tnereelibile
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Delegation of Administrative Powers:
Authority to which the
power is dnl:ptnd |
51 Existi Revision with a val Revision with a al
No. R ur PO " of BOG In ts 46" of BOG intts 52
meeating held on mieting held on
- 01.12.2017 06.09.2021
L Creation/abolition of Chairman, BOG As per existing Unchanged
posts (for all posts in NCHMCT)
2. A Appointing Chairman, BOG As per existing Unchanged
Authority (for all Group A posts)
Chief Executive Officer
{for all Group B posts)
Director (A&F)
(for all Group C posts)
B Disciplinary Chairman, BOG As per existing Unchanged
Authority (for all Group A posts)
Chief Executive Officer
(for all Group B posts)
Director (A&F)
(for all Group C posts)
C Appellate President of the Society As per existing Unchanged
Authority {for all Group A posts)
Chairman, BOG
(for all Group B posts)
Chief Executive Officer
! ) | [for all Group C posts) -
3. Acceptance of President of the Society As per existing Unchanged
Resignation (for all Group A posts)
Chairman, BOG
(for all Group B posts)
Chief Executive Officer
. o (for all Group C posts)
4. |FixationofPay |  Director(A&F) | Asperexisting |  Unchanged
5. Approval of Tour Chairman, BOG Chairman, BOG Unchanged
Programs (for CEO) (for CEQ)
Chief Executive Officer | CEO (for Directors)
(for all Officers of NCHM) | Director (A&F) (for
| all Officers)
6. Sanction of  Air | Chairman, BOG As per existing Unchanged
Travel for non- | (for all Officers of NCHM)
entitled categories
____|ontours
7. Advances (Pay, TA, Director (AEF) As per existing
LTC, Leave Salary)




{full powers for all Group B &

8. [ Advance to
employees for
purchase of Car,

Motor Cycle,
Scooter, Bicycle,
Fan, etc. to Director (A&F) As per existing Unchanged
Chief Executive Officer
Entitled Officers
Non-entitled
| Dfficers
9. Grant of Increments Dy. Director As per existing Unchanged
10, |A Grant of EL, Chairman, BOG As per existing Unchanged
HPL, CL, EOL, {for CEO)
Maternity Supervisory Officers
Leave and (for rest of staff)
Leave not Due | Mol Mecessary Leave Sanction
Order will be issued by Dy
Director as records and service
books are maintzined by the AGF
WIng:
B | Special Leave, Chairman, BOG As per existing Unchanged
Study Leave, |(for all Group A & B posts)
Special Chief Executive Officer
Disability (for all other posts)
Leave Note: Nececzary Office Orders
will be issued by Ditector (A&F)
as records and service books are
maintainad by this ARF wing,

11 Controlling  Officer | 1) For all Group A posts [1) For all Group A Unchanged
far TA Bills up to Dy. Director post posts up Lo Dy

will be their own Directar post will be
Controlling Officer. Director (ASF).
2) For rest, Dy. Director, 2] CEQ for Directors.

12. | Leave Travel i) Al LTC claims will be As per existing Unchanged

Concession countersigned by
authorities as
mentioned for TA
Bills at 5.No.11.

i) Admissibility will be
certified by Deputy
Director for all
claimants.

13. |Power to allow Director (A&F) As per existing. Unchanged |
medical (for all officers subject to
reimbursement  of | fulfillment of conditions | Exceptional cases to
medical  expenses and procedural be referred to CEO.
and to countersign | requirements laid down
the bills and to | inthe relevant rules)
record  prescribed

- certificates

14. | Over-Time Chief Executive Officer As per existing. Unchanged
Allowance (for all entitled category

of Officers)

15. | Sanction of | Chief Executive Officer As per existing. Unchanged
Advance/ {full powers for all Group A ==
Withdrawal  from pasts}® a5
GPF Account Director (A&F)




- Cposts)* —
* Subject ko Fullilimant of conditians
and procedaral requirements taid
_____ - o Sl doam in the risavant fule

16. | Sanction and Drawl Director (ALF) As per existing. Unchanged
of Pay and (full powers for all
Allowances of all employees)®
employees of the | ™ Subjecttobudget provisians and
Council fulfilliment of conditions and

procedural regulrements id down in
thie relevant ruied.

17. | Sanction of non-| Chief Executive Officer CEOD CEQ
recurring {above Rs5.0.50 lakh) (above Rs.1.00 lakh) | (above Rs.2.50 lakh)
expenditure on each Director (A&F) Director {A&F) Director (A&F)
occasion for (up to Rs.0.50 lakh) {up to Rs.1.00 lakh) (up to Rs.2.50 lakh)
purchase of office | Ineachcase subjectto budget Ineach case, subject to In each case, subject to
equipment and |  Provisions and fulfiliment of budget provisions and budget pravisions and

quip . conditlons and procedurl fulfilment of conditions fultilirment of conditions
furniture, fistures reguirements laid down in the and procedural and procedural
and fittings, etc. refevant rufes requirements laid downin | requirements lid down in
' the relevant rules. the relevant rules
Procurement & Chief Executive Officer Chief Executive Unchanged
Printing of (Above Rs.0.50 lakh) Officer
Stationery Director (A&F) (Above Rs.1.00 lakh)
{up to Rs.0.50 lakh) Director (A&F)
In each case, subjectto budget | (up to Rs.1.00 lakh)
provisions and fulfiliment of In each case, subject to
conditions and procedurl budget provisions and
reguirarments laid down in the fuifiimant of conditions
refevant rules. and procedurad
requirements laid down in
the relevant rules.

19. |a) Publication of | Chief Executive Officer As per existing. Unchanged
Books and publicity (full powers)
material  including | Sublect to budget provisions and
iournals fulfillment of conditions and
| procedural requirements fald

dewn |n tha relevant rules,
= Director (A&F)
b) Newsletters (full powers)

20. | Postage and Director (F) As per existing, Unchanged
Telegrams (full powers)

2. Liveries, clothing Director (F) Ac per existing, Unchanged
and other articles {full powers)
for Group C & D As per norms laid down in the

_employees relewant rules/finstructions.

22. | Electricity & Water Director (F) As per existing. Unchanged
Charges {full powers)

23. | Rent, Taxes of Office Director (F) As per existing. Unchanged
Land and Building (full powers)

24, | Maintenance  and | Chief Executive Officer Chief Executive Unchanged
Running of Staff Cars (full powers) Officer

Director (A&F) {full powers)
(Rs.10,000) Director (A&F)
Subject to budget provisions and (Rs.50,000) £, o

fulfillment of conditlons and Subject to budget fad ‘l‘._.w...

FTI:H'.B:I'I.H'M TWITE"“ nis l&ld III'MHI"IS aﬂd [ﬂ.ﬂﬂ"mﬂnt -ﬂf .." ;‘ _4'.4 .'-“ :

down in the relevant rules. conditions and procedural Qe
requirements lald down in PEATR

8 the relevant rules. b 4 S




25. | Incurring of other — Chief Executive Chief Executive
expenditure Officer Officer
recurring in nature {(full powers) (full powers)

Director (A&F) Director (A&F)
{up to Rs.1.00 lakh) (up to Rs.2.00 lakh)
Subject to fulfilment of Subject to fulfiiment of
conditions and procedural conditions and procedural
requlraments lald down In reguirgrmants laid down in
the relevant the salevant
nulesfinstructions. rulesfinstructions.
| 26. | Contract Deeds Director (A&F)/ Unchanged
Secretary of the BOG As per existing.
(All Cases)
Subject to Tulfiliment of
conditions and procedural
requirements laid down in the
relevani rules/instructions,

27. | Power to write off Chairman, BOG Chairman, BOG Unchanged
losses, irrecoverable {full powers) {full powers)
losses not due te | Chief Executive Officer Chief Executive
theft, fraud or (up to Rs.50,000) Officer
negligence Subject to confirmation by (up to Rs.1.00 lakh)

Board of Governors Subject to confirmation
by Board of Govermnors

28. | To declare Stores | Chief Executive Officer Chief Executive
{including items of (full powers)* As per existing. Officer
dead stock) to be Director (A&F) {full powers)*
declared obsolete or {up to Rs.50,000)* Director (A&F)
unserviceable and to | * Asper book value In each {up to Rs.1.00 lakh)*
order their disposal | case subject to fulfillment of * As per book value in

procedural requirements. each case subject to
fulfiliment of pracadural
FRQUIrEmeAts,

29. | Assistance to | Chief Executive Officer Chief Executive Unchanged
Recreational {full powers)* Officer
Club/Canteen Director (A&F) (full powers)*

{up to Rs.25,000)* Director (A&F)
*As per laid down norms {up to Rs.50,000)*
* As per laid down norms

30. | Power to verify Director (F) As per existing. Unchanged
cases of [for all entitled
reimbursement  of categories as per laid
tuition fee and to down norms)
allow
reimbursement and
record  prescribed
certificate in the bill
under normal rules




