CSIR-INDIAN INSTITUTE OF TOXICOLOGY RESEARCH, LUCKNOW

- 3T TS LT /T /P fa U /2024 =1 - 18.03.2024

No. HTR/GEN/Work Allocation /2024 Dated :18.03.2024

ST Y9 / OFFICE MEMORANDUM

g - wrr/Rrasddtel/and sy § weTawt & v o fyve |

Sub:- Work distribution among Dealing Assistants at Gen/Bill/DDO/Works Section.

qem HUSR 3 W/ﬁa/s‘}s"raﬁ/aa# T B B 9t g Sgred % T $1 AU 50 8, The competent authority has

approved the division of work in General/Bill/lDDO/Morks Section among the following dealing assistants:-

AT R L Duties/ Work Details - g wramw o srfarY
: Name of Dealing Link Officer
_ Hand
SRTATH T FHERT:- ) Processing -Q_f_pavments of :- Y. s 4R, oft . qae FHT,
ey * Gratuity TUHSR (S1LA) TUERA (ST)
¢ Commutation ft Ty fim
+GPF . L;é\(g encashment ' :
[ ]
‘RGIS ‘Dealing Assistant for :-
S . e Tender/contract management of taxi
RERS . services.
“aftagT aw e Official advertisement in news
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o Fefy Tt B ﬁﬁﬂlﬂ'{ﬁ'ﬂ T papers & processing of bills. Sh. Ajay Prasad, | Sh. Pawan Kumar,
- - . s Central Diary, ASO (Gen) . ASO (Gen)/
‘ W At 3 anfRmTen e i e 5 « Duties of dispatch & postal Work. Sh. Narendra
TEHERTT | » Telephone Reimbursement. Singh, SSA
e =T, s TDS on Income Tax for vendors and
3 related returns.
« YT ST ST FTA F e All other misc
o Tt wfgfe payments/reimbursement received
C e ' from permanent/project staff.
« Fararalt & s s o fidiew o R | « Any other official work given
« Tyt / iR TRt @ T o ot SO/AQ. |
fafer s / sl Timely reply of RTI/Audit para to above
« TEA/TA F grar A v B o= w matters.
3. ITTrh et % forT amdrers/atee & -
e il Accounts Manager Software (AMS)
LRI | implementation. .
4 GT TEYF GieEaaT (TUHUy) S|
qRaga 8« § gafig s ) Work related to Transport Cell ot e E?HT;H ST TS, TUHS
- g+ft et ave (AT, T@aTs, 2u e, TR A
e T, X « Al official Vehicles (booking, | qurét (ST} /
EEIED WW"T aie) - . maintenance, processing of fuel bilis LI G LN
« Tt A wruta g, Bl w0 TEe etc.) _ _ _ sh. Ashok Kumar e, ITEq
arf2 e Taxi Services ie. booking, | pathak .
, - - processing of bills etc. Trans ort Cell In- _
» TR SEATell # o IReage aeawar » Other Transport requirement at c:,zrggo eI | 'sh. Ajay Prasad,
« SRR aTeAT Y fiw Institutional events gsho (Een_) ! "
"« Condemnation of official vehicles. - Anuj Rumar
» A/ A AT T A e A « Any other official work given GSaKtam,
SOIAO. J

W\V\
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fradt quw arga,

T TErE - , ) Dealing Assistant for :- T, S FHR
All k related t dical et ' ;:/W
’ ° work  relate o medical | mt. Suman _
» FHRET 7 wiagfd /e s s treatment/reimbursement of | Yadav, Sr. Steno ;gﬂa?r (;j:ﬂ) '
F e fare oot w71 employees etc. ' o Sh. Anuj Kumar
R AT » Stipends of Projects Scientist, Gaut
, Fellows of DBT/DST/ICMR efc. oVt
- SR TTEd s TRe st ¥ sredan (Except for fellow which is dealt be Sh P Kuma
(ST I FTT BT e Sty Ay Establishment by online portal) AS-O(g\gl?; umat,
fellow FY FgH) ) « Monthly Stipends of Projects staff
« FrSre =T T AT S (TERTe (Associate | to |Ill, Research
A ( Al Associate, Apprentice)
I, e waifRme, fovegan) s Any other official work given
SO/AOQ.
Wﬁm@%m%wﬁ?ﬁrml Timely reply of RTI/Audit para to above
IR ATAT & g srerd/siRT 4T #1 | matters.
AT 9T I Accounts  Manager Software (AMS)
@ T EE AEAIT (TUHTE) T implementation. | ’
SR 9B - Dealing Assistant for :- . T7T FA, £ Tz fog,
| TEEE (SAE) THIAY
. . e« Salary & related payments like st AT FHIC
gt g =Rt ¥ 3w s deiay . arrear etc..of all regular staff. ' '
w@%wmﬁ| e TDS/income tax of T, STTHY
« TR ey =7 S employees/pensioners.
{& T ! » Security contract / bills etc. Sh. Narendra
« LT ey / faer st + CEA Singh, SSA/
CEA - e TA /ILTC . (including leave Sh. Anuj Kumar
encashment} bills of regular staff. Gautam, JSA
» Syt (gEh TeRwor afem) Rafia e Any other official work given
Fe=TRAT F faen SO/AOQ.
« TR ¥ FRT R A A e w7 Timely reply of RTI/Audit para to above
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IIUF JrIet & fore smcders/siEe o et

matters. Sh. Pawan
T T I Kumar, ASO(Gen)
e TIFEIAT (TOTE) wrtE Accounts Manager Software (AMS)
T S ( ) ! implementation.
e agms - Dealing Assistant for :- oft #¥x fifg, T FHTT, TUH
Tqugu (sEa)/
. ‘ . s Contract Management of manpower, st . ST FUT
« AR T ey Fo=7H, Al F [l w processing of bills of manpower & ]
YEHER 3T qHTE T4 ' cleaning services. , T, STE
) s TDSonGST :
« Sftuedt 9T vy ) ) Sh. Narendra
o GST @18% (Services given by Singh, SSA Sh. Pawan Kumar,
Sftuadt @ 18% (Hrumsndsne-samdian CSIR-IITR) | ASO(Gen)/ '
g & TS A7) » Guest House booking, Sh. Anuj Kumar
. » Staff quarters requests, Gautam, JSA
T BT i s Printing work requests etc
» ETE FRECH AU | e Any other official work given
« sz 7 ST R | SO/AOQ. .
- TEE/TER % g R T #E ay el Examination of file pertaining to Works &
< @< T e ST qaT TIT A Gefag wreer | Services Division at this Section.
&t st o .
> . o 1R Timely reply of RTl/audit para to ab
- -y P rr§$?e¥s.r ply o audit para to above
HHY 9T 99
AT e F FiFadL (TURTH) Frai=aa| Accounts Manager Software (AMS)
) implementation.
et wgra - ] Dealing Assistant for ;- ofY . s FA ft. TaT FAE,
L ﬁ-q-(:m: ‘ quEsy (SA-T)/
_ ‘ e Al work related to medical ' s} ( T ) fig
- FrfeaT STt 6wyl enfe treatment/reimbursement of ' :
Pensioners etc. HEEU
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Y gafga mfraeh s Work related to fellows excebt gh. Anuj Ku]rxnar Sh. F(’gwa)r} Kumar,
. THTYAT ¥ AT which is dealt be Establishment by | Gautam, JS ASO(Gen
- Ffellow  fe e ( * online portal. Sh. Narendra
 FF A ) o |dentity cards. Singh, SSA
RERIER K] | e TA Bill/Contingency of
« &ru faer 1 aferser =Py arfee projectstaff/fellows/other guests etc.
R Y sreRfTRa) s Examination of Works Fiies.
. » Any other official work given
'Tﬂfﬁ%ﬁﬂﬂﬁﬂl . SO¥AO. g
* THS/THA  TRT AT Tar B s wed) Tra v of RTUAUd o ab .
- ¥ RrT TS R E & nlr;tteey:s.rep y o udit para to above
HHT LI Accounts Manager Software (AMS)
T Yo e AT (QUATH) Frai=| implementation.
Q{W‘@'@Vl
- (GE.G. UTUS4/L. N. Pandey)
U SIS (|H1°)/Section Officer (Gen)
ufafefl/copy to -

. 9t Gdfea &) /Al concerhed.
. fod ud O SgHT/F&A Section

1

2

3. U e & el wfua / Private Secretary to AQ.

4. Féwe & wur Aot wfig sprinciple Private Secretary to Director.
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