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NOTICE

Subject: Reorganisation of the Estate Section into two functional Divisions - allocation of

duties and responsibilities

The Estate Section of the Institute is presently functioning under the Registrar, who has been
designated as the Estate Officer vide Gazette Notification dated 11.11.2019.

The functions of the Estate Section are broadly; maintenance of land records, allotment of
residential quarters, auditoriums, shops and other Institute facilities, tendering process for

outsourcing of manpower/services and campus upkeeping and maintenance.

2. It has been observed on occasions that difficulties are being faced in the supervision and
management of certain estate-related functions such as sanitation, housekeeping, and horticulture,
which are, by nature related to the campus maintenance & upkeep and as such more closely
aligned with the function of Planning & Development Section, and therefore require the supervision
of the Associate Deans/Professor(s)-In-Charge/Executive Engineer/Junior Engineers of that

Section.

3. To improve administrative efficiency, avoid overlap of functions/responsibilities, and minimise
delay in redressal of complaints from campus residents and students relating to estate facilities,
the functions of the Estate Section is reorganised into the following two Divisions, with duties and

responsibilities allocated as tabulated below:

Controlling
Division Duties & Responsibilities )
Authority
Estate 1. Maintenance of land records of the Institute, Registrar
Management

2. Allotment of staff quarters (permanent and temporary),
Division
3. Temporary allotment of Institute facilities such as

Auditorium and other Institute facilities,

4. Management of tenders for allotment of campus shops

and other commercial facilities,

5. Tendering process for outsourcing of manpower/services

for Institutional requirements including manpower for
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sanitation, and housekeeping and associated contract

management.

6. Attendance of outsourced manpower and coordination with

outsourced agencies, processing of associated Bills.

Estate Campus | 1. Supervision of sanitation, housekeeping, and horticulture | Dean (P&D)
Maintenance & | services

Upkeep Division
PSSP 2. Horticulture management (redressal of complaints related

to departmental gardens, tree trimming, and procurement for

the horticulture section)

3. Coordination for campus security infrastructure and

services
4. Handling complaints related to facilities

5. Preparation of monthly electricity bills for shops and

temporarily allotted quarters

6. Purchase of items required for the services.

This is issued with the approval of the competent authority.

%@Iw

Registrar

Copy to:

1. Dean (P & D)

2. All Deans/HoDs/HoCs/Section Heads

3. Joint Registrar (Estate)

4. PIC (Website) — to upload on the Institute website

5. PA to the Director — for kind information to the Director

6. Registrar Office — for record

W

08| L6
Registrar
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