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CITIZEN'S CHARTER

VISION

Wclfarc of the prcscnt and  futurc gcncrations  of Indian rice  farmers and

consumers by ensuring food, nutritional and livelihood security Mission.

MISSION

Mission I)cvcl()p tcchnologics to  cnhancc rice productivity, rcsourcc and

input  use   cfficicncy   and  profltability   of  rice  cultivation  without  advcrscly

affecting the cnvironmcnt



Administration Section
Nodal I'crson:  I. Chief ^dministrativc Officcr,

2. Asst. Administrative ()frlccrs

Gcncral ^dministrativc works.
.Sr.No  _

I

2

3

4

Name of work

(jcn6ial carrcspondcncc with  ieA-Ii

M-isc. 6drrcspondcncc

Maintcnancc of I)iary /I)ispatch Rcgistcr

Preparation of Quarterly,  I Ialf Yearly & Yearly
Returns

I'roccssing/disposal  of all kinds of lcavc

ri:;Trii-a-fi-;n`6-c~6f-s-6ivia6T;ai,-k7Fc-i;i-;-fi:aT--iiic7i;;iTCT;-~

I'roviding information under RTI
I,.,_i`;ai_i-6i_

Conducting the I)PC /IMC

I'roccss I'cnsion cases

mcctings,

Processing recruiting of  Rcscarch
Scholars/YPs/Technical Assistant
Process of ^IPIVAl'^R

Maintc`nancc of stamp/despatch rcgistcr

/ I'urchase and Works

wiaint-cha~na6--o~f I)sli Rcgistcr/issue rcgistcr

Processing of purchase proposal

In.Jit-aiion oftcndcrs/quotation

Preparation of comparative statement

Award of contract

Verification of stores

l'roccss for undertaking work and issue of
order
Processing all  bills put.chase,  works,
contractual claim   ctc
All types of consti:tictioh;'yM;iritc=arica-6faffie-a

I,ui_ldipgs   _-_.-__   __

i`iin-6irain-cfo-r-^-d-ni--in-i-st-I-a-lib-ri

7 working days/timL` frame given by Council

7 working days

2 working days

At stipulated  inter-ivais

3  days

periodical

10-I 5  days

30 days

As per ICAR

10 days

guidclincs

^s per the time stipulated by rcspcctivc
custodians
I)aily basis

()ngoing basis

Subject to rcquircmL`nt

3 working days

^s pcr time frame given

()ncc in a year

10 days/cmcrgcncy basis

3-5 days

^s per rcquircmcnt

. . .cont  ..2/-
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I)rawing and I)isbursing ()friccr's rclatcd works

I

4

5

6

7

8

9

11

_I___li__.-

Maintcnancc of Income tax rcgistcr/Salai.y
Rcgistcrs/Pay  I}ill

l'rcparation of Rcscarch scholars/YPs bill

Preparation of T A bills/I,TC/I.`VC/I)C/pension
claim/GPF`INcwspapcr/CF:A

Preparation of Arrcar bills

Preparation of Medical bills

Prcpai.ation of lmprcst bills

wiairit6-nancc of Subsidiary  Cas-h  I}ook

Submission of professional challan

Submission of Income tax challan/scrvicc tax

Maintcnancc of Income Tax Rcgistcr

Payment---of(is'-l=----------

Processing of advance proposals

1.     Contingent / advance/()thcrs

2.     TA/I,TC/GPF

()ngoing basis

'l`o bc complctcd bcforc 5th of cvcry

month and sent to Accounts

3-5  days

10-15  days

I,`ortnightly

Rccoupmcnt after 50% exhaustion.

I)ally  basis

I -2 days(^ftcr clearing of chcquc)

1 -2 days

1 -2 (^ftcr submissi(]n of challan)

86forc  5th  ofcvcry  montl-1   -       --+I

I.     Samcday

2.     3-5days

Cont...3/-

Chief ^dministrativ®  Officer
ngergr-rfu and ergiv iirm
lcM In.ion Institute .f Rice Research

iTdiFT, aarm-io. a?.. (aan)
R.jendra"9ar,  Hyderabad-500 030.  (T.S`)
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Audit and Accounts Section

Nodal Person: Senior  Finance and Account Officer

Name ol. w()rk

I}ill of Adva-nccs all types

1.     Coiitingcnt

2.     ()thcrs

a)     All  I.`VC/I)Cbill

b)     Salary  bills

c)    T.A./I,TCclaims

d)    Vetting the purchase proposals files/Estt files ctc.

c)     E.M.I)./S.M.D.  bill

I)     ()thcr bills (i.c.  fcllt]wship, ctc.)

C.E.A.  claims/ Medical/ncwspapcr cl-aiins-

^rrcars bills

Vetting of pay fixation cases/Pension cases

Vetting of other cases & proposals ctc. (i.c. TT^,
documciits, fluction cascs ctc.)

§_ub_m]sTsj_d~HT

i_6nd6i

of di ffcrcnt month ly/quarterly/hal f yearly/annual
reports/returns/B  RS/ ^nnua,1 Account to lcAR

I)cpositing of chcqucs/I)I)s into Institute 13ank  rcccivcd in
^&^ section for diffcrcnt purposcs.

Time frame *+

1.     Sameday

2.      I-3days

3-5  days

()ngoing

3 days

2 days

2 days

2 days

3  days

5-7 days

^s per the directions of the
ICAR I Iqs..

1 -3  days after rccciving in
^&^ section.

*  Subject to availability of funds & other rcsourccs ctc.

+ Time  frame days arc after rccciving bills in A&A section  from the administration and actual

woi.king days

Cont..4/-

Ill_-
erfach
live  Officer*J•ief  Aciroirilstratlve  u.,,vv.

•T=ni_ h rtT?a  -7]Til c-i   `tlTEi¢ITri   {1-tffi_               __.A
Ch
en$3rTi-hty`,.q   ._    `       u

R#;:r*n#:-;i::b':::L:e;oRi:#(:Tis))
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IJibrary
Nodal Person:  1. Chairman Ijibrary Committcc

I,9

Name of work

Monitoring  tlic   availability   of  rcscarch   paper   from
____-_--_ ----- ` ------.. A -,---- = ---------.-.-----------------   1-1`  ----------     `    _         -

other institute and provide rcscarch paper~-----.-----------------------------____
Collection of indent for books and journals/I,ibrary ctc
_____.-------.------.----.------'--------..---_____
Processing    of    proposal    of    purchase    of    books,
Journals( 1 ndian/Ii`orcign)

'_a_ry±mcn_argg__    `   __        _   ___

Time frame *

1_ 5-3o  I)ays

era-rTjii-;-~b;;T5~'---`~-`---
15      days     after     rccciving
indent.

Agriculture Knowlcdgc Managcmcnt Unit
Nodalpcrson:Inqn_?_rg9__AK_MIJ

Up loading of ofricc circular/Notices
_-----.---------------------------`1--------_
Up dating of databasc on wcbsitc

Maintcnaiicc  and  up  keeping  of computer  systems
and pci-iphcral/iictwork/ I I;I'l}^X/

pjgrtr_i_Q_Tsy_stcip___..TT_______.._

Maintcnancc and up keeping of on line ^RS
examination ccntrc/^KMU

Same day

()n regular basis

Same day dcpartiiicntally

Regular basis

i]-fioiTti;,-;-t-i-o-ri--wi-tTnTt-{i~i-iL-E'=-nT'fj`J;iri-a-tion(I.Mi;)cell

War_k_    -_____

publicationofAl|P±±ll`Lap_Q±
Publication of News I,ettcr

I.     News  lcttci. (Jam-June)
News lcttcr

Approval of Publication

Pci.mission   foi.   attending   training   seminars
confercncc ctc.
_                 ..~__.   ___  ,_...  _   __  ~  _     .,__       _____  _  _.     ,,_1--__    .      r_  -JI-``_   -----  I-``  -~TTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT -,-----

Research proposal  for in-house projects

Rcscarch mcctings
1.     Institute Rcscarch committcc (IRC)
2.     Research Advis()ry committcc (R^C)

__. __ 3_i __Quin_qucnnial  Rcvicw Team (QRT) __
Submission of rcscarch rcpoils

I.    Monthly cabinet Report
2.    Quarterly progress Report
3.     IlalfYcarly pi.ogrcss Report
4.     IIalfYcarly  pi.ogrcss Monitoring

_-----.------------------.-------.----.---___
Shoil term summer/winter rcscarch works for
completion of czegree dissertation, ctc.

__.-_. _---1` ----.- 1 -.----------   A ----------- '    ----- ' ---.---------.----- __

Processing  of application  for  registration  of

g?lil.np_1_a_s.!p/p`at_c_nts/_1_I'!i_Ec_la_|cd.±f.g_777LT__€.t.Q.___.____

cell

N()dal Person: In charge PME cc]]

Time frame
|5_t_n+_uly__o_I_t.h_c_y_£eI

1.     15th^ugustofthcycar
2.    26th January ofthc year

3 day after submission

I)ccision  of the  compctcnt  autl
bc communicated within 3 days
^s per IC^R norms

^s per IC^R's guidclincs

1.     15tliofcachmonth
2.     I<`irst wcck ofcach quarter
3.     F`irst wcck ofApril  and october
4.    ^spcr IcARguidclincs

I)ccision  of the compctcnt  authority  to
bc communicated
within 3  days
-.___--.        r --.-.----------------.--------- I  ^+   _   __

Within    7    days    after    rcccipt    of   the

app_I ication

Chief Adn

-----.--.----_-

erfied

qT5ay-rm¥3q i-ga gil vien


