
Boq_haq Slngh, COF'A - I
Mr. Amit Mudaliar

i. Atl IMPAC'| rclatcd worl<

2. All AMS rclated work at the slagc of Chcquc

writing & Ileconciliation with AMS to

available all manual rccords'

.3. Budget Related work.
4. To provide all Iludget rclatcd

lnformation/Communication to

Ileadquarter ll,ab.
5. Preparation of Monthly F)xp. Statemcnt,

Ilalance Sheet as pcr AMS.

6. ISudgel l)reparation & Managemcnt,
'l'rans[er of F'unds.

7. Maintenance of Cash Ilook &
Reconciliation.

B. Softwarc rclatcd issues of AMS.

9. In absence of Shri Amit Mudaliar, Shri
Swapnil Meshram will look aftcr his dutics.

L0. Valuable draft receiPt.
L1. 'fo inform all the partics for paymenl

through tl-mail / Phone as per their
Ilcquirements.

12. Issue ol rcccipts.

13. Any other work as assig,ncd bY

coFA/F&AO/ S.0. (F&Ao)

Mr. Uttam Thakarc
1 . Bank Rcconciliation.
2. t? -3, 1' A / l,T C,'l'l)S d u e

3. P-05, t{RI)
4. Revision of Pension / tramily Pension

5. l,cave Salary & Pension contribution
6. Maintenance of Pension Scrolls & Its

rccords.
7. Preparation of RLI and IlFl for Pcnsion /

Iramily Pension/ Other Ile tircment benel'its.

B. Preparation of Actuarial valuation for
pensioners.

9. Salary Bill of Catcgory I, Il, & III.
10. Coordination with CAG/lntcrnal Audit

and allAudit related work.

11. In absencc ol Shri ljttam ]'hakare, Shri
Prashant Kathane will look after his duties.

12. Any other work as assigned bY

c0 FA/r.'&Aol s.o. (F&Ao)

Date:74.06.2023

A.M. I'radtran COfn - li
Mr. Prashant Kathane

1. I)-50, P-70, P-70'1, I)-06 and Net work related
Works & Services.

2. I'4 Contingency,P4 medial Bills.

3. ReconciliaLion ol' LC

4. IillP/llMIS & 'lSA Account Reconciliation'

5. I'}-g0801 LIMD & Sccurity Deposit, P-81, P-82, P-

90807 & P-90802 [All lrellowshiP)
6. All Medical tlills. flLeg,ular, Pensioners)

7 . Pay Irixation of all regular staff, GPF

Maintenance and Payment.

B. Invcstmcnt Ilelated work.

9. P-50 Apparatus & [:iquipment [Grant/CSIR-
Projects)

1 0. In absence of Shri Prashant Kathane, Shri
Ljttam'l'hakare will look after his duties.

11. Any othcr work as assigned bY

corrA/F&Ao/ S.O. 0r&AO)

Mr. Manish Kharbikar

1. GAP Projects , Consultancy projcct, SSP & l'SP

No how royalty and premia for dis[ribution.

2. tlindi Quarterly rePort.

3. Issue of State mcnt of [:)xpenditurc /Utilization
Certificate.

4. I)eputation relatcd work

5. Any other work as assigned by COIrA / f;&AO /
s.0. (F'&Ao)

6. In abscncc of,Shri Manish Kharbikar, Shri

Swapnil Mcshram will look afier his duties.



Mr. Raiesh Borkar

1. All Diary Work fManual as wcll as AMS)

2. Maintenance o[Voucher & Its Records

.3. I)ispatch & I)istribution ol Internal bills &

Dak.

4. Any other work assigncd hy COIrA/F'AO &

s.0.0r&A)

5. In absencc of Shri Rajesh Borkar, Shri

Swapnil Mcshram will look aftcr his dulics'

Mr. Swapnil Mcshram

1. All CSIR-Fundcd project (MLP, O['P, HCP,

NWP) P-07 [Grant, CSIR ]"unded Projects)

2. Maintcnancc & Reconciliation of OIl,

Prcparation of monthly Statement &

Submission Lo llcadquarter.

3. NPS relalcd worl<.

4. l'j-gZ1 -All remittances including GS't,'ll)S'

5. In housc projecls of Ml,P, OLP [All GDA related

work)

6. All I']ay Ilills Relatcd to Scicntist [Group I to
Group IVI

7.P-06 & 0ulsourcc contracts

B. Salary 13ill CatcgorY 6,7, B, 9 & 10

9. Maintcnance of t.R related all expenditure

rcgistcr.

10. IS0, Sta[f CIub, Crcchc related work'

1 1. ln abscncc of Shri Swapnil Mcshram, Shri

Manish Kharbikar wiltlook aftcr his duties'

1. Shri vijay Khade, S.0. [F&AO) wirl rcporr ro both the c0r.'A for all above mentioned work'

2. Allthe liles, reccipts, in Accounts Section to be processed through Shri Khade

3. An advance bill / Adjustment bills along with rcgistcr will put up to Shri Khade

4. All l'cndcr 0pcning / Quotation opcning / Markct Survcy will be al-tendcd by Mr' Khade'

5. Co-ordination with F'inance Staff / cmployces of lnstitute / tleadquartcr communication

Will be look after bY Shri Khadc'

6.shriKhadewillattendMeetingsaccordingtonomination.
7. AllAccountsprojcctstaffwill reportandhclptorcgularstaffasperdirectionof

Shri Khade

B. Any other work assigncd by both thc COFA to Shri Khade

9. [,cave of All Accounts Staff will put up to rcspectivc C0l"A throug,h S.O. (lr&AOJ and Lcave

Rccords will be maintaincd by COIrA-l'

10. InabsenceofcithcrcoFA,availabrcc0rrAwilr rookaftcrailthcduLiesofothercoFA'

1i. All thc Ofticial mcetings will bc attcnded by thc conccrn COFA as per formation of

Differe nt committee's by competent au tho rity'

-"-, A

fr,Hmie
COFA-I

q,1Qffi*7
Anuia Md6-an Prh$hAn '

COFA.II

1)
2)
3)
4)

All concern Staif.

l)ircctor, CSIR- NI'l11RI lor information'
A.0. I & II. lror information'
S.P.O. for information.

Copy to :


