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1.2.1 POWERS AND DUTIES OF OFFICERS (ADMINISTRATIVE, FINANCIAL AND
JUDICIAL)
DIRECTOR IS THE EXECUTIVE HEAD OF THE LABORATORY

THE RESPONSIBILITIES ARE:

1. REALIZING THE MISSION OF THE NATIONAL LABORATORY.

2. CREATING AN ENVIRONMENT IN THE NATIONAL LABORATORY CONDUCIVE TO NURTURING OF
INNOVATION AND HIGH CLASS. R&D AND THE OTHER S&T ACTIVITIES OF THE LABORATORY.

3. MANAGING THE AFFAIRS OF THE NATIONAL LABORATORY AS PER THE DECISIONS OF THE
MANAGEMENT COUNCIL.

4. DIRECTOR SHALL IN ALL MATTERS HAVE POWERS DELEGATED TO HIM BY THE GOVERNING BODY.

Bye-laws further provide for delegation of powers to other officers / functionaries subordinate to
Director. The details of powers of DG,CSIR; RC; MC; Director and the powers delegated to other
functionaries may please be referred to as attached.

SR. CONTROLLER OF ADMINISTRATION (SR. COA) / CONTROLLER OF
ADMINISTRATION (COA) / ADMINISTRATIVE OFFICER

SR. COA/COA/AO CO-ORDINATES ALL THE ADMINISTRATIVE FUNCTIONS STARTING FROM RECRUITMENT TILL
PAYMENT OF PENSION TO THE RETIRED EMPLOYEES. ADMINISTRATIVE FUNCTION VIZ. RECRUITMENT AND
ASSESSMENT, SERVICE MATTERS, PAYMENT OF SALARIES, BILLS GENERAL MATTERS, SAFETY, SECURITY,
VIGILANCE AND LEGAL MATTERS, MEDICAL SERVICES, ESTATE MANAGEMENT, ETC.

TO ACT AS MEMBER-SECRETARY OF THE MANAGEMENT COUNCIL. TO TAKE ACTIVE ROLE AS ONE OF THE
MEMBERS OF CONSULTATIVE MECHANISM COMMITTEE AND LOCAL GRIEVANCE COMMITTEE IN RESPECT OF
GRIEVANCE MATTERS. COA IS ALSO TO SIGN THE LEGAL DOCUMENTS, AGREEMENTS, CONTRACTS ETC. ON
BEHALF OF THE CSIR. ANY OTHER WORK ASSIGNED BY THE DIRECTOR FROM TIME TO TIME FOR SMOOTH
RUNNING OF THE LABORATORY ADMINISTRATION.

HEAD OF DIVISIONS/CENTRES (HOD/ HOC):

1. HOD/HOC ACTS AS THE FACILITATOR FOR RUNNING THE R&D/S&T PROJECTS PROGRAMMES OF THE
RESPECTIVE DIVISION/CENTRE.

2. CONTROL OF JOB ALLOCATION AND SUPERVISION OF DIVISION/CENTRES ACTIVITIES.

3. GRANTING AND RECOMMENDING LEAVE OF HIS STAFF MEMBERS.

CONTROLLER OF FINANCE & ACCOUNTS (COFA)/FINANCE AND ACCOUNTS
OFFICER (FAO):
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COFA/FAO CO-ORDINATES THE ACTIVITIES RELATING TO PREPARATION OF BUDGET AND BUDGETARY
CONTROL, PREPARATION OF MONTHLY CLASSIFIED ABSTRACTS, MONTHLY CONSOLIDATED ACCOUNTS,
ANNUAL ACCOUNTS AND BALANCE-SHEET THROUGH COMPUTERIZED ACCOUNTING SYSTEM I.E. PFMS,
MAINTENANCE OF DIARY REGISTER, AUDIT REGISTERS, OBJECTION BOOK (OB), CASH BOOK, CHEQUE
ACCOUNTING REGISTER, CHEQUE ISSUE REGISTER MAINTENANCE OF VALUABLE REGISTER, ISSUE OF
RECEIPTS, RECEIPT STOCK REGISTER, GPF/CPF LEDGERS AND BROAD SHEETS, LONG TERM
ADVANCES/BROADSHEET, PRE-AUDIT OF BILLS AND RECORDING OF CORRECTIVE ACTION ON DEFICIENCIES
FOUND IN THE PROCESS DURING THE AUDIT AND MAKING PAYMENT THROUGH CHEQUES.

CONTROLLER OF STORES & PURCHASE (COSP) / STORES & PURCHASE OFFICER
(SPO):

1. COSP/SPO CO-ORDINATES ALL ACTIVITIES PERTAINING TO MATERIALS MANAGEMENT OF THE
LABORATORY. THE CORE ACTIVITIES OF PROCEDURES AND FOLLOW-UP APPLICABLE FOR MATERIAL
PROCUREMENT, INSPECTION, ISSUE, STOCK ENTRY, INVENTORY RECORD, DISPOSAL OF SURPLUS
UNSERVICEABLE STORES, PAYMENT OF BILLS OF VENDORS.

2. IN ORDER TO FACILITATE SMOOTH FUNCTIONING REGARDING THE MATERIAL PROCUREMENT, THE
SPO ALSO CO-ORDINATES ACTIVITIES BETWEEN INDENTORS PLANNING, STORES, PURCHASE,
ACCOUNTS, ADMINISTRATION, VENDORS (BOTH INDIAN AND FOREIGN), STATUTORY AGENCIES LIKE
CUSTOMS AND THEIR AGENCIES LIKE TRANSPORTERS, CLEARING AND FORWARDING AGENCIES.

SCIENTISTS:

MAJOR DUTIES AND RESPONSIBILITIES OF SCIENTIST ARE TO CARRY OUT R&D/S&T ACTIVITIES LEADING TO A
PROJECT/PROGRAMMES OF THE LABORATORY ACCORDING TO THE APPROVED MANDATE.

TECHNICAL/ADMINISTRATIVE STAFF:

1. TECHNICAL AND SUPPORTING STAFF MEMBERS PROVIDES TECHNICAL SUPPORT TO THE R&D
SCIENTISTS.

2. ADMINISTRATIVE AND ACCOUNTS/STORES & PURCHASE/SECURITY/LABORATORY HOUSE KEEPING
ACTIVITIES.

Work Allocation to Employees

1. Work allocation to different S&T staff is done as per the mandate of institute vis-à-vis
specialization of research activity.

2. Administrative works: The routine administrative work is being allocated to the officials on
rotational basis.


