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ORDER

In supersession of all earlier office orders of even No. Shri Ranajit Kumar Roy, Senior Administrative Officer, BSI, Hqrs« Kolkata, is
entrusted with the following duties and responsibilities with immediate effect.

1x He will be the Head of Office, Botanical Survey of India, Headquarter, Kolkata with full financial powers as conferred under Rule -14 of
Delegation of Financial power 1978, as amended from time to time.

He will render help, assistance and advice to the Director, BSI for smooth and efficient functioning of the survey as a whole.
He will be the O. M. Officer of the Survey and Member Secretary of the DPC for Group-C staff of BSI.

He will be the Reviewing Officer for check and review of the cases relating to staff cars/office vehicles.
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He is to supervise overall sectional activities of Administration, Accounts, Establishment, Store & Stationary Section and process all the
sectional files with his observation and interpretation of relevant rules & provision.

He is 1o assist Vigilance Officer & CPIO to dispose off vigilance matters, RT1 issues, staff grievances, Public Grievances etc.
He is to look after CPWD affairs and keep track with utilization of Capital budget and budget under Minor Head.

He is to look after departmental CAT/Court cases and keep liaison with the Govt. counsel on court matters.
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He is to assist in preparation of departmental budget estimates and revised estimates and ensure timely reconciliation of expenditure with
the PAO and collection of the actual expenditure statement of different regional Centre/unit offices for sending complied statement of
expenditure of the department to the ministry in time.

10.  He is to maintain close co-ordination with DDO in all financial matters (including PFMS/ Bhavishya/ GeM/ etc).

1. He is to scrutinize all cases relating to pension, gratuity, leave encashment, fixation of pay etc. and advances including HBA, GPF, TA,
e LTC, MCA, Medical bills, etc. before placing to the competent authority for necessary sanction or instruction.

12. He is to assist competent authority in sending information or replies on audit observations and queries of the ministry on establishment or
financial matters.

13. He is authorized to attest all the entries in service books of Group “C” staff of BSI, Hq, Kolkata.

14, He is to assist Liaison Officer for proper functioning and implementing reservation policy of Govt. of India and ensure timely conduct of
DPC meeting.

15.  He is to ensure implementation of the departmental committee reports relating to all purchase cases, maintenance of departmental vehicles,
write off of surplus and unserviceable stores etc. and timely verification of stores maintaining OM procedures.

16.  He is authorized to convey of order/sanction of the Director, BSI, Headquarter, Kolkata.

17. He is to render assistance to the competent authority in monitoring the punctuality/ maintaining office discipline and security of the Govt.
property.

18. He is to attend any other duties assigned to him by the competent authority from time to time.

19. All files dealt by the Senior Administrative officer/ Head of Office will put up to Director, BSI which will be routed through the Scientist-E
(Administration) of BSI, Hq, Kolkata for necessary approval/sanction/instruction by the Director.
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Director
Distribution:

| Dr. Onkar Nath Maurya, Scientist-E, BSI, Hqrs., Kolkata for information
2 Shri Ranajit Kumar Roy, Sr.AO & Head of Office BSI, Hqrs Kolkata.
3. All Heads of Office of Botanical Survey of India.
\}/ Dr. K. Karthigeyan, Scientist-F & HoO, BSI, CNH, Howrah for information with instruction to upload this order on the website of BSI.
5. Scientist-in-Charge of Technical/Publication Sec, BSI, Hq, Kolkata for information please.
6 The Drawing & Disbursing Officer, BSI, Hq., Kolkata.
7. All units of BSI, Headquarter (Acct. /Estt. /Admn. /Tech./Pub./Store./Stny./ Plant Chemistry/Library) for information.
8. Hindi Section for Hindi version.
9. Secy. Genl. BSIEA for information.
10.  PAO (BSI/ZSI) Kolkata
11 Order book/Guard file.

Telephone: 2334 4963/6040 (Director); 2321 4050 (Technical); 2321 8991 (Administration); 2321 9334 (SAO- HOO); 2358 4240 (Publication); 2321 5775 (Account);
2321 3891 (Admin section); 2321 3848 (Establishment); E-mail ID: admin@bsi.gov.in



