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OFFICE ORDER No__ 20-24/NIEPA

the duty of Care Taker in addition to his own duty with immediate effect and until further orders.

Approval of the Competent Authority is hereby conveyed to Shri irfan,LDC to discharge
He will be responsible for looking after assets and properties of the Institute. {Il} Take

care of building and to provide better surveillance. (I Supervise housekeeping and

conservancy staff. (IV) Provide surveillance of removal of garbage. (V) Ensure drinking water

facility , cleantiness of building premises, institute guest house, staff quarters, functioning of

fire extinguishers and lift. (V1) Maintain and update the inventory Register (permanent assets)

including that of building and installation in consultation with SOAAYAQ, (Vi) Maintain checklist

while verifying the work/AMCs or recommending payments/renewals as the case may be. (V1T

Coordinate preventive measures to check disasters or breakdowns of any services/utility.

He will take directions from Section Officer (G/A) from time to time and discharge duty
accordingly.

This issues with the approval of the Competent authority.
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