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=T AfaRt | Statutory duties and responsibilities: e/, I o

9

= To prepare and submit budget estimates & | yife/ades-
supplementary budget estimates of income and HATFET=a1/08/23%0/
expenditure of the board for next year relating to 7 25 fr 92/0% /3008
proposals, plans or projects to be undertaken or | ™ ’
continued or executed. (Sect. 31 & 33 of MHAD
Act).

= To maintain proper books of accounts for receipt
and expenditure of board. (Sect. 39)

= To prepare plans or projects for any of the matters
referred to in clause (a) of sub-section (1) of
section 28 MITAD Act & execute them .under
superintendence, direction and control of the
Authority so as not to be 'inconsistent with the
projects or schemes formulated for development of
the Metropolitan Region or any part thereof under
Metropolitan Act. (Sect. 16 &29).

= To publish complete list of vacant available lands
for disposal together with location map on notice
board at the commencement of every financial year.

= Toenter into contracts inthe name  of
Authority, where Authority has delegated him the
powers and where such powers cannot be further
delegated to any other officer of the board. (Sect.
29(b)).

= To execute lease deeds of lands and sale deed of
bldgs. and conveying the properties to Co-operative
Hsg. Society where full sale price is recovered.

= To operate such powers, duties and functions as the
Authority may delegate to him (Sect. 29(d).)

= Toact as Vice Chairman of the board, finalize &
approve item notes & the agenda to be
submitted in the board's meeting and guide
the board as administrative head of Board while
taking decisions /in making recommendations to
Authority on policy matters. To include item
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34

ATHRITTEHT

arfvTa

notes on tenders in the agenda of the board
(full board) meeting where either Board is
competent to take decision or for obtaining
recommendations of the Board on the tenders,
which are in the competency of Authority (full
body) for decision.

= To perform all functions as per rules and
regulations related to Estate Management sector
stipulated in M.H.A.D. Act, where he is competent.

Administrative duties & responsibilities:
To make all out efforts for procurement of new land
from the various sources to board in his jurisdiction by
following the necessary procedure either laid down in
M.H.A.D. Act/ Rules /Regulationsor various other
administrative circulars issued from Authority's office
from time to time and beingin three. (This will be
personal duty and responsibility of Chief Officer though
he can take help of officers / staff working under him for
this purpose.)
» To exercise overall superintendence and control on
all the wings of the board.
= To do/get done prospective planning for the
jurisdiction of his board and preparation of action
plans.
» To co-ordinate, supervise, exercise control, review,
monitor progress of all on-going projects / schemes
& to ensure its timely completion.
= To get prepared work programmer revised
work programme, budget estimates / revised
budget estimates in relation to work programme and
to submit to Authority for approval.
= To submit proposals of A.A. for new housing
area development schemes to Authority for
according A.A. & to ensure that such proposals
are sent as per the approved work programme.
« To attend /organize necessary meetings required for
smooth completion or MHADA's projects.
= To exercise all the administrative powers delegated
by the Authority from ‘time to time.
= To take decisions on issues / proposals which are
submitted to him by various branch heads, if he
is competent either as per statutory provisions
or if by delegation of powers by the Authority
or to submit files/ proposals to Authority's office
where decisions are to be taken at appropriate
level by Authority's office.
= To ensure that information demanded by the
applicants, under right of InformationAct is
supplied in time to  such applicants by
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designated information officers working under him
and whether they are  maintaining
requiredproperrecord therefore and also to act as
a Appellate Officer under right of Information Act
and to dispose of appeals referred to him by the
applicants & to keep proper record therefore.
= Toensure thatall monthly returns as prescribed by
Authority are sent to Government & Authority's
office. To send replies to LAQ's / LCQ’s Govt. /
VIP references in time and to assist officers of the
Authority in replying PAC pares, etc.

Estate Management duties & responsibilities:
To perform functions/ activities in pursuance of E.M.
rules & regulations framed under M.H.A.D. Act in
relation to allotment and  disposal of T/s /flats
constructed or to do allotment of developed plots in
plotted  development schemes or plots allotted by
Govt. under regulation 16, to execute lease deeds of
lands and sale deed of bldgs /T/s etc. under
MHAD(Estate management, sale, transfer exchange of
T/s) Regulations 1981 as amended from time to time&
being in force & to do conveyance of properties.

= To manage housing colonies and open lands /
plots under his jurisdiction and to guard land /
plots and also constructed T/ s / flats from
encroachments.
= To recover dues (installments, rent, service
charges, N.A. Assessment, lease rent, TOT fees,
regularization charges, etc.) & to submit MPR to
Authority, after taking monthly review with E.M.
&A.E.M. working under him.
= To protect all plots / lands & properties of
M.H.AD.A. from encroachments and unauthorized
occupancy and to take timely necessary action
in this behalf to protect MHADA's interest.
= To do any other work specifically assigned by V.P
& C.E.O/A or by Government.
o3. | HEHR 2. To prepare workprogramme/revised W.P., budget
arferar estimates /revised budget estimates for works under

his division & to send it for approval to competent
authority.

e To accord T.S. or to 'approve DTP's for works in
his competency as would be submitted by D.E's.
under him or to recommend to competent authority
for sanction/ approval.

e To fix the agency for the work, which is
administrativelyapprovedand technically sanctioned
by either invitation of tenders or by direct
allotment to labour cooperative societies or
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unemployed engineers as per the procedure
stipulated therefor, to execute agreements with
agency so fixed & to get the work executed from
such agencies?

To do periodical technical inspection of ongoing
works, to approve foundation shade of minimum
first building to be constructed, to fix the plinth
levels of structures & to get it approved from
planning authority, to check form work, centering
& reinforcement of first slab and to get the
necessary rectifications done as may be required
before concreting is permitted, to get the water
tested and to examine its suitability for permitting
it in the construction work and then only to
permit the contractor to use such water for
intended construction, to issue instructions to all
concerned through triplicate site  order block
immediately after site inspection and on the site
itself, to ensure quality of work as per
specifications laid down, to operate contract, to
approve &  get tested building materials,
fastenings & fixtures, sanitary materials, electrical
materials etc. prior to use. ( It will be the personal
responsibility of Ex.Engineer to get the required
building materials tested prior to its Use in the
work and to maintain the frequency of testing
ofthe materials as per the register prescribed by
MBAD/s. for housing at the time of every R.A.bill
/final bill), to see overall work executed by the
contractor from qualitative point of view and to
exercise required % check of measurement in
M.B. as per latest order in force arid to process
the R.A./ final bill of contractor to accounts for
payment.

To prepare/get prepared and check sale price of
tenements/flats/developed or undeveloped plots for
all stage. To workout and submit  proposal of
upset price of shops/NR units /NR premises /HIG
co-operative plots, (which are required to be
disposed of by inviting bids' from the market.) to
the competent authority for approval.

To maintain prescribed registers like extra item
sanctioned register, deviation approval register,
register of watch references, govt. references,
receipt and disposal of applications received under
right of Information Act and like in circle office.

To send MPR’s / QPR's, to prepare and submit
replies to higher officers on.LAQ's/LCQ's Govt.
IVIP references, etc. and to assist all concerned
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in-house higher 'officers in replying PAC paras. To
comply VQC/A s O.M's; audit paras, remarks raised
by accounts on RA/final bills etc.

To monitor VAMBAY schemes & to release
payments to beneficiaries if in his jurisdiction.

To liason with all external authorities for smooth
completion of MHADA's project & to attend
various meetings.

To finalise& affirm  the  affidavit in court
matters & give instructions to advocate
concerned, after getting necessary approvals
on file from legal department / Authority and
higher officers as per need.

To provide guidance to officers & staff working
under him in division and also in sub-
divisionsunder his jurisdiction.

To prepare & initiate processing of item notes on
tenders & process it through proper channel for
approval of competent authority, which are in
the competency of Board (full board) or Authority
(full body) for taking decisions.

To assist Dy.CE in supplying information to the
applicant, if demanded, under "Right of
information Act".

Toperform all duties/functions /responsibilities as
per M.P.W. manual and to exercise all the powers
delegated to him by Authority from time to time.
To studyacceptability and adoptability ofnew
innovative bldg. materials [ construction
techniques in the market, initiating action for
getting approval to the same from competent
authority and  to use such new bldg.
materials/newconstruction techniques in his work.
To assist Chief Officer in procurement of new
lands, keeping account of utilized / unutilised land,
to co-ordinate with the Architect of the Board for
framing of new housing scheme or scheme of
plotted development on unutilized land in his
division, to do verification of bills of N.A.
assessment, water bills, and electricity bills,
bills of common areas in scheme or bldgs. of
which recovery is to be effected through monthly
outgoings of tenants and to send intimation of the
same to the concerned Estate  Manager for
recovery purpose and all such issues related to
housing or area development schemes
implemented in his division.

To do any other work assigned by any higher
officer.
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plotted development scheme & estimates of
infrastructure for obtaining AA or for T.S. (Scrutiny
of such estimates & submitting to EE/Dy.CE for
further action, in case, private architect is
appointed) including scrutiny of rate analysis
wherever necessary.

To do periodical checking of site record maintained
by JE working under him.

To get acquainted with boundaries of land on which
Hsg.project or project of plotted development
scheme is to be executed, all types of bldg. plans
(working drawings), layouts, all items : in schedule
if, relevant specifications/Red book/provisions/IS
code provisions, rate analysis, whether contractor is
procuring materials as approved by competent
authority,source of procurement of water by
contractor & its suitability for, construction purpose
(by getting test report/s of water) ensuring prior
testing of bldg. material and obtaining test reports,
(& also to maintain frequency of testing as
mentioned in the register prescribed by MHADA)
& all such related issues prior to actually checking
at random, line out done by contractor.

To ensure quality of work as per specifications
being executed by contractor throughout the
progress of work & till completion.

To exercise percentage check on measurements of
work recorded by SE/Architect in M.B. (but overall
checking of full work.)

To initiate & take all actions required for
safeguarding open lands/plots under his
jurisdiction.

To maintain  record of constructed/allotted
tenements/fiats/plots/shops/NR  tenements,  etc.
under his jurisdiction & submitting monthly report
thereof to E.E.

To ‘handle day to day routine correspondence in the
subdivision, assisting Ex. Engr. in
submitting’monthly progress reports, replies tr.,
LAQ’s /LCQ’s /VIP reference/Govt.
references/tenent’s complaints /VQC/A’s O.M.s,
Audit paras, remarks of accounts on RA./final bills,
etc.

To do checking of RCC/Steel design of structures
as would be received from consultants appointed &
to submit to E.E. for approval prior to execution.

To get sanctioned & execute all external services
like water supply/drainage, electricity etc. from
concerned authorities & also to handover required
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services to concerned authorities, & to maintain
record thereof.

To keep record of procurement, utilization of
materials, keeping accounts of utilized material,
issue of VSR’s effecting timely recovery therefor
from bills of contractor, surrendering of surplus
material to stores in case material is supplied to
contractor on schedule ‘A’.

To assist Ex. Engineer in procurement of new
lands, keeping account of utilized/unutilized land,
assist the Architect of the Board for framing of new
housing scheme or scheme of plotted development
on unutilized land in his subdivision, verification of
bills of N.A. assessment, verification of bills of
water bills, electricity bills of common areas in
scheme or bldgs. Of which recovery is to be
effected through monthly outgoings of tenants and
sending intimation of the same to the concerned
Estate Manager of recovery purpose and all such
issues related to housing or area development
schemes implemented in his subdivision.

To attend various meeting as may be directed by
Ex. Engineer or any other higher officer.

To prepare parawise remarks of the court cases
under his jurisdiction, get finalized from the
competent authority, give instructions to concerned
advocate on behalf of Ex. Engineer & keep follow
up till matters are resoved.

To act as District Housing Officer for VAMBAY
schemes 84 to act on all related activities therefor
including initiating submission of utilization
certificates.

To study availability of local building materials,
quality/quantity / cost under ‘Right of Information
Act’.

To assist the Architect of the Board in liasoning
with concerned planning authority and such other
authorities for getting the layouts and bldg. plans
approved for the new schemes.

o¥.

arferert

To keep effective administrative control on officers
and staff working in the offices of all Estate
Managers under him as controlling officer.

To work out annual assessment (Rent, HPS
installments, lease rent, service charges/monthly
outgoings, etc.) by getting the information from
E.M.s working under him and to get its approval
from C.0./M.H.A.D.B.

To get the information from his Estate Managers
about recovery, conveyance of properties on
monthly basis, considering the target fixed for the
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year (as in 2 above), get prepared monthly progress
report thereof and submit it to higher officers.

To solve the difficulties of Estate Managers works
under him in their day-to-day working.

To redress the grievances of tenants / occupiers
staying in MHADA buildings, if such matters are
referred to him by Estate Managers or in case
tenants / occupiers directly approach him.

To take decisions on TOT cases of non-residential
tenements in the capacity of competent officer.

To record his views / opinions on files being
referred to him by Estate Managers working under
him as a senior officer in Estate Management and
submit files to higher officers for decision / orders.
To prepare and affirm affidavits in respect of court
matters under his jurisdiction after getting it
approved from Legal Department / Authority and
other concerned higher officers, submit in respective
courts and follow up such matters till the end.

To attend all meetings at higher level personally and
contribute in decision making process.

To keep effective control & submit monthly
progress report there of as supervisory officer on
matters like laying TV cables hoardings in the
colonies of MH ADA which are giving revenue to
MHADA which are primarily looked after by Estate
Managers working under him.

To assist higher officer in supplying information to
the applicant, if applied, under right of information
Act.

To do any other work assigned by any higher
officers.
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To demand and receive payment of rent, instalment,
lease rent, service charges / monthly outgoings and
other amounts due to the Authority and give receipts
for payment made to the Authority.

To give notices to occupiers of the tenements for
and in relation to the recovery of rent, eviction, re-
entry or retaking possession of the tenemtnts
unauthorized additions and alterations there in or
breach of any of the terms and conditions of the
agreement or lease or any other purpose whatsoever
under any law agreement, lease or order of the
Authority, as the case may be.

To report cases of persons falling under section 66
of the MHAD Act to the Competent Authority, and
furnish for the said purpose, necessary information,
files documents and other evidence, re-enter, retake
or resume possession of any tenement whenever
required or remove any unauthorized occupier of
any tenement, with the requisite assistance of the
other employees of the Authority:

To, institute, maintain or conduct legal proceedings
for recovery of claims, eviction, distress and defend
legal proceedings instituted against the Authority,
Bord or any officer thereof in the discharge of his
official duties, and may also sign, verify; declare,
affirm and present plaints, petitions, applications
affidavits, appeal Memorandam, ‘Vakaltnamas for
Counsel and Advocates or Solicitors engaged by the
Authority.

To generally do such cuts, deeds and thing and
execute such documents or instruments as may be
proper and necessary for all or any of the purposes
stated at (1) to (4) above.

To take action for allotment of constructed
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tenements / developed plots / shops /
nonresidentialunits etc. as per rules and regulations
of Estate Management and as per the orders of
higher officers.

To take monthly review of properties under his
jurisdiction, additional property received for
allotment during the month, details of property
allotment during the month, vacancies if any, initiate
action for disposal of vacant tenements / plots and
submit a detailed and comprehensive report to
higher offices as his monthly return. These returns
should also include details in respect of all sorts of
recoveries, which are normally effected by Estate
Managers.

To exercise weekely check on cash book and check
at least 10% of the entries and certify.

To visit housing colonies under his jurisdiction at
least once in a month to exercise field administrative
control on rent collectors / Head rent collector /
Asstt. Estate Manager, get himself acquainted about
unauthorized constructions / encroachments the
colony with details thereof for taking further action
on such matters in the office. During such visits he
may also contact the representatives of tenants /
occupiers to understand their grievances, if any, to
get first-hand information, which will enable him to
deal with these matters smoothly after returning to
office.

To take timely actions about payment of dues to
relatedoutside institutions like Municipal
Corporation / Council (for property tax),
BEST/Reliance Energy /MSEB (for, Energy
charges) N.A. assessement etc. and to keep proper
account thereof in his office so that such amounts
can be effectively and timely recovered from the
allottees/ beneficiaries as monthly outgoings and
shall not be liability on MHADA.

To approach timely to related authorities, which are
recovering property taxes, for getting legitimate
concessions in the property taxes whenever property
taxes are to be decided first time for newly
constructed estates of MHADA and follow up such
matters rigorously.

To prepare / revise timely monthly outgoing
statements based on the actual payments being made
to outside institutions as stated in (10) above and
after getting the same approved from CO, effect
recoveries accordingly. So also he has to take
weekly review of arrears in respect of rent / service
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charges / monthly outgoings etc. from all the staff
working under him, and submit factual report
thereof, with comparison to target fixed for at the
beginning of the year for such recoveries to CO on
monthly basis.

e To submit report about accidents caused in the
colonies under his jurisdiction to CO at the earliest
possible.

e To remove the encroachments in the appurtenant
land of the building with the help of Ex. Engineer /
Dy.Engineer-concerned with the colony.

e To decide the TOT cases in respect of residential
tenements / flats as per rules / regulations / policies
in force within the time prescribed by the
administration and submit monthly report thereof to
CO. He has to also submit complete files to Dy.
C.0. with his opinion for enabling him to decided
TOT cases in respect of NR tenements.

e To act as head of his office, handle — routine-re-
spondence, keep administrative control on the staff
working under him, submit monthly returns /
periodical returns as may be prescribed by the
administration from time to Job Chart for Estate
Manager (Housing Sector) continued time to Chief
Officer, to maintain all books of accounts for
receipts and expenditure, to keep account of total
tenements / flats / plots / vacancies etc. and give
factual information to CO on monthly basis.

e To present his side before the competent authority
properly at the time of hearing to protect the interest
of the MHADA.

e To assist Dy.CO by supplying required information
about any Estate Management matter, for the
properties under him, in case of AHADB & to assist
Chief Officer in case of Nasik / Aurangabad /
Amravati / Nagpur / Konkan / Pune Boards.

e To assist the higher officer in supplying information
to the applicant, if demanded, under “Right of
Information Act”.

e To do any other work assigned by any higher
officer.
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® To prepare detailed estimate for Hsg. Project &
estimates of infrastructure for either AA or T.S. (or
to do scrutiny of such estimates & to submit to
DE/EE/Dy.CE for further action, in case, private
architect is appointed to do original work.)

® To get acquainted with boundaries of land on which
Hsg. Project or plotted development scheme is to be
executed. All types of bldg. plans (working
drawings), layout, all items in schedule ‘B’,
relevant specifications /Red book provisions/IS
code provisions, rate analysis, whether contractor is
procuring materials as approved by competent
authority, source of procurement of water by
contractor & its suitability for construction purpose
(by getting test report of water) & all related issues
prior to checking of line out done by contractor &
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start of work.

® To supervise the work of the agency as per the
terms & conditions of the contract, to ensure that
agency maintains the required quality of work as
per specifications laid down in the contract, to
write, maintin and update all site registers and field
hooks and other documents related to work during
the progress of the work till completion, record
measurements of acceptable work in the M.B. of
the work done by the agency (if powers of
recording are delegated to him), scrutinize the R.A.
ffinal bill of the agency, propose part rates of the
items in the work, wherever necessary, and process
the R.A./ final bill of the agency through Dy. Engr.
To the Ex. Engr. For further necessary action.

® To hand over completed tenement/fiat or plot to
concerned beneficiary.

® To get the rectifications in the tenement/fiat done
from the contractor, if pointed out by beneficiary.

® To initiate & take all precautions required for
safeguarding open lands/plots under his
jurisdiction.

® To assist Dy. Engineer in initiating proposals of
land procurement from different sources, for taking
the possession of new lands received from different
sources; to collect information as may be required
from all concerned revenue authorities on land
matters.

® To do any other work assigned by any higher
officers.
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