Administration Bureau

Administration-l (Personnel Section):

All Service & Personnel matters of Officers & officials of the Council, opening & maintenance
of Personal files of all staff of the Council, maintenance of Service Books/records, matters
related to Annual Performance Appraisal Reports, APRs, Ministry of HRD passes to Officers/staff.
Payment of Leave Salary & Pension Contribution (LSPC) fto parent department of
Officers/Officials who are on deputation with the Council, pay fixation, arrear calculation for
all existing and former AICTE employees. Matters related to Hiring of Manpower such as Data
Entry Operators, Receptionists, Help Desk Executives, Electricians, Drivers, Helpers and Safai
Karamchari. Pay Commission related matters.

Administration-ll (Establishment Section):

Framing of Recruitment Rules and its Noftification, up to date information of staff position,
creation of posts, recruitment and maintenance Roster, Delegation of Administrative and
Financial Powers, work related to Departmental Promotion Committee, MACP Scheme,
Transfer & Posting, training of officers and staff of the Council, Staff Welfare Scheme, issue of
general Circulars/Office Orders to conduct various meeting related to Admn. Bureau.
Appointment of Consultants. Medical Attendance Schemes, Medical Claim Bills of all
employees of the Council, payment of Tuition Fees and Overtime Allowances of Regular
Employees. Issue of Passes of Republic Day & Independence Day. Matters connected to all
Regional / Camp Offices of AICTE. Prinfing and Advertisements. Preparation of AICTE Identity
Cards.

Administration-lll (General Administration):

Store & Purchases mattersrelated to Stationary, Furniture'’s, Electrical & Electronics equipments,
Plasma TV, TV connections at office & residence office of CM/VCM, Broad band connectivity.
Installation of Telephones, EPABX System, Payment of telephone bills, AMC of EPBAX, Xerox
machines, Fax machines. Matters related to Transport, issue of Gate Passes, Air-ticketing,
Payment of Petrol Bills, Maintenance of staff cars, R&l Section, necessary arrangement of
Hospitality in all meetings including for staff attending the office on Saturday/Sunday & other
Holidays, Reprographic unit. Arrangement of flowers/plants and payments of the same,
payment for washing of towels, payment for newspapers bills, making of duplicate key, rubber
stamps & name plates of officers, booking of venue for holding various conferences and
meetings, booking of accommodation for experts. Preparation of Flex Banners for allmeetings.
Arrangement of photographers in the meetings. All matters related to Canteen. Physical
verification of Store. Auction of all unserviceable Items.
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RTI matters related to all above tasks handled by the Bureau as PIO and FAA.
Preparation of replies to Parliament Questions related to the tasks handled by the Bureau.



