
Administration Bureau 

 

Administration-I (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) to 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 Safa i  

Karamchari.  Pay Commission related matters. 

 

Administration-II (Establishment Section): 

 

Framing of Recruitment Rules and its Notification, 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.   Printing and Advertisements.   Preparation of AICTE Identity 

Cards. 

 

Administration-III (General Administration): 
 

Store & Purchases matters related 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 bil ls, 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&I 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 all meetings. 

Arrangement of photographers in the meetings.  All matters related to Canteen.  Physical  

verification of Store.  Auction of all unserviceable Items.  
 
 
 
 

Administration–IV( / Hindi Section): 
 

➢ vHkkrf'kiesaHkkjrljdkj dh jktHkk"kkuhfr ds vuqikyukFkZjktHkk’kkfu;ekuqlkji=kpkjdjusdks c<+koknsus] fofHkUulwpuk,a ,d= 

djus ds fy, vHkkrf'ki ds {ks=h; dk;kZy;ksa] C;wjksrFkkvuqHkkxksa ds lkFki= O;ogkjrFkkifji= bR;kfntkjhdjuk A 

fgUnhfrekghçxfrfjiksVksZalfgr] jktHkk"kklaca/khfofHkUufjiksVsZarS;kjdjukrFkkfofHkUulwpukvksadkladyudjukA 

➢ vHkkrf'ki dh jktHkk"kkdk;kZUo;ulfefrdkvk;kstudk;Zdjrsgq, bllfefr dh 

cSBdksadkle;kuqlkjvk;kstudjukrFkkbudhdk;Zlwph ,oadk;ZoÙ̀krS;kjdjukrFkkbudhcSBdksaesafy;sx;sfu.kZ;ksa ds 

vuqikyugsrqdk;Zokgh ds fy, mfprO;oLFkkdjukA 



➢ Hkkjrljdkj dh çsj.kk ,oaçksRlkgu dh uhfr ds varxZrvf/kdkfj;ksa ,oadeZpkfj;ksadksfgUnhesadk;Zdjus ds fy, çsfjr 

,oaçksRlkfgrdjusgsrqvHkkrf'kiesafofHkUufgUnhçksRlkgu ;kstuk,alapkfyrdjukAbu ;kstukvksa ds 

varxZriqjLdkjnsusgsrqiqjLdkjlfefrdkxBudjokukrFkkçkIrçfof’V;ksadksiqjLdkjksa dh 

vuq” kalkdjusgsrqiqjLdkjlfefrdksçLrqrdjuk A 

➢ vHkkrf'ki }kjklapkfyrfgUnhrduhdhikB~;iqLrdiqjLdkj ;kstuk ds fy, çfof"V;kavkeaf=r djuk] mudkladyudjds 

l{keçkf/kdkjh }kjkxfBriqjLdkjlfefrdksçLrqrdjukrFkkblgsrqiqjLdkjlfefrdkslg;ksxA 

➢ vHkkrf'kiesaflrEcjesafgUnhfnolrFkkfgUnhi[kokM+sdkvk;kstudjuk] ftlesavusdçfr;ksfxrk,avk;ksftrdjukrFkkfotsrkvksa ds 

çek.k&i= rS;kjdjukrFkkiqjLdkjforj.klekjksgdkvk;kstudjukA 

➢ vHkkrf” ki ds lalnh; jktHkk’kklfefr ds fujh{k.kgsrqç”ukoyhrFkkfujh{k.klaca/khdkxtkrrS;kjdjukAekuolalk/kufodklea=ky; 

dh fgUnhlykgdkjlfefrrFkklalnh; jktHkk"kklfefrdksvHkkrf'ki }kjkfn;svk'okluksa dh iwfrZ ds fy, vuqorhZdkjZokbZdjukA 

➢ vf/kdkfj;ksarFkkdeZpkfj;ksadksfganhesadk;Zdjusgsrqçf” kf{krdjusrFkkblgsrqmUgsaçsfjr ,oamRlkfgrdjusgsrqvHkkrf” kieq[;ky; 

esafgUnhdk;Z” kkykvksadkvk;kstudjukA 

➢ vHkkrf” kieq[;ky; ds fgUnh ds dk;ksZa dh çxfr ls 

lacaf/krfd, tkusokys gsrqokafNr vis{kkvksadksiwjkdjukrFkkmijksDr ds fy, okafNrlHkhnLrkost@tokcrS;kjdjukA 

➢ fgUnh ds dk;kZUo;u ,oajktHkk’kkfu;eksa ds vuqikyu ls lacaf/krns” k ds fofHkUuHkkxksaesavk;ksftrgksusokyh  

,oa esaçfrHkkfx;ksa dh çfrHkkfxrklqfuf”prdjus ,oavHkkrf” ki }kjkfgUnhlaxks’Bh@ lEesyu ds vk;kstu ls lacaf/krdk;ZA 

➢ xg̀ea=ky;@ekuolalk/kufodklea=ky; }kjklapkfyr dh tkusokyh ikldjuslacaf/krçf”k{k.k] 

fgUnhVad.kçf” k{k.krFkkfgUnhvuqoknçf” k{k.klaca/khdk;ZA 

➢ vHkkrf” ki }kjktkjh dh tkusokyhxtVvf/klwpukvksa] foKkiuksa] fu;eksa ,oafofu;eksalfgrlaln ds iVyij 

j[kstkusokysrFkkfofHkUulfefr;ksa ds le{k çLrqrfd;stkusokysçys[kksadkfgUnhesavuqokn] iqujh{k.k o laiknudjuk] ftlesavHkkrf'ki 

dh okf"kZdfjiksVZrFkkokf"kZdys[kksadkfgUnhvuqokn o laiknudk;ZHkh 'kkfeygSaA 

➢ çfro’kZçdkf” krgksusokyh iqfLrdkdkvaxzsth ls fgUnhesavuqoknA 

➢ vHkkrf” kieq[;ky; }kjkvHkkrf” ki ds fØ;kdykiksa] mÌs”;ksa] lq/kkjksa] la” kks/kuksa ls lacaf/krea=ky; 

dksHkststkusokyhlwpukvksadkvaxzsth ls fgUnhesavuqoknA 

➢ vHkkrf” ki ds vkj-vkbZ-,Q-Mh- C;wjks dh fofHkUuNk=of̀Ùk ;kstukvksa ls lacaf/krQkeksZa] fn” kkfunsZ” kksa ,oaHkststkusokysi=ksadkvaxzsth ls 

fgUnhesavuqoknA 

➢ vuqeksnuC;wjks ds vuqeksnui= ,oavk” k; i= ds MªkW¶Vi=ksavaxzsth ls fgUnhesavuqoknA 

➢ vHkkrf” ki dh osclkbZV ds fofHkUuçdj.kksadkvaxzsth ls fgUnhesavuqoknA 

➢ bldsvfrfjDrfofHkUuHkkjrh; Hkk’kkvksaesaçkIri=ksa] lwpukvksavkfndkvaxzsth o fganhesavuqokndjokusgsrqdkjZokbZdjukA 

➢ fgUnhiqLrdky; dh ns[kjs[k djukA 

➢ iqLrdky; i;Zos{k.kdk;Z ds lkFk&lkFkvHkkrf” ki ds mPpvf/kdkfj;ksadksçfrfnu 18 fgUnh ,oavaxzsth ds lekpkji=ksa ls 

mPpf” k{kkuhfr;ksa] vHkkrf” ki] ekuollka/kufodklea=ky; ls lacaf/krlekpkjksarFkkvU; egRoiw.kZ ,oarduhdh ,oaoSKkfudlekpkjksa 

dh DyhfiaxmiyC/k djokukA 

➢ iqLrdky; esavkusokyslekpkji=ksa] if=dkvksa ds fcyksa ds Hkqxrku ls lacaf/krdk;ZA 

➢ vHkkrf” ki ds lekpkjcqysfVu dsfgUnh ,oavaxszthesaizdk”kulaca/khdk;ZAlekpkjcqysfVugsrqlHkhC;wjks@{ks=h; 

dk;kZy;ksa@izdks’Bks@vuqHkkxksa ls lkexzh ,df=r djukizk:irS;kjdjuk ,oavuqokndjokdjfgUnhvaxzsthesaiwzQ ns[kuk] 

izdk” kudjokuslaca/khdk;ZA 

 

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.  

 


