Functioning Chart / Work allocation : . DbHP

Corporate office {Security & Enforcement Umumnamsc w.e.f. 22.08.2017

L 8 |Jlii |_Designation
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| Executive 1. Administratjve supervision over the daily work of complete S&E dept. m
' fngineer Assistance to Executive Director (S&E) in-daily technical matters, ;
| ﬁms%owmﬁsm:c Analysis of performance of ajj FS Units. ) %

2
3

4. Arranging Program of special drives in enforcement activity as a special task
3. All(S&E) dept Proposals review and its movement,

6. Tracking of FS activities / police cases/ FIR/ Court Matters etc.

7 Providing of data of Crime register to ali offices for jts authenticity.
8 Forwarding Proposals for Reward to outside informers.

9 Forwarding reward Proposals of best performers in FS units,

10. Technical advises toall FS units as weli as vigilance units,

11. Work as a first Appeliate authority in RT).

12. Letter to all £ units related to enforcement activities,

15. Meeting related information /data to be kept ready. :
16. Supervise the replies prepared in LAQ/ LCQ matters or other important issues, |
17. Preparation of circulars to circulate information of Special issues/ instructions/ guidelines etc inthe field offices/ Fs |
units/ S&E units/ region S&E offices

‘
| ?ﬂﬂmﬁ 1. Monitor activities of vigilance cadre waoarking at corporate office ‘
i Director/ 2. Prepara schedule for pending enquiry proposals for disposal i
| E nforcement 3. Organise planning to monitor vigilance / enquiry cases for its speedy movement &
| efficer 4. Dealing with complaints against departmental employees m
_, 5 Meonitoring correspondencas with other offices related to vigilance activity _
m 6. Work as Information officer in RTIwork (PI0) ,
I _‘ 7. Final scrutiny of the Proposals after scrutiny by DySEQ/ ASEO at Corporate O ffice ,_
_, _ﬁ 8. Complaipt handling of frauds / Misusa/ malpractices etc . _f
_ 8. Enquiries ordering/ noting there of after approval from Competent Authority. ﬁ
10. Gathering of intelligence from outside / inside informers |
| 11. Annual Inspections of Fs units / vigilance cadre, ‘
, | |12, Arrange activities to jssye identity cards to employees working in (S&E) dept. ‘

; 13. RT! related activities, will work as PIQ. {H post of VO is not vacant) .

i _ 14. Dealing wita OT payments to security staff/ watchman/ ward staff working at Prakashgad, HSBC biilding, Dharavi office. _
; \ 15. Cenfidential record keeping / marking/ its Correspondences etec., |
_ 16. Security control / audit at Prakashgad, HsBC building & Dharavi office through CySEQ security incha rge. g
R | __ 17 Replyin LAQ/LCca matters or ctherimportant issues in Mantralava related to vigilance/ enquiry isues. ey

1
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2
3. Supervision on RAW activities of all regions and Corporate Office.
, , 4. Holding of vmﬁamzm:ﬂ\qmanoaa\ Imprest ha rdling for specific works in (S&E) dept.
i [ 3. Dealing of Vehicle issues Pertaining to all Fs units if any,
6 Dealing of Stationary / T&p related issues of all FS units jf any.
7 Necessary actions on the compiaints / information related to theft of energy received from all sources.
8. RYlrelated activities, will work as PIO. (If post of vO is vacant)
‘ 9. Tracking and Monitoring on high loss making feeders, DTCs from the support of IT data and planning to Organise specia|
inspection Programs centraily to curb the losses & -
10. Handling of Mantralaya issyes / its related correspondences in co ordination with EE (Enf)
11. Al other Issues to dea| related to Enforcement activity which is not specified in this work list.
B is absence, s -
LUl Patil ' Dy SEQ 1, Updating daily progress report of FS units working in Kokan region.

other Mantralaya issye replies related to vigilance / enquiry cases.
ion of FS unit/ (S&E) unit / region office to reviey enquiry cases.
cution and dealing of its issues in MSEDCL

ge of MPR reports
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o

Ty reports received fro
actions in the matter,

3. Preparation of proposa| according to crime reports/ compla
complainant to get approvai from Competent Authority,

4, _Smm:ﬂm_.:_.:m registers like tomplaint/ Enquiries etc

5. Compilation / consolidation of Proactive vigilance activities of respective allotted region.

6. no:,mmugam:nmm With IT centres working in respective region for raw data collection

7. Generation of intelligence from IT source data as well as outside informers, ‘

3

9

Fisea s,
]

\ KuP'S Surywanshi ASED

Scrutiny of enquiry reports received from region office in vigilance point of view and initiate further sutable /necessary
actions in the Mmatter,
Preparation of proposal according to crj
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Vatkar

5 U lahange

E Mahajan

/

Reward proposal for better performing Fs units
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Telephonic and individual postal

All Meeting related correspo
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compliant forwarding and

its follow up.

ndences with all other amumnsm:ﬂm\ offices.
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14. Correspondence with I.T. Department.

Manager HR

Monitoring of HR related ali

Maintaining record of ail em

L°9°.‘"~'P"5-"':b.‘”!\’!“

11. Charge sheet refated letters
————L— 25" JTICEI refated lett

Holding of Permanent/ Temporary imprest for mee
Monitoring / maintaining of Stationary items, its requireme

activities,

Preparation of KRA for online ACR uploading.

Monitoring of ACRs, tracking for forwa rding of ACRs to hi
Monthly monitori ng of Vacancy positions in (S&E) dept and
loyees { name

Keeping leave records of all S&E dept employee,
- Putup eémergency letters/ Proposals/ correspondences recej
10. Preparation of proposals in respect of ma npower de
and

its follow up in r/o employ

ting expenses of offi

/ designation/ contact numb

follow up with HR section.

€es working in S&E department.

Ce activities/ purchases.
nt/ its utilisation for ED (S&F) office.

er/ Working location)

ved from outside / other offices directly to ED(S&F ). _
ployment/ transfers/ punishments, _
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All activitieg involved in Security point of view at Prakashgad / HSBC/ Dha ravi office.
Umn_oxﬂmi of security guards a¢ PEr urgent requirement at any office Prakashgad / HSBC/ Dharai office.
Supervision on the working staff of Security guard ang its _“::n:o:_:m. ‘ '

tvities, so € might be possible for any

o

PAp< +
Executivg Ditector (S&E)



