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Executive Head of UPHDB

To estabish and approve the Qualizy Policy

To establish and approve Quality Objectives

To approve the Quality Mamwal and Process Manu:

To approve the resgurces

Tov chair the Manapement Review Meeiing

To approve the UPHDE Projects

To ideniity, and spprove training plan

To identify and approve continnsl improvement projects

To determine, approve Coreective Action and Preveative Action,
To manage, discuss & figalize MOL's

To awcord approval for Tendering for other department works
T Treansfer Stafl within (ke jurisdiclion of 'UPHDEBE

pPCOCOFODCEDODODCOCOO

-

oocoocoD

To take sppropriote CA & PA on the idestified Non -Conformities.

=

To negstiaie, approve and execole MOLTs
Tao approve DIMRBids as per financial powers.
To siend meeting regarding Project Monitoring

Inspection of sites al pariodic intervals
(hher responsibilities assigned by HC.

Ccooroon

To excrcise Dutics & Responsibility as defined in UPKNM Working Manual.

To ensure that processes needed for the Q}vl"'i are established, implemented and maintained

To repori we Top Management on the pufamvx of the OMS & any need for improvement.
To ensure the promofion of awarensss of quajlty reguirements throughout the Organization.
T'o make liaison with the Certification Body and other extemnal agencies on matters related with ObIS,

To commanicate the impertance of mesting all statuary and reguclatory requirements
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O Toamend meeting regarding Project Monitoring.
O To determine smd implement Comective Action and Preventive Action.
O Toleok after the Establishment of UPHDE.
O ToOrganize Training Program for employess of UPTIDE.
0 To discharge the duties and responsibilities as defined in UPRNN Warking Manual
0 Onber responsibilities wssign by HOC /CE.
SE
Q  Toprepare MPR & Monitoring of Construction Activities in UPFLDG
0  To put up note of Justification for TenderaTiids recedved from field for approval.
0O Toamend mesting regarding Project Momt:mm
O To determime and implement CA & PA
U Taoidentily and amange the LT, resgurces requirement,
O Tointerast with customer on matter relating fo Project.
O To discharge the duties and responsibilities as dl:a’md' in UPRNN Working Manual
0O Mher responsibilitics assipn by HC, JCE.
EE
O To mamage, exedile, inspect & monitoring :;-fl.li':s Project and works,
O To discharge dutics and responsibifities as defined in UPRNN Working Manoal,
O  To approve DR Tenderid as per financial power,
O To plece the SOYWO a8 per approval of PCR
3 Toidentify & approve the manpower, T&F, nqu:p.hm& other materials required for the Project.
O Toallocute the works o A, P.M and LE.
O To tmplement and maintain process.
2 Toevaluate the perfonnance of the Supplier /fContractor (Sub-Contractor PRW,
0 To rdentify and implement statutory srd régulatory requirsmant,
O To identify and implement necassary safety method in execution of Prm:zl
O To control inventory,
O To ensure disposal of wnserviceable material, T&P, equipment.
O To place S1aff as per requirenvent of Projects within Uit
O Any other duties and responsibilities as assign by G Director/Senior Oifieers,
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Title: Job Descriptions '

' Revision No.

To assess Housing Shortage and apprize Fowsing Commissiones

To Frame Planning amd Design Morms

“T'o approve Schernes not involving Land use Change

To mspect and monitor schemes and projects of UPHD

To spprove Building Working Drewings and Mienbering and Controd Plans

Towork om dwracteristics of enironment 1o be provided in schemes of UPHDEG

To decide specificatigns

To frame Building Bye Laws and other norms as divecied by the Bosad

To identify & approve the manpower, T&P equipment & other materials recuired for the planning and design
Troject/Scheme /

To allocate the works o SAR AP, .

Ta tmpleavend med muintain process,

To identify and implement stamitory and rt.g].llalrwy Tequirement.

Ta contral inventary.

To ensure disposal of unserviceable material, TEP, squipment.

To place Smff us per requirement of Projects! Scheme within Architecture and Hlmll'lg Depariment
Other responsibilines assigned h].r HC.,
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To coordinaie Weorks of APD Units.

T Memitor Planning and design procssses.

To look after the Estabiishment of AP

To ensure disposal of unserviceshle mueterial, T&P, equipiment.
To Orgenize Trainiog Program for emplovess in APD,

Other responsibilities assign by HC. /C.A P
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T RIHLMUTY MANUAL | Document No.: UPHDE.S QM Y
CWiedobDescriptions | Revision No 00
: Effective Date: 1.1.2003 o]
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Prrparaumof TLP, LOP and Numbering/Development Contrel plans of schemes
Tor coordinate Architectral and Flanning warks st Cirele Level
Prepavation of building designs and working drawings
To allocate works to AAF and Arch. Assisiants
Ta approve proposed residential construction maps which are on plot aren of more: than 200 Sgm
To upprove proposed non-residential constroction map on any siee of the plot
To prepare componnding repont and present it ta the compounding mmlmme
To implesnent and maintain process. d
To head APD Unit
o ensure disposal of unserviceable material, TEF, equipement.
To laok after the establishment of the Unit |
Othies responsibilitics assign by H.C /CAP. ¢
AAP. i
O General SI.I]JE’\"[SIBH of drawing studio i
To supervice deafting of TLP, LOP, Numh-mng& Development Control Plans snd Building Drawings
To prepare analvsis and noles fcrappmval of maps
To prepare analysis and notes for compounding
To look after the esmablishment of the drawing sndio
Orther responsibilitics assign by C.A P AAP.
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""" “Tithe: Job Deseriptions Revision No: 0
Effective E."'dlc 112003
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CEQ & Dvirector ©
o Toestablish the Quality Policy & Quality Objective
o To approve the Quality Manual and Process Manual
o T plan for provision of the resotnces
o Tocommunicate the importance of meeting customer, statuary and regulatory requirements
0 Toinvestigale and anzlyze customer complaints
0 To approve the GCC Projects
0 To identify, plan and organize 1r:a|mr|g
o Toidentify and approve continual improvement projecis
o To determine & approve corrective action and preventive action.
o Tomanage, discuss & finalize MOU
0 To accord approval for tendering for other department
o To transfer staff within the jurisdiction of GOC
o Other responsibility as assigned by Honsing Commissioner from time to time and as described

in GCC Working Manual.

M.E./EY, GCC

o
(=]

Te cnsure that processes needed for tha (JM$ are established, implemented and maintained
To report 1o Top Management on the pn.rlmnmmc of the QME. & any need for improvement.
To ensure the promotion of swarensss ﬂf construction requirements throughout the
Organization,

To make liaison with the Cerlification Budj. and other external agencies on marters related
with (M5,

To take appropriate CA & PA on the m:lunui’ ed Non -Conformities.

0
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To explore potential market and identify the Deposit Works

To agend meeting regarding Project I'ufnnirm'i ng

To communicate the importance of meeting all statuary and regulatory requirements
Inspection of sites at periodic intervals

To prepare MPR & Monitoring of ("rrn-muctmrn ﬁumuﬁ; in GOC To attend meeting regarding
Project Monitoring. i

Ta determine and implement G:rrrﬂ:ch Action and Preventive Action,

To look after the Establishment of GCF
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o discharge the duties as defined in the GCC working Manual.
To assist the Project Manager in executing the Project.
He will be the Engineer -in-charge of the work allotied 1o him.
To execule, inspect, monitor & manage the Project.
To communicate the importance of meeting costomer, stafuary and regolatory requirements
To check DPR, PRW, Supply Order
To carryout the inspection of purchased material.
To carryout assessment of worked and his quality and passing the bill for pavatent.
To prepare bid document, agresment, supply order,
To Identify and rectify the defect/changes in works noticed during the inspection of superiors
ar client.
To exercise all power & responsibilitics of Assistant Engineer as prescribed in UP.Avas Evam
Vikas Parishad.
To execute contract agreement upto 2.00 lacs.
To maintain contract [imit store and preparing Balance Sheet of store yearly
To Assist an supervise customer property,
To determine and implement CA&PA..
To ensure periodical calibration of equipment,
Ay other duties and responsibilities as assigned by P.M/Director
To discharge the duties as defined in the GCC Working Manual.
Preparing of DPR, Survey Plans, Supply Order, PRW
Supervision of works and taking measurement of satisfactory work as per specification and
preparation of hills,
Put up the bill to AE timely for pavment.
To excuse all power & responsibilities of Junior Engineer Prevailing in ULP.ANV.P,
To maintain Unit Store and MAS Account,
To act as custodian of materials & works under his control,
To communicate the importance of meeting customer, statuary and regulatory requirements
To maintain customer property.
Amy other duties and responsibilitics as assigned by PMY Senior Officers,




OQUAILITY MANUAL Documment No.: UPHDB./ QM TV
Title: lob Diescriptions

Revision Mo.: (¥

Effeciive Dule: 112063

Joint Housing Commissioner

To engure the timely fixing of alloiment/auction date & advertisement

To ensure proper staffing in Fstate Management Depanment

To ensure timely approval of all indemnity bond refund cases

To ensure umely approval of tour programs & T.A. Bills of Estate Managers! Assistants/Deputy Housing
Commissioners

To ensure timaly decisions on all references from Estate Mansgement Officers

To enswre timely sanction of all auction bids

= Toensure Umely decision on all propenty change application

mimissioner)

To ensure Regiatration for upsoming projects

To ensure timely issue of registration certificate

To ensure timely authorization of refunds

Signing of refund diecks where entrusted

Convener for allotment/anetion of propenties through allnrment! Aunetion Commities

Tov ensure proper Bank facility to customers

To insure tmely issue of aflotment lewer/ Sabe Deed! Possession Letter

To ensure follow-up of 2!l legal cases on bebalf of the Beard regarding registration, alloments ete.
To ensure timely recovery of the cost of property sold

To ensure timely redressal of gricvances of ellattees/registered persons

To ensure timely disposal of mutation and other application of allotiess

To ensure timely remittance of money collected through Banks

Overall responsibility for excellent performance of all activities of Esteie Management Offices
Ta ensure proper maintenance of Estate Management Offices

® F % & ¥ B ¥ & & F F 8 B 8

Assistant Accounts Oilicer

=  Monitoring all refund applications
= Signing of chegues related o refund
»  lssue of Registration Certificates where enirusted
= {lther jobs enfrusted by higher officers
Refers to clause No: 5.5.1 Preparedby | Reyiewedby ;|
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Junior Accounts ﬂmﬁﬂgﬂmiﬁng Officer

" " " 8 & 8 B
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Checking and supervision of the job done by AG-IIL AG-IL Accoundants el
Gelting Bank Statements

Distribution of deposit slips w0 Accountanis’ AG-117 AG-TE

Remitiance of amounts deposited in Banks to their Lucknow Branches
Preparation snd sending of MPR s and other periodical reponis

Preparing details of 2% additional Stamp Duty from District Regstrar

Other jobs goinusted by EMOMATC

Accounts Assistant {AG-11 AG-1/ Acenuntant)

@ & & & @ &4 = & 8 @

Maintenance of Ladgers of Allotiees

Maintenance of files of Allonees

Processing of applications of allotlees for lotlery draw/ Auction
Processing of Allotment Letters

Proceszing of Sale Deeds

Processing of Possession Letlers

Issue of natice Recovery certificates for recovery of armears from allotees
I=sue f Man-FEneembranes Cerdificeles

Pursusniee of Public Premises Act cases & other ceses apainst allolices
I=sue of mutation cerlificale '

Issue of Tripartiic Agreemeant

All other matters related o ellotess

trati ut (AG-T1S AG-11T)

Maintenance of regisration papers
Maintenance of Regisiralion regislers
Process for Refund Applications

Establishment Assistant (AG-1l/ AG-111}

Preparation of pay bills of staff
Maintenance of Service Records

Cashier (AG-TT}

Maintenance of Cash Book ‘
Paymeat of Bills' Preparation of Trail Balance
Izspe of Cheques o refind applications
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 Titke: Job Descripiions | Revision No: 00
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T
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N Dinry/ Dispateh Assistant (AG-11)

+  Receipt of application

*  Ehary of applicotions

*  Sending applications to respective officials ear marked

+  Dispatching of Orders and |emers

= Sending Letiers by post

E !
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ement,

tians,

Housing

ner.,

vrait Regulations u/s 95 (1) (e) regarding

officers and servants of the Roard,

~and servants of the Board, and to -:ieci.i?:_

1o (1) These regulations may be called tr
fivas Evam Vikas Parishad (Duties of office;

servants} Regulatians, 1966,

(2) These shall coms. into force at on;

]

2. In these regulations, unless the cant;g
otherwise requiras‘:-

{a) 'Act' or 'Adhiniyan® means the Uttar Pra
Avas Evam Vikas Parishad Adhiniyam, 1965 (1%
No. T of 1966),

(b) "Mousing Commissioner' means the Hous ind4
Commissioner of the Parishad.

{c} 'Boazd' means tha Utt;fyFradesh Avas Ev
Parishad established underaége aforesaid Ad:
3. The Housing Commicsioner will be resgunE;
carrying out the decisions of the Board and fo
exarcising supervision and control over the °£
and servants of the Board. He will be its ch’“
executive officer and, subject to the generaﬁi
control of the Board, shall alsegeé?ecise th;}
following powers: = =

(2) subject to the provisions of the Act ang
rules and regulations, to exercise supervisﬁ*

control over the acts and proce=edings of all?
5

-

questions relating to their'service, s%

allowances, benefits and privileges,
(b} To make appointments and premotions :

of the Board on such noste a= - °



(4% To grant such leave admissible under tf® rzul %q.
= rcgulatianéﬁ?ramed wAder the Act to such staff 03

Fon
Board's effice as may be decided by the Board.
{e) To act as drawing, disbursing and controllind

officer far 31l disbursements in the Board's offi

in respect of pay, travelling and other allowadc
contingencies, Provident Fund advances, leave an
pensionery contributions.

(f) To be the controlling officer in respect of
own travelling allowancss and the travelling allew

of the Members and class I and class I efficers
‘e BAS.
; o _
g _EE%vided that the Chairman shall be the

controlling officer in respect of his own travel

kllowancﬁ. -

{g) Te deal with disciplinary matters relating
establishment in the Board's effice.

(h} To institute, defend or withdraw from any 1
sroceedings and admit, compromise or withdraw 13
.claim on behalf of the Board upto a valuatien ﬂf
K.10,000/-,

(1) To authorise the Accounts Officer to investig;
claims for arrears of pay, allewances and incre
that remain in abeyance for a peried exceeding
but not exceeding five yearsand to sanctios pa
of full arrears. _
(i) To cause 2 housing and improvement scheme t;
framed and to %iace it for consideration before 1»;
Board or any committee appointed by 1t. ’
(k) To cause surveys to be made for the purpose

4 housing or improvement scheme with the permiﬁ%

of the Board or any committes appointed by it f§



i{m) Subject o the provisions Whe rules

subject alse to such restrictions as may be
by the Board, to make all acquisitions of p
on bepﬂ'f of the Board.

r
{af) To accord xamakkam financial sanction tojge

tes of projects not exceeding ten thousand y.
.{9) To authenticate, under his own signatu
osﬁerﬁinstructians and declsions ef the :
{p) To correspoyg on behalf of the Board.

{q) To perform t:ach dut&.ﬁ as he is directe
under the Act or the mles anﬂ reg@mns

& ;
t%ereundfr.tkl te perfr.u-m, "-“, o

(x) To take, in any emergency, ;s‘gf:mmed
for the service or safety of the public
pr&tect‘iun of the prape-rty of the Bga%
emergen'c*;r shall require notwithstanding thatd
action cannot be taken without the approva
authority of the Board; |

Provided that the Housing mmission;_

_geport at a meeting of the Board followig

tzking of such action to the Board the ¢

e A
tim and thet reasons for doi-ng s0 and tl'f
cost, if am,r, incur‘red or likely to b‘e’&.

i

consequence nf such iction not already c%

budget grant '
Provided fuflther that the Housing Caﬁi:‘.

shall not exercise his powers under this clf

the expenditure likelw to be incurred over --'
the budget grant in taking the particular a J
{1i) exceed Kk.10,000 or, where the Chairs
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