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OFFICE ORDER

Subject: Constitution of Guest House Management Committee (GHMC) — Reg.

deokdk

In supersession of all previous orders issued regarding the Guest House management, the
following Guest House Management Committee (GHMC) is hereby constituted at ICMR-NIIRNCD,
Jodhpur, for ensuring the smooth functioning, maintenance, and compliance with Guest House Rules
and Standard Operating Procedures (SOPs):

S. No. Name & Designation Role
1 Dr. Janesh Kumar Gautam, Scientist-C Chairperson
2 Dr. Kanchan Bala, Junior Health Officer Member
3 Mr. Trilok Kumar, Technician-| Member
4 Shri Pankaj Sharma, Stenographer Member Secretary
. Member &
5 Sh. Rahul Ranjan, Lab Attendant eSiiEt Moiise Catetakar

Responsibilities of GHMC:

1. Prepare the Guest House SOP, rules, payment structure, and application form. Update them as
required and submit the draft SOP to the Director within one week of this order.

2. Resolve issues related to GST and ensure compliance with all statutory requirements.

3. Ensure smooth functioning of accommodation, catering services, housekeeping, cleanliness, and
security.

4. Conduct at least one inspection every month to assess hygiene, cleanliness, furniture, linen,
kitchen, and electrical appliances.

5. Ensure compliance of Guest House rules by staff, students, and guests.

I % “;Recommend necessary repairs, procurements, and maintenance activities to Administration for
IBWOIEHG B 1 (1d)
4 approval.
WwiagINEBT "?""‘ PP
T P RIS PRI 1 oly Revmw‘performance of Guest House and canteen staff periodically.

21T ka}

i Review guest feedback and take corrective actions for service improvement.
9. Submit a quarterly report on Guest House functioning to the Director.

Responsibilities of Guest House Caretaker: (Sh. Rahul Ranjan, Lab Attendant)

Supervise day-to-day functioning of the Guest House.

2. Follow the approved SOPs and rules pertaining to the Guest House and ensure that all functions
are carried out in strict compliance.

3. He shall be permanently stationed in the Guest House office and perform his primary duties,
along with the additional responsibility of Guest House Caretaker, during general office hours.

4. Qversee housekeeping and kitchen staff, ensure timely meals and hygiene standards.
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5. Maintain all necessary registers as instructed by GHMC and Inventory Records for Guest House
and Canteen.

6. Make necessary arrangements for confirmed bookings received from the Director's Office, verify
guests’ identity, application form and assist in check-in/check-out procedures.

7. Collect payments from guests, prepare bills & sign, and deposit cash collections with the Cashier
on a daily basis.

8. Maintain adequate stock of linen, toiletries, cleaning supplies, and consumables.
9. Ensure fire safety, first aid readiness, and coordinate with security for any emergency support.

10. Immediately report maintenance issues, security incidents, or misconduct to GHMC and
Administration.

11. Any non-compliance with the rules and regulations of the Guest House and Canteen shall be
reported to the Chairman of the Committee for appropriate action.

Responsibilities of Link Officer: (Mr. Trilok Kumar, Technician-I)

1. Act as Link Officer in the absence of Guest House Caretaker.

2. Coordinate all official meeting arrangements including seating, refreshments, and special
requirements in consultation with Guest House Canteen staff, ensuring timely service.

This order comes into force with immediate effect and remains valid until further orders. All

concerned are requested to take note and ensure strict compliance. W

Prof. (Dr ) Pankaj Bhan&v% *‘)

Director
Copy to: W mam

1. All Members of the Committee (as above) m" o b m mmm

2. Dr. Ramesh Kumar Sangwan, Scientist-C & Guest House In-charge — is requi%téato kindly —>ses '~dhour
initiate the necessary procedure for handing over and taking over, in coordination with the
Chairperson of the Committee.

All Permanent & Project Staff, ICMR-NIIRNCD
Sr. AO / ACO / Store In-charge
IT Cell — with a request to upload this order on the Institute website

S o

Office Copy / Concerned File.



