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No. D/03/NIIRNCD/RoutineM,08C/2023-24 / 55 P-h- Date: 30.09.2025

OFFICE ORDER

Subject: Constitution of Transport Committee — Reg.
In supersession of all earlier orders on the subject, and increasing need for efficient management
and regular maintenance of institutional vehicles and supervise/regulate all institutional and hired
transport services of the Institute, the following Committee is hereby constituted with immediate effect.

Sl.No. Name & Designation Role / Responsibility
i Dr. P. K. Anand, Scientist-F Chairperson
2. Dr. Chet Ram Meena, TO-C Member & Transport In-charge
g Ms. Shakshi Dahiya, TA Member
4. Sh. Haresh Jadhav, Section Officer Member Secretary
2. Terms of Reference of the Committee:

i The Committee shall be responsible for preparing and implementing the SOPs and necessary
forms for effective management of all transport facilities of the Institute. A draft SOP shall be
submitted within 15 days of this order for approval of the undersigned.

i. The Committee shall ensure timely maintenance of all vehicles and keep them in proper working
condition at all times.

ii. The Committee shall ensure that all office vehicles have updated insurance, Registration
Certificates, fitness certificates, FastTag, permits, logbooks, driver records, safety standards, and
statutory compliances are duly maintained.

iv.  The Committee shall periodically review the status of all vehicles to identify those in working
condition and initiate due process for condemnation/scrapping of unserviceable vehicles.
Vehicles declared condemned or completing 15 years of age, whichever is earlier, shall not be
auctioned and will be scrapped only through the RVSF. The process shall be initiated
immediately on the recommendation of the Committee.

v.  The Committee shall be responsible for ensuring timely deployment of institutional and hired
vehicles strictly as per requisitions received.

vi. The Committee shall verify and ensure timely processing of all vendor bills and payments related
to transport services.

vii: . The Committee shall ensure that new tenders for vehicle services are proposed and processed
= lﬂbf?ré’ e €kpiry of current contracts. It shall review bid documents, recommend terms and

. :""'"_"’én i ﬁ'[ﬁ . of hire, .monitor vendor performance, resolve complaints of vendors and staff, and
5 Aneacs i nodgina et beHOI ] rﬁéﬂ%&%@@bn of contracts whenever necessary.
s 7 i

Vil 5% T A O UIILEE shall examine all transport-related matters of the Institute, and meetings shall be
convened by the Member-Secretary with agenda points as and when required. Meeting minutes
should be recorded.
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3. Responsibilities of Transport In-Charge:

i Ensure regular maintenance and servicing of all Institute vehicles, including timely renewal of
insurance, fitness certificates, permits, and related documents.

i.  Maintain complete records of vehicles, logbooks, insurance, permits, fuel consumption, vendor
agreements, and drivers, and submit periodical reports to the Committee and the Competent
Authority.

ii.  Monitor and manage the regular fuel (POL) requirements for vehicles and DG sets, and act as
the primary signatory for verification and approval of all vehicle indents, vendor bills/invoices,
POL requisition, and related records.

iv.  Allocate and deployment of institutional and hired vehicles on the basis of requisitions,
availability, urgency, and genuineness of requirement, giving priority to official exigencies.

v.  Ensure that permanent and contractual drivers possess valid driving licenses, remain medically

fit for duty.
vi.  Coordinate with Admin & Accounts to ensure timely processing of vendor bills and payments.
vii.  Report any accident, theft, or major breakdown to higher authorities with full documentation.
viii. Perform any other duties assigned by the Competent Authority / Committee.
4. In the absence of the In-charge, duties shall be looked after by Sh. Haresh Jadhav, Section

Officer. If both are unavailable, the Chairperson shall nominate a Committee member to act as In-charge.

5. 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.

Prof. (Dr.) Pankaj Bhardwaj

Director
Copy to: .

P W (S0 ) U TG
1. All Members of the Committee Prof. (Dr.) Pankaj Bhardwaj
2. All Sectional Heads hmw
3. Sr. AO/ACOQ/ Store In-charge Mw“wmm
4. All Permanent & Project Staff .
5. Dr. Ramesh Kumar Sangwan, Scientist-C and Transport In- charge — Hand over charge all

relevant original documents, RC, registers, keys to Chairperson of the committee immediately.

6. IT Cell — for uploading on Institute website

7. Concerned File.
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