






















































































Annexure to Process Document for MIS Division

List of Annexures

Annexure No. Title

1 Organization Chart

2 Authorities & Responsibilities

3 Central Sector & Corporation Sponsored Scheme for Financial Assistance for

Computerisation

Information to be provided for Financial Assistance (Format)

Proposal Checklist

Checklist of Guidelinesfor Direct Funding by NCDC

Proformafor Seeking Release of Funds from NCDC

N0~

NCDC IT Infrastructure usage Policy




1. DIVISION STRUCTURE

ANNEXURE-1

CHIEF DIRECTOR
v
DEPUTY DEPUTY
— >
DIRECTOR-I DIRECTOR-II
¢_
) ASSISTANT
aE DIRECTOR >
v
v JV
PRIVATE SENIOR JUNIOR MTS1
SECRETARY ASSISTANT ASSISTANT

Y

MTS2




Annexure-2

Responsibilities & Authorities

Designation

Responsibilities

Authorities

Head of the
Division
(Chief Director)

Forwarding request to MD for
approvals.

Performing supervisory functions
of Computerization programme in
NCDC & assisted cooperatives.
Planning Policy Matters related to
MIS & computerization of NCDC.
Act as designated PIO under RTI Act
2005 for the Division & ensure
compliance of obligation under
Official Language Act 1963.
Forwarding the request of renewal
of AMC for IT Services (Networking,
Software  Maintenance, E-mail
services, etc.) to MD for approvals
To maintain and improve quality in
all activities confirming to ISO
9001-2015.

Accord approval within delegated
authority & recommend
approvals within defined financial
delegation of powers (Mentioned
at 9. Reference).

Casual Leave approval of Director
(MIS) & recommend other type
of leave of Director MIS to P&A.
Writing  Annual Performance
Report of Director & reviewing
Annual Performance Report
Deputy Director and Assistant
Directors of MIS Division
Recommending approval for
Tours of the officials of the
Division

Recommending approvals for
purchase of H/W and Software
To allocate the work among the
officials of Division.




Overseeing the entire functions of
the Division under over all control
of HOD.

Implementation & monitoring of
Programme related to
Computerizations of PACS/ Banks/
Federations.

Providing information with regard
to Division’s programmes to P&C
Division/DAC/Other Ministries
with due approval of HOD,
wherever necessary

Coordination with all concerned
Divisions/Agencies relating to
activities of the Division.

To ensure compliance  of
obligation under RTI Act 2005 &
Official Language Act 1963
Forwarding the requests (through
proper channel) to the competent
authority for approvals.
Administration & supervision of
the Division’s staff

Assisting Planning and Policy
Matters

Attending to VIP Reference, Audit
queries, Parliament Questions
Attending to Implementation &
monitoring of Programme.

To maintain and improve quality
in all activities confirming to ISO
9001-2008.

Any other work assigned from
time to time.

Signing Sanction, Release & De-
sanction letters for project of
Computerization on behalf of
MD.

Casual Leave approval of staff
of the Division & forwarding
medical bills, LTC requests,
EL/HPL etc. for MIS Division
staff.

Writing Annual Performance
Report of Deputy Director and
Assistant Directors as reporting
officer and Annual Performance
Report of Jr. Assistant and Sr.
Assistant as reviewing officer.
According approval for Tours of
the officials of the Division
Examine the issue to pertaining
of work and recommend course
of action.

To allocate work among the
Division.

Allocating Computer and other
IT facilities to users in NCDC
Signing  Letter to Outside
Agencies for asking and
sending the information

Signing the Sanction order for
Annual Maintenance Contract
(AMC) and Work Orders,
Release for payment towards
AMC contract




Deputy
Director-I

Work related to Targets &
Achievements, Programme of
Activities, Budget, Audit replies,
RTI, Parliament question, VIP
reference, various reports and
status papers pertaining to
division’s work for Management
& DAC

Coordination with Out-sourced
agencies for Hardware /Software
installation & Implementation
Assist allocation of Computers,
Laptops and other IT facilities to
users in NCDC

Putting up/ forwarding the
request for purchase of new
Hardware/ Software/Renewal of
Contracts/ Work- orders for with
IT service providers

Coordination for maintenance of
LAN infrastructure, Database and
Application Servers.

Managing & coordination with ISP
and hardware/software service
providers.

Stock  verification of H/W
stock/inventory.

Analysis, Appraisal of Proposals,
Feasibility studies of projects
related to Computerization.
Taking backup of system and data

Following authorities in the
absence of Chief Director:
Signing Sanction, Release & De-
sanction letters on behalf of
MD.

Assist HOD in preparation /
finalization of  Tender
documents.

Coordination with ISP’s & AMC
Service provider.

Forwarding IT Services related
files to higher authority.
Allocating Computer and other
IT facilities to users in NCDC
Signing Letter to Outside
Agencies for asking and
sending required information




Deputy Director-
I

Analysis, Appraisal of Proposals,
Feasibility studies of projects
related to Computerization.
Maintaining CL/Tour Database
and updating of Master database
of employees of the Corporation.
Maintaining Application
Softwares

Taking backup of system and data
Coordination for maintenance of
LAN infrastructure, Database and
Application Servers.

Managing & coordination with ISP
and hardware/software service
providers.

Coordination with Genl.
Administrator for procurement of
consumables and peripherals.
Coordination for audio visual
presentation during meetings.
Stock  verification  of
stock/inventory.

H/W

The following authorities in the
absence of Chief Director :

e Casual Leave approval &
recommendation other
leaves of subordinate
supporting staff.

e Allocating Computer and
other IT facilities to users in
NCDC

e Writing Letter to Outside
Agencies for asking and
sending the information

e Forwarding the project
related files to higher
authority.

e Forwarding IT  Services
related files to higher

authority.




Assistant
Director

Maintenance and trouble-shooting
of DDFS (E-file) System including
user/ seat/ Section/ dept.
management as per the need of
Corporation & users at DAC, Head
Office and Regional Directorates.
Maintenance and trouble-shooting
of  application  software for
Integrated Financial Accounting
Management System (IFAMS) as
per the need of Corporation & users
at Head Office and Regional
Directorates.

Maintenance of Integrated
Document Management System
(Digitization software).

Handling  work related to
maintenance of website of NCDC
(ncdc.in) & NEDAC (nedac.org.in)
Handling of files related to DDFS,
Integrated Financial Accounting
System and Internet connectivity.
Trouble shooting the issues in
IFAMS and DDFS at client end.
Taking back-up of system and data.
Any other work assigned from time
to time.

The following authorities in the
absence of Chief Director and
Deputy Director :

e Assist preparation of Tender
documents.

e Coordination with service
engineer for resolving date to
day maintenance issues.

e Coordination with ISP’s

e Forwarding IT Services
related files to higher
authority.




Private Secretary

File Movement from-to Division
Diary Entry

Sending the fax

Attending the calls for
Director/DD

Managing the telephone bills, TA
bills, Meeting Schedule

Any other work assigned from
time to time.

As assigned by reporting
officer
Need based support to the
officer.

Sr. Assistant

Hindi work of Division.
Maintaining paging,
and Referencing on files
He/She shall handle diary,
dispatch and shall assist all the
officers in the Division in providing
of files/papers.

Weeding out of old records

attend any other work assigned by
Sr. Officers of the Division from
time to time.

Docketing

Opening of new files

To ensure that the files in
Almirahs are properly placed.
To ensure that dispatch sent
by division properly.

To ensure that the Circulars
issued by division are
circulated properly.

Jr. Assistant

Entering the data for NPS and

Uploading of Tenders on
wWww.eprocure.gov.in
Assisting Dy. Director  for

providing reports for Sr. officers &
BOM meetings and as desired
from time to time.

Assisting in Handling of work
related to maintenance of website
of NCDC (ncdc.in) & NEDAC
(nedac.org.in)

Assisting Assistant Directors in
Maintaining in-house developed
packages, taking backup of
system and data

Assisting in  Coordination for
maintenance of Hardware, LAN

To ensure that the backup of
system are on their respective
places as mentioned in SOP.
Uploading the website
material.




infrastructure,  Database and
Application Servers, etc.

Assisting AD in Stock verification of
H/W stock/inventory Any other
work assigned by Officers of the
Division from time to time.

MTS

File movement from/to Division
Photocopy the papers and making
sets
Taking letters/papers for dispatch
to Dispatch section
Taking papers for Fax to GA
Circular distribution, Dak delivery
Assist in Hardware movement for
allocation or repair
Arranging refreshments to guests/
clients visiting MIS Division
To ensure that files/papers reaches
the destination as asked by the
officers.
To ensure that photocopy of
papers is clear and readable.
To ensure that the rooms of the
officers are clean and table tidy.
Any other work assigned from
time to time

e Need based access to the files
and records of the Division.
e (Cater to the need of Officers
& Visitors.
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ANNEXURE-VIII

NCDC IT Infrastructure usage Policy

NCDC Dehi endeavors to provide al Officers & staff with fully networked and IT
environment for official use.

Users of NCDC computing, networking & IT facilities are expected to abide by the
following rules, which are intended to preserve the utility and flexibility of the
System, protect the privacy and the work of officers & staff and preserve our right to
access the national & international networks to which the system is connected. In case
of complaints, appropriate action to be taken will be decided by IT Head or in
consultation with the top management/MD NCDC.

1. Officers & staff with authorized user accounts may use the computing & 1T
facilities for officia purposes, official business and for personal use so
long as such use does not violate any law, NCDC Policy or act of the Govt. of
India. Does not interfere with the performance of NCDC duties or work
(judged by MD NCDC ) does not result in commercial gain or profit other
than allowed by NCDC.

2. Users are expected to respect the privacy of other users and they may not
allow other person or user to use their password or share their account. Its
users responsibility to protect their account from unauthorized use by
changing their password periodically.

3. Any attempt to circumvent system security or in any way gain unauthorized
access to local or network resources without permission of MIS Division is
forbidden.

4, Downloading and installing new software has to be done with the explicit
consent of IT Head. Installation of unlicensed/ un authorized software
on NCDC Systems or on individual machines connected to network is strictly
prohibited.

5. To the extent possible, users are expected to use only their official email
addresses provided for official communication with other members & staff
of NCDC.

6. It is forbidden to use email and other communication facilities to harass,
offend and annoy other users on network, including impending their
computer systems, software or datalfiles. Subscribing to mailing lists
outside NCDC is an individual’s responsibility. Subscribing someone else to
any group outside NCDC isillegal.

7. Shared email accounts for any purpose whatsoever are not allowed. Any  special
accounts, if needed to be set up for  conferences and other valid reasons as
determined by NCDC authorities will be provided by MIS.



10.

11.

12.

Users are expected to take proper care of equipment and are expected to
report any malfunction to MIS Division. User should not attempt to move,
repair, reconfigure, modify or attach external devices to the system.

Display of offensive material on computer screen isstrictly disallowed  and
serious action will be taken against the offenders.

NCDC may block content over the Internet which is in contravention of the
relevant provisions of the IT Act 2000 and other applicable laws or which
may pose a security threat to the network. NCDC may also block content
which isinappropriate or may adversely affect the productivity of the users.

Violation of policy will be treated as official misconduct or indiscipline as
appropriate. Depending on the nature of the violation, NCDC may take
action by issuing warning through disabling the account. In extreme cases, the
account may be completely disabled or deleted or denied access to IT
facilities.

The Policy may change as and when considered appropriate and new
policy or the changes in policy will take effect immediately after brief
announcement by means of email, printed notice etc.
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