File No. : NHF/2/17/Office Order/2019 }5520,

NATIONAL HANDICAPPED FINANCE AND DEVELOPMENT CORPORATION
(DEPwD, Ministry of Social Justice and Empowerment, Government of India)
Unit No. 11& 12, Ground Floor, DLF Prime Tower, Okhla Phase-I, New Delhi-110020

Dated: 22.4.2020

OFFICE ORDER

DUTIES AND RESPONSIBILITIES OF EMPLOYEES OF NHFDC

In supersession of earlier office orders of duties and responsibilities of employees, the following
duties and responsibilities has been assigned to employees in the Corporation with immediate effect:-

S.No | Name & Duties & responsibilities
Designation
1. Shri Barath 1) Nodal officer for Internal Audit in the Corporation. Responsible for co-
Kumar, DGM ordinating Internal Audit activities of Corporation and ensuring
(Fin.) submission of timely quarterly/yearly reports of Internal Audit to
Competent Authority.
HoD (Internal 2) Public Information Officer for Right to Information Act, 2005.
Audit) 3) Deployment of funds related to superannuation schemes for
employees of NHFDC for optimum growth of funds.
4) Physical verification of cash and FDRs/instruments periodically.
5) Scrutiny of all types of vouchers.
6) Scrutiny of ledgers maintained in Tally
7) Periodic reconciliation of all grants (i.e. SIPDA, CSR, Scholarships)
received in the Corporation
8) Follow up for adjustment of long pending advances.
9) Any other assignment given by CMD, NHFDC from time to time.
D G.S. Panwar, 1) Supervision of all functions of Finance and Financial Accounting related
DGM (Finance) activities of Finance department.
2) Drawing and disbursing officer including e-payments.
HoD (Finance) 3) All matters relating to statutory audit and inspection/ audit by C&AG of
India.
4) Matters related to Income Tax, GST and other applicable taxes etc. and
filing of statutory returns related thereto.
5) Annual budget, annual accounts, balance sheet etc.
6) Ensure timely availability of fund position and other details to the
Investment Committee for investment of surplus funds and keeping
records thereof.
7) Correspondence with Government for release of share capital and follow
up action.
8) Review and formulation of financial policies/ rules.
9) MoU targets related to functional responsibility of Finance and
Accounts department
10) SPR (Second person responsible) under Samanvaya KM portal.
11) Any other assignment given by CMD, NHFDC from time to time.
Additional responsibilities :
Development of Credit, Skill Training and Marketing portfolios in the state of
Rajasthan.
3. Anil Kumar, 1) Supervision of all functions of Personnel and Administration
DGM (P&A) department i.e. Office Administration, Establishment and Personnel
matters.
HoD (P&A) 2) Purchase and procurement of office equipment’s, stationery items,
printing of annual reports etc.
3) Hiring of services of manpower & Security, AMC of office equipment,

repair/maintenance of office equipment’s etc.
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