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Sub: - Duties & Responsibilities of CHD & A*CMD/SECR'

The duties and responsibilities of CHD & ACMD will be as follows ln the absence of one of

tfr""fn*r,tt*"tfterofficerwilltoofaftertriswortl'heorderswillbeimplementedwithimmediate
effect.
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All dealers

1) e-biel-U,c3I!
I MUDU, Ivlonll',lly l(erurlr oc A rtuor r\arrat'Y! '\!Pv" -_ . 

--
Gazetled Cadre - Man Powet rruffif oan' vigit'o*e' establishment maflers Training'

Conferences. Seminar elc. -
F'":"*1.',r"tL'f^"qj"^l't:j:':lq:",?:1:4-9-UPgti""'

2.

3.
A litrdpel. lmDrest. (Jrrlcers vEtlrsr(' (x !rv'^' P'"E''""""'

RecognltLon. extenston o. otne, matters perlaLnirlg to Non-Railway' Tie-up hospital

Honoiary Consultant, Contract Medical p

&
5.

6.
tio". e'*A a eOY'

7.

ParliamentQuestion 

--,

8.

9. Co-ordinalion with MD. CMS. Railway Poard & Sr' -Pfolglsor 
(Meorcal,| KrL '

lnspection of ARMEs of Divisions and drug stores o-l 9..!vls-lons 
- --oG."ll *rpet'ri.i"" 

"f 
station & colony sanitation of SECR zone'

10.

lt
12.

13.

r^ t^^t. 'fic. rhe work of CMD in his absence.

Any other work assigned bY CMD

ACMD:
Administrative Control of CMD office.I

2.

;
N-r-Oorett"a Caare - Man Power Planning, DAR, Vigilance, establlshment matters'

Traininq- Conference. Seminar. Work studies by Vigilance Org Etc'

Medical Rgimbursernent.

4.
-a--'-'--_.-M-gramme a ltems of value less than I Lakh. AMC

5. nzii ghasha. It4eOical Library, P"blic ry!at!9!!-e9!lyjE 3-ZJN\4
6. Audit & Account Inspectio!3gpg4!3fl-
7. Accident preparedness, Accidenls & Disaster !!q1399q94
8. Mbdic"l Bo*d--, ln.,"lidation, Appeal Cases & Commqlation of pension

9. St.John's Ambulance BrigaCq. QlYll lefeM q t!9!].
l0 HeMIS & Computerization of department. :

ll Healrt & Family 

-welfare, 

industrial Health. FSSI. Malaria Control

12. Court Cases

13. Inspeaion of aRVEs of Divisions and drug stores of divisions'

14. Any other work assigned bY ClvlD ry
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gr< lnfuerl ftisr.n,
Bitaspur, dated: 18"May-1 1

& APHO.

The duties a

adnrinrstrative contt
immediate effect. Thi

responsjbt ljties of AHO & AP|IO witt bc as fottows. They witt be Lrnder
of DY.CMD, CHD & CMD/SECR. The orders witl be irnoLemenred with
has ths aoprovat of CMD/Sf-CR.

l!=Q! rK!8, 
I

[L{c$;s9 o-f-9tt tlre heatih aclivitie_s =qr q[q 4o1e,
[onies ol lrearlclLtarters .ts wctl as divisions regarding rnaintcnancc of I

liness of drains & natas ti joint insl)ection with engineerjng clcitannrOnt, 
]

ayp. lt_E_lggginCjn ![q-zoqc tp-q9!go!!]!._t_'r-r!r!qq!!,q-{!S!Ete.:: _ _ lrmittee, Schmt heatth, Committee participation for vanous Nationai l

es [il<e A\ataria, TB, AIDS etc. and Health education of Medicat oersorrne[ |

aimc<l_atpositjve lrcatth. 
I

t0rcs for heatth & sanitation. I

nlncl fr.rinlnq arrrl suporMsion of srrb.ordinate staff of prrblir: ht,atth I
I

on of Pantry cars, t"tonitor'ing of fcod for qriafit;, A pfi ana ,",ricr toi I

I
rsting & rcsidual Chtorinc'._ 

_

Tmunity based health activities tike Putse potio frogiamnie,- nliin raie I

g-tfq1g q1mp1 & Mutti purpose_he;lllt {t'u"1. 
I

/.r-,^l^r-,,t r.^-r.r. -r^-^-i---. I

n Ul r lL l:t1:
I In-cha;-ge of att tho hoalrh acfivitics of thc zone.
onies ol lrearlclLrarters as wctl as divisiorls regtrding inaintcrrancc ot

liness of drains & natas ti joint insl)ection with engineerjng clci)anmont,

relatr:d t_o. pubtic lrcaltlr depariment.

! IClp9$iDiti!,y jtsslgq9d !]y Bq!lw_{y_Ad[!t!is!].at!or.

! !l:cllqgg 9! Pllalmacy seryices of the zone.
y submission fi procuremcnt of Annuat & Supptementary drug indents,

ofd ment of bitts.

!ell_91 lecg_'ll!, !toJ'399r !11qe !3cr,ountal of drugs.
rl !a!ljlg9!_I-ql!t t! triinlng of pharmacy unit.

programrr(', lrirtlr
etfarc canrps [t MLrlti purpose health drives.
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No: MED/HQ/G AZ/Duty Listl |681

Sub : Duties & responsibititiel of Sri

to CMD/SECR/BSP.

4Tqldq
r;w fufurcr fttrlo,

fu'areg*, Aar*- : 09.10.2015

R. Appat Raju, Private Secretary-l

The duties &. responsibitities now assigned to Sri R' Appat Raju,

Private Secretary-l to CMD/SECR/BSP is as fottows.

ThissuDercedstheeartierordersissuedvidethisoffice'tetter
No.MED/HQ/SECR/DUTY LIST/93 dt.18.08.201 5. The above orders wi[[ be

imolemented with immediate effect.

St. No. Duties & responsibitities assigned

1.

2. *eFraiion
ffiVigitance matter:; (both GAz & non-GAz)

4. DAil ntwn6 coriespondence of D&A cases (Gazetted onty)

5. Preparation of Power-point presentation.
6.

joard/G.M/PHOD levet'

8. Any other worft assigned by CMD/SECR.

t\

9{ uel/4.ror}I
(d. ff. r;evor. B. Panda/"'

rce AGtcsT frlQFF"chief Medicat birector

1) CHD/SECR for information.
2) ACMD(HQ/SECR for information'
3) Officer concerned.

olL

Circutation :



Dutv List of Ministerial staff of CMD's office'

Sr Design Incumbent Entrusted works Remarls
I ch os P.Biswas

Assistant-
( D.K. Rajan, will
assist to Ch OS in
all issues dealt by
him & work
independently in his
absence)

All IRMS Gaz cadre including Dstt matters'
All CMPs/ incl. Dental Surgeon' engagement.
All outside IRMS doctors engagement matters.
All HVSs Engagement matters etc.
Record Retention & weeding off lile process.
Acquisition/disposal of immovable property
Study leave (Gaz & non Gaz)
Policy matters files.
All correspondences with CII/Divn & Board'

Any other
work
assigned by
officers.

l.l Jr
Clerk Dinesh Kr Rajan

All Tie-up of hospitals
RTI matters (nnder supervision ofAbid /OS).
All Conference & Training (Gaz ).
All referral cases need approval etc.
Miscellaneous matters.( like strike/ UB etc)
Tour Programme & ORH Booking.
Receipt 2 (confidential dak ).
Medical Librarv matters,

Any other
work
assigned by
ch os, os &
oflicers.

OS Rajesh Gedam

Assistant-
Aditya Namdeo-
will assist OS (R
Gedam) in all issues

dealt by him &
independently dealt
the issues in his
absence

Budget, Liability Register ,Imprest /pay order etc

MCDO/PCDO matters etc
CMD's vehicle, ANR & Data maintain.
All audit/account matters, Duty pass

All Sanitation & related tenders( Stn & Colony)
All Official stationary items.
All FSSA related matters.
All DIC & POM meeting etc
RJy Bd's CA iii ref/ PQ etc
ICD/ICF & Hospital diet matters
All Familv welfare matters

Any other
work
assigned by
chos&
officers.

2.1 Jr
Clerk

Aditya Namdeo Lap-top & Computer peripherals] under supervision

Stock /f\[on Stock items proc. J of Abid K.
All Non Gaz cadre updatiny maintaining (with Usha)

All Phbn€s related matters incl CUG
Dead itock (T&P) maintenance.
AMC of all PCs & HMIS/IT related matters.
Staff Benefit Fund.
Scout & Guide matters.
SJAB & First Aid Trg matters

Any other
work
assigned by
ch os ,os &
oflicers.

1 os Abid Khan
Assistant-
Gulshan Kumar will
assist OS(A Khan) all
issues dealt by him &
independently dealt
the issues in his
absence

All re-imbursement & all adv. payment cases.

M&P prograrnme (Including AMC /repair).
Works Programme/LAW Book
All RTI natters.
All NG court matters
RELIIS & pensioners matt€rs -Lap-top & Computer peripherals.

Stock /Non Stock items procurement.fWith Adi/Rakesh.

Any other
work
assigned by
chos&
officers.

3.1 Jr
Clerk

Gulshan Kumar Receipt I &Dispatch works (wilh confidential dak).
ZPNM Meeting ,PREM & ZRUCC meeting etc
Preparation of Muster Roll of staff.
NG staff Leave Record & encashment ofleave
ARMVlRoad Mobile van /AFA box .

All Disaster Management & accident matters
CPGRMS matten, compliant & redressal.
Complaint /Grievances of Rty Dmployees (NG)

assigned by
ch os, os &
oIIicers.

Any other
work



4 Sr,
Steno

Sri Rakesh Ranjan
Kumar

He will be available from 09.30 am to 11.00 a.m
everyday at Headquarters and thereafter report
to MD/CIVBSP.
All Rajbhasa related matters.
Maintenance ofcomputer/FAX & purchase of
accessories other IT matters.
Stores (Stock & Non-Stock).

Any other
work given by
CIT{D/CHD/
ACMD.

5 Sr
Clerk

Usha Kalyani All Medical Boards cases (employee & candidate)
All appeal cases ( employees & candidates)
M. Examination of RRB/RRC candidates,
All Non Gaz cadre maintaining ( inct MPP) ,
All NG staff matters like Promotion. Transfer etc
All Training of Non Gaz s talf.
Territorial Army matters.
Works study matters.

Any other
work
assigned by
chos&
officers.

6 Office
Peon

Uma Maheswari Receipt & Dispatch (while sr No.3.l on leave etc)
Distribution /Filing of dak to relevant file.
SECRWWO matters & SECROA.

Any other
work
assigned by
ch os, os &
officer.

7 Pharm-
acist

Rajesh kumar
Poddar & Minu
Chacko

AII work related to procurement ol Medical
Stores, headed by APhO/SECR

All works
Co-ordinated
and assigned
by
APhO/SECR

Note: (i) In absence of Ch OS, next available Senior most OS will look after his/sectiont wortc
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C/- All dealers.

Date 03.1 I .17


