OIL INDUSTRY DEVELOPMENT BOARD
Miristry of Petroleum & Natural Gas
Government of India ' St
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OFFICE ORDER NO.8/2024

The approval of the Competent Authority is hereby conveyed for assigning the
following roles/responsibilities to Shri Vijay Mahajan, Additional Director at Monitoring
Cell, under Qil Industry Development Board (OIDB):

i). In-charge of the Monitoring Cell, OIDB.
if). ~ To monitor all the transferred activities after dissolution of PCRA.

iif).  He will be the link officer to Manager (Estate), which is vacant as on date. As
such, he will carry out work relating to Estate matters pertaining to OIDB Bhawan,
including preparation of tender documents, execution of contracts, scrutiny of bills, etc.
for operation and maintenance of OIDB Bhawan.

iv). Any other works assigned from time to time.
2 Shri Vijay Mahajan shall be reporting to DCF&AQ (Admin & Estate).
[Authority: Secretary, OIDB’s approval dated 06t May 2024].

CAMEN
/
(Sanjay Kashyap)
Manager (P&A)
07th May 2024

F. No. AD/37/2023-ADM

Copy to:

..  PSto Secretary, OIDB.
ii. PStoFA&CAOQ.
iii. PStoDCF&AOs.
iv.  Shri M.S. Chauhan, Sr. Accounts Officer
v.  Shri Vijay Mahajan, Additional Director at Monitoring Cell, under OIDB.
vi.  Hindi Officer.
vii.  All officers/officials of OIDB.
viii.  Office Order File/Guard File/Notice Board.

Fratag Main Office :-
TE - . ; OIDB Bhawan, 'C' Block, 3rd Floor
HLATEIA, W, W =i, dad A, Plot No. 2, Sector - 73, Noida-201301, Uttar Pradesh
<ife 7. 2, 8% - 73, ACE-201301, I 5. Phone : 91-120-2594602, 603, 604 Fax : 91-120-2594630
W 91-120-2594602, 603, 604 FT : 91-120-2594630 Website : www.oidb.gov.in

: www.oidb.gov.in
i o o
i - ade Centre, 3rd Floor, Babar Road, New Delhi -
301,758 33 ¥t A A, A A3, A Red - 110 001 301, World Trade Centre e

T : 91-11-23413540
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OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India
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OFFICE ORDER NO.9/2024

With the approval of Competent Authority, the enclosed revised works

\ distribution in respect of Sh. Rajesh Mishra, Accounts Officer, Sh. Ganesh Sah,

" Accounts Officer and Sh. Manish Verma, Accountant, will come into force W|th
immediate effect, until further orders.

2. This issues with the approval of Secretary, OIDB. '
C‘f“\

| \_ Ry
¥ ' : (Sanjay Kashyap)
N Manager (P&A)
))' Additional Charge-
- DCF&AO(Admn & Estate)
Encl: As above.
File No.AD-14/2/2022-IT Dated: 07t May 2024
Copy to
i PS to Secretary, OIDB
2. PS to FA&CAO, OIDB
3. PS to DC&AOs
4, Sr. Accounts Officer
5. Sh. Rajesh Mishra, Accounts Officer
6. Sh. Ganesh Sah, Accounts Officer
" 3 Sh. Manish Verma, Accountant
8. All officials of OIDB
9. Notice Board
10.  Guard File
Main Office :-
T STy - OIDB Bhawan, ‘C' Block, 3rd Floor
- ' - 73, Noida-201301, Uttar Pradesh
L o, e Phonzl?tsaﬁ'z%-gsc;goz?gogoém Fax; 91-120-2594630

e 7. 2, §F€T - 73, AICI-201301, I

BT : 91-120-2594602, 603, 604 HF : 91-120-2594630 Website : www.oidb.gav.in

: www.oidb.gov.in Registered Office:-
il ratey - | 301, World Trade Centre, 3rd Floor, Babar Road, New Dethi - 110 00!
301, 7 23 A=<, Al ", ame T, % Rewl - 110 001 Phone : 91-11-23413540

BT : 91-11-23413540
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OI;L_[NDUSTRY DEVELOPMENT BOAR
Ministry of Petroleum & Natural Gas
Governmert of India

No. AD/47/2022-ADM : 13" June, 2024
OFFICE ORDER NO.11/2024

Consequent upon the repatriation of Shri Sanjay Kashyap, Manager
(P&A)/AddI. Charge of DCF&AOQ, to his parent department on 13.06.2024 (A/N),
the additional charge of the vacant post of DCF&AQ (Admin) with all its
duties/powers is hereby assigned to Shri Meharban Singh Chauhan, Sr. Accounts
Officer w.e.f. 14™ June, 2024 (F/N), till the joining of the incumbent of the vacant
post of DCF&AO or till further orders, whichever is earlier, along with his present
duties, without any additional financial implication. For the work related to
DCF&AQ (Admin), he will report to FA&CAQ, OIDB.

2. This issues with the approval of the Competent Authority i.e. Chairman, Qil
Industry Development Board. Office Order for assigining the works of Estate
matters is being issued separately.

]
Q‘/L—

! 1X-€- 2
(Sanjay Kashyap)
Manager (P&A)/
DCF&AO (Addl. Charge)
Copy to:
i.  PPS to Chairman, OIDB
ii. PS to Secretary, OIDB
ii. PSto FA&CAO

iv.  DCF&AO(RS)
v.  Shri M. S. Chauhan, Sr. Accounts Officer
Vi ersonal file/service book of the Officer
.vji/)lilindi Officer & Aﬁ/
vii. ~ DDO/Pay Section
ix.  Notice Board/Guard File

:}m:ﬁmfm = ,
ST TN, s, o i, Fed whe Maln Office :
e o, 2, daex - 73, -2 ' OIDB Bhawan, 'C' Block, 3rd Floo:
o2, 3, zonsog::. Plot No. 2, Sector - 77, Noida-201301, Uttar Pradest
; 9:.-120-2595;02, 603, 604, 0 : 91-120-2594630 Phone : 91-120-2594602, 603, 604 Fax : 91-120-250463(
: Www.oidb.gov.in Website : www.oidb.gov.ir
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W £ 91-11-23413540 Phone : 91-11-23413540
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Ol_L‘INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India

No. AD/47/2022-ADM 13" June, 2024

OFFICE ORDER NO.12/2024

Consequent upon the repatriation of Shri Sanjay Kashyap, Manager (P&A) to
his parent department on 13.06.2024 (A/N), the additional charge of the vacant
post of Manager (P&A) with all its duties/powers is hereby assigned to Dr. Jyoti
Sharma, Hindi Officer w.e.f. 14™ June, 2024, till the joining of the incumbent of the
post of Manager (P&A) or till further orders, whichever is earlier, along with her
present duties, without any additional financial implication.

2. This issues with the approval of the Competent Authority i.e. Chairman, Oil
Industry Development Board. Dr. Jyoti Sharma will report to Sr. A.O. being

holding the additional Charge of DCF&AQ (Admin). ‘
=P
T Lo

(Sanjay KashyapS '
Manager (P&A)/
DCF&AO (Addl. Charge)

Copy to:

i.  PPS to Chairman, OIDB

i. PS to Secretary, OIDB

ii. DCF&AO(RS)

iv.  Sr. Accounts Officer/DCF&AO (Addl charge)

v.  Dr. Jyoti Sharma, Hindi Officer

vi. Personal file/service book of the Officer
wit— Hindi Section < »v2&—
vii.  DDO/Pay Section

ix.  Notice Board/Guard File

T HAied -
.o A, g5, o =itw, At Wi Malin Office :-
witz . 2, 4 - 73, ATE-201301, 39, Plot No. 2 Sccto? u‘?sB I?Im‘ld‘za;'ogoaalock' o
s - - ey ® » INOLdA- .
B 1 91-120 zsg;&;gzg, 333.. 604, W : 91-120-2594630 Phone : 91-120-2594602, 603, 604 Fax : 91-?33-?;?3;;3
P WWW, .gov.in Website : www.oidb.gov.i
: .oidb.gov.in
AT e (-
: Registered Office :-
301, € 33 g, drat) whae, e g, 7 freeh-110 001 301, World Trade Centre, 3rd Floor, Babar Road, N:\Ehoelhi - 110 501
T : 91-11-23413540 . Phone : 91-11-23413540
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OI‘Ll INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India

No. AD/47/2022-ADM 13" June, 2024

OFFICE ORDER NO.13/2024

In addition to the existing duties assigned to him, Shri Rajesh Kumar Saini,
Dy. Chief Finance & Accounts Officer, is also assigned the work related to Estate
Division and Monitoring Cell, OIDB. Shri Vijay Mahajan, Additional Director,
Monitoring Cell, who is also the link officer of Manager (Estate) will report to
DCF&AO (RS). This order will come into force w.e.f. 14" June, 2024.

Z. This issues with the approval of the Secretary, OIDB.

@o«
/

(Sanjay Kashyap)
Manager (P&A)/
DCF&AO (Addl. Charge)

Copy to:

i. PS to Secretary, OIDB

i. PStoFA&CAO
i.  Shri Shri Rajesh Kumar Saini, Dy. Chief Finance & Accounts Officer

iv.  Shri M. S. Chauhan, Sr. Accounts Officer/DCF&AO (Addl. Charge).
v.  Shri Vijay Mahajan, Additional Director, Monitoring Cell
vi.  Personal file/service book oigtle Officer
\yii. Hindi Officer <N 2 ==
viii.  All officials of OIDB
ix. Notice Board/Guard File

gﬁmmf'aw i '
AR, v, W =i, digd Shv Main Office :-
? i 2 , OIDB Bhawan, 'C' Bl
ﬁf{' 2' ﬁa—,{( 73' m_zolmﬂ” I , PlOt NO. 2, Scctor - 73, Noada;l;bil’cm Oétkt;sl?:(jg:;

$ 91.--12(')—259.4{:16122J 5()3.J 604, 'éa:q 1 91-120-2594630 Phone : 9|-]20~2594602, 603, 604 Fax : 9;-[20—2594630
AR : WWW.0i .gov.in Website : www.oidb.gov.in
TfteRa wraie -

. Registered Office :-

301, 7€ 33 W=, i wfae, ame 43, 7 fwelt-110 001 301, World Trade Centre, 3rd Floor, Babar Road, New Delhi - 110 001
T : 91-11-23413540 Phone : 91-11-23413540



OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
“Government of India

Office Order 18/2024

With the approval of the Competent Authority, the enclosed works allocated to
Shri Neeraj Kumar Sharma, Section Officer which will come into force with immediate

effect, until further orders.
e 9«%

(Jyoti Sharma)
Hindi Officer/
Manager (P&A) (Addl. charge)

No. AD/71/2024-ADM August 20, 2024

Copy to:

Shri Neeraj Kumar Sharma, Section Officer.

Copy for information to:

i). PS to Secretary, OIDB.

iM). PS to FA&CAO.

iii). PS to DCF&AOs.

iv). Hindi Section.

V). Notice Board

vi). Office Order File/Guard File

Main Office :

o e - : ;

ST A, e st bt i OIDB Bhawan, 'C' Block, 3rd Floor

m;s -2 -ﬁm- ~73 ?YQ";‘ 20-1-301 _”} PlotNo. 2, Sector - 73, Noida-201301, Uttar Pradesh
i ¥ - ’ Elh y AL a -1200-25 2] : . oy

M : 91-120.2594602, 603, 604 WFT : 91-120-2594630 Flione £ 91-120-2354602, 603'\50;,-133% ol kg

e DI, B ebsite : www oidb.gov.in

: ' Registered Office :-

q, aed ¥ A s 3z, 78 Freft-110 001 301, World Trade Centre, 3rd Floor. Babar Road, New Delhi-110001

T, i Phone : 91-11-25413540

M- 91-11-23413540
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OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India
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OFFICE ORDER NO.20/2024

With the approval of the Competent Authority, Smt. Renu Baloni,
Stenographer Grade-B is hereby attached with DCF&AO (RS) and Additional
Director, Monitoring Cell, OIDB for providing secretariat assistant, which will come
into force with immediate effect, until further orders. r\ _

\
31% \3\%1
(Jyotl Sharma)
Hindi Officer/
Manager (P&A) (Addl. charge)

August 20, 2024
No.AD/72/2024-ADM

Copy to:

i.  Smt. Renu Baloni, Stenographer Grade-B.
Copy for information:

ii. PSto Secretary, OIDB.

i. PStoFA&CADO.

iv. PStoDCF&AOs.

v.  Additional Directior, Monotoring Cell, OIDB.
vi.  Notice Board
vii.  Office Order File/Guard File.

- . Main Office :
r_an;,—‘_?"?_la}q%amq — o OIDB Bhawan, 'C' Block, 3rd Floor
P ,_ 73'53@;20‘31-30“111@-& PlotNo. 2, Sector - 73, Noida-201301, Uttar Pradesh
o 9142‘%‘0.""2;94602’ 6‘{;; 513 B+ 4562504530 Phone : 91-120-2594602, 603, 604 Fax : 91-129-2594630
Atz £ wwow:oidh @ov. I R Website : www.oidb.gov.in
- ; : (o Registered Office
301, World Trade Centre, 3rd Floor. Babar Road, New Delhi-110001

1, G52 ¢T3 F=T, Aah wiwe, =TT Oy, W fase-110 001
M- 91-11-23413540

Phone : 91-11-25413540
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OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India
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TEAT 14/3/2015-313mS3T
3M$2N/1/2023-50ad/S-1688 fe=men: 01 3rreer, 2024

FIRITAT 3T HE&AT / Office Order No. 22/2024

mmmaﬁwmwgmﬂma:mmwa:mﬁwmmxm
Hﬁﬁmﬁmﬂ%a@maﬁaﬁmﬁméﬁﬁmmﬁﬁﬁ%ﬁmﬁwﬁéarﬁmw%:-

The undersigned is directed to convey the approval of the Competent Authority for additional
assignment of the user account of E-procurement on CPP Portal to the following officer of the OIDB as
mentioned below: -

A ./ ‘ 3TAETRAT WiaT / User Account RFRT FT 717 / Name of officer

Sl. No.

01 sA1ser 3T / Nodal officer AA ST 2T, RE 310w g gses (<
Us U) 3faRed gk

2. %ﬁmﬁ@%%%ﬁﬁﬁwmﬁﬁvﬁﬁmﬂm(ﬁ
HelasT) ST SUTEET FYT]

2. The above mentioned officer are requested to provide filled up prescribed form (copy attache
for user role assigned to them. '

AR 99 3. 7. g . a1,

AT ST AT, RS 3y
Tg YEuE (4 U5 U) 3RAReT gawr

i F@=me /Copy for information:-
) ofE ¥ ol =g / PS to Secretary |
ii) UH.U. UUS HLU.3M. & fAsh @f¥9 / PS to FA & CAO |
ii) SLHELUR.U0E w3 (3IRww) F Bl 99 / PS to DCFRAO (RS) |
iv) IR~ or@r RHENT / 9. uE s T3 (9RmEe) (3rfaRerd weR) |
v) HIITEEN & T Jregeaar Tk safardy / All section & staff of OIDB |
vi) FRATT 3L BIET/S WIgdl/AeE &1 / Office order File/Guard File/Notice Board |

Main Office :

T S - OIDB Bhawan, 'C' Block, 3rd Fioor
M AR, wEm, W wiw, ded e, PlotNo. 2, Sector - 73, Noida-201301, Uttar Pradesh
T 0 2, WX - 73, WST-201301, T, Phone : 91-120-2594602, 603, 604 Fax : 91-120-2594630
T : 91-120.2594602, 603, 604 m 1 91-120-2594630 Website - www_oidb_ggv.j_[]
ﬁlaméz- - www.oidb.gov.in Registered Office -
2 - 301, World Trade Centre, 3rd Floor, Babar Road, New Delhi-110001

;g;, weE €T W=, W Hiwer, wmaw g, 7 faesti-110 001 . Phone : 91-11-25413540
= 91-11-23413540 . .



OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India
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File No. LF/8/2024-FIN October 22, 2024

Office Order No.22 /2024

Ministry of Petroleum & Natural Gas has informed that an MQOU signed
between ISPRL and Mangalore Special Economic Zone Ltd. (MSEZL) to establish
strategic crude oil facility at Mangalore. Since ISPRL is a SPV under OIDB, it has
been decided by the Competent Authority in the Ministry that OIDB will maintain
asset records for the project, which could be shared with Ministry as and when
required.

2. In the above context, it has been decided with the approval of Secretary, OIDB
that Shri Manish Verma, Accountant OIDB, has been assigned the work of
maintaining the asset records for the project with immediate effect in addition to his
regular work. Necessary assistance in this regard shall be provided by ISPRL.

e~ -

1 (M.S. Chauhan)
Sr. Accounts Officer &
Addl. Charge DCF&AO (Admn.)
Copy to:

/1. CEO&MD, Indian Strategic Petroleum Reserves Ltd., 3 Floor, OIDB Bhawan,
Sector-73, Noida, with a request to designate concerned ISPRL official to
provide necessary assistance to Accountant, OIDB, in maintaining the Asset
Records of the project in pursuance of directions of MoP&NG communicated
vide emails dated 06.09.2024 & 30.09.2024 (copies enclosed).

2. PS to Secretary, Oil Industry Development Board, 3™ Floor, OIDB Bhawan,
Sector-73, Noida.

- PS fto Financial Advisor & CAO, Oil Industry Development Board, 3 Floor, B\J-'/

OIDB Bhawan, Sector-73, Noida. X

PS to Dy. Chief F&A Officer (RS), Oil Industry Development Board, 3™ F'OOr,gn?

OIDB Bhawan, Sector-73, Noida.

: 5. Sr. Accounts Officer/Addl. Charge of Dy. Chief F&A Officer (Admin)
- 6. Shri Manish Verma, Accountant OIDB. . '

7. Personal file of the officer 224 (ela Y

8. Notice Board, OIDB,

Main Office :
wery wrafee - OIDB Bhawan, 'C' Block, 3rd Floor
o7 ammd. ol sm', i wie, dad dfve, PlotNo. 2, Sector - 73, Noida-201301, Uttar Pradesh
witer %0 2, dEET - 73, HES- 201301, BN Phone : 91-120-2594602, 603, 604 Fax : 91-120-2594630
W : 91-120,2594602, 603, 604 aE r 21-120-2594630 Website : www,0idb.gov.in
demrge - www.0idb. gov.in Registered Office :-
' e - 301, World Trade Centre, 3rd Floor, Babar Road, New Delhi-110001
301, od 3% d=x, dadt wieer, arer W, & faeel-110 001 Phone : 91-11-25413540

W - 91-11-23413540
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OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India

<

OFFICE ORDER No. 24/2024

With the approval of the Competent Authority, the work allocation of Shri Vikas Srivastava, Dy.
Chief Finance & Accounts Officer which will come into force with immediate effect and until further

orders, is enclosed. . ;L/g
AL g % L e

%ang%\aﬁ\\ ™

Hindi Officer/
Manager (P&A) (Addl. charge)
7t November, 2024

No. AD-14/5/2024-ADM

Copy to:
i.  Shri Vikas Srivastava, Dy. Chief Finance & Accounts Officer (DCF&AO)

Copy for information to:

i). PS to Secretary, OIDB.

i). PS to FA&CAO.

i) ~ PStoDCF&AOs.

iv).  Hindi Section.

v).  Notice Board

vi).  Office Order File/Guard File

:_ _ Main Office :
aﬁﬂ ﬂ-ml "‘!r.gr_}m.f;i-(_'lmq, i ) ’ OIDB Bhawan, 'C' Block, 3rd Floor
SileR, Tl Wi PlotNo. 2, Sector - 73, Noida-201301, Uttar Pradesh

T 70 2, HeeT - 73, HUer-201301, T

W 191-420,2500602,, 503, 608 WG « Y- 130 SEGALRE Phone : 91-120-2594602, 603, 604 Fax : 91-120-2594630

Faade - www.0idb.gov.in Website : www.oidb.gov.in
Usiiehd Sraied - _ Registered Office :-
301, o0 2T F=X, dad nhve, e e, 7§ faeei-110 001 301, World Trade Centre, 3rd Floor, Babar Road, New Delhi-110001
WE - 91-11-23413540 Phone : 91-11-25413540
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Annexure

All Personnel and Establishment matters.

All General Administration related matters.

Supervision of day to day works for smooth functioning of OIDB office.

Rajbhasha and related matters.

Supervision of maintenance & upkeep of OIDB website and IT related matters.

All matters relating to Ministries/ VIP/References and Parliament question etc. relating to

assigned subject. -

7. Implementation of various Govt. Programmes/activities in OIDB.

8. Handling of CAG observations, Court matters relating to assigned subject.

9. Work related to Right to Information Act as an Appellate Authority

10. Duties of Liaison/coordination/Nodal officer and Public Relation Officer for all purposes.

11. Matter related to all logistic support/arrangement during Audit/inspection of OIDB's
accounts/works by CAG & other Govt. organizations.

12. All work related to vigilance cases/matters.

13. Any other item of works assigned from time to time.

O G wN

Shri Vikas Srivastva will report to FA&CAOQ, OIDB
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OIL INDUSTRY DEVELOPMENT BOARD

Eiferam we Wi e wareE Ministry of Petroleum & Natural Gas
YA GTehT Government of India
No. AD-14/10/2022-ADM 12 February, 2025

Office Order No. 03/2025

With the approval of the competent authority, the following officers are designated as
Central Public Information Officer (CPIO), Nodal Officer and Appellate Authorities
under RTI Act, 2005:-

Sl Division/Works Central Public Nodal Officer |Appellate Authorities
No. Information Officer
(CPIO)
1. [Finance & Accounts|Sr. Accounts Dy. Chief Finance &
Division -  Loan,|Officer IAccounts Officer
grant, investment,[[Shri M.S. (Finance & Estate)
ixed deposit,|Chauhan, Sr. [Shri Rajesh Kumar
budget, Accounts|Accounts Officer] Manager (P&A) [Saini)
etc. matters. [Smt. Jyoti
2. |Estate Division - Manager (Estate) [Sharma, Dy. Chief Finance &
|Operation & [Shri Vijay[Manager (P&A) |Accounts Officer
maintenance of Mahajan, — Addl. charge] |(Finance & Estate)
[OIDB Bhawan, Additional Director) [Shri Rajesh Kumar
contact, procurement Saini)
thereof, Dwarka
project etc. matters.
3.  |Admin Division - RManager (P&A) Dy. Chief Finance &
General Smt. Jyoti Sharma, ccounts Officer
administration & [Manager (P&A) — (Administration)
establishment etc.  |Addl. charge [Shri Vikas
|[matters. Srivastava) -
2. This order will come into force with immediate effect. 9 TA
A
67}% ‘L\L\ 13/-
(Jyoti Sharma)
Hindi Officer &
Manager (P & A)
To:
1. PS to Secretary, OIDB.
2. PSto FA&CAO, OIDB
3. PSto DCF&AO (RS) & DCF&AO (VS)
4. Hindi Officer for Hindi translation
5. Office Order File
6. Guard File/Notice Board.
Main Office :
T Sy - OIDB Bhawan, 'C' Block, 3rd Floor
AR, worm, W' wilen, At i, PlotNo. 2, Sector - 73, Noida-201301, Uttar Pradesh
wHeT 0 2, W - 73, WUET-201301, I, Phone : 91-120-2594602. 603, 604 Fax : 91-120-2594630

T : 91-120.2594602, 603, 604 Had : 91-120-2594630
= www.oidb.gov.in

= ; Registered Office :-
< % = - 301, World Trade Centre. 3rd Floor, Babar Road, New Delhi-110001
301, 978 2% W=, Hredt wfwe, s g, 78 faeeft-110 001 -
= Phone : 91-11-25413540
T - 91-11-23413540

Website : www.oidb.gov.in
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OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India

File No. AD-14/10/2022-ADM Dated 12th March, 2025
OFFICE ORDER NO. 5/2025

Ms. Sonali Sharma, Stenographer Grade-C in addition to her present work allocation, is
also assigned the work related to medical claims received from OIDB Officials/Pensioners
temporarily, till further orders. She will submit the files to the Section Officer (Admin) in this

regard.
2. This order shall come into effect immediately. N
/IL("-‘
My
i P el
(Jyoti Sharma)
Hindi Officer/

AddI. Charge Manager (P&A)

Copy to:

1. PS to Secretary, OIDB

2. PS to FARCAO

3. PS to DCF&AOQs.

4, Ms. Sonali Sharma, Steno Grade-C.

5. Personal File/Service book of the officer.
6. Hindi Section.

7.

Office Order/GuW!e/

Main Office :

PEIEEC D o i OIDB Bhawan, 'C' Block, 3rd Floor
WA AR ww, W =iw, dat G9h, PlotNo. 2, Sector - 73, Noida-20130!. Uttar Pradesh
W F0 2, FFT - 73, HwaT-201301, IW Phone : 91-120-2594602, 603, 604 Fax : 91-120-2594630
q’ﬁ_'f * 91'120.2594602, 603, 604 Tﬁ’a’-‘q P 91-120-2594630 \Ydhsf[r_\ i \g'\\'\&'loidb_go\.’_in
EELIECHS w\f'w.mdb.gov.m Registered Office :-
gl T & S 2= 301, World Trade Centre, 3rd Floor, Babar Road, New Delhi-1 10001
301, a8 43 W=, dwtt qfwe, A ¥, 7§ frh-110 oo Phone : 91-11-25413540

I - 91-11-23413540
EF;Q’J (3™} ﬁ- CIEI EHI ﬁl



OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India

OFFICE ORDER No.43/2021

With the approval of Competent Authority, the enclosed works distribution

in OIDB will come into force with immediate effect, until further orders.

2. This issue with the approval of Secretary, OIDB.

o
) TAERE ks
(Sanjay ashyaff]

Manager (P&A)
14t Qctober, 2021
Enclosure: As above
File No.6/12/2016-0IDB
Copy to:-
1. PS to Secretary, OIDB
2 PS to FA & CAOQO, OIDB
3. PS to DCF(GD)/DCF(RS)
4. API concerned officers/staff
5. All Consultants, Outsourced, DEOs
6. Notice Board
7. Guard File
Main Office :-
YET e - . OIDB Bhawan, 'C' Block, 3rd Floo
3?[.311?:&.1& e, < W' arerdr qf?:m, Plot No. 2, Sector - 73, Nu?da-ZDlSDl, Uttar Pradesrl;
wiie . 2, q%eT - 73, IgET-201301, I 9. Phone : 91-120-2594602, 603, 604 Fax : 91-120-2594630
wIT 9;-12&25?3302. 603, 604 7 : 91-120-2594630 Website : www.oidb.gov.in
T WWW.01 .gﬂ\-".ll‘l
wiefigr At Registered Office:-
= ; 301, World Trade Centre, 3rd Floor, Babar Road, New Delhi - 110 001
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ALLOCATION OF WORKS TO OIDB’S OFFICIALS

Dy. Chief Finance & Accounts Officer - Shri Ganesh Chander Doval

Estate related matters relating to all technical contracts of OIDB Bhawan ie. HVAC, DG
installation, Fire Safety, IBMS, Effluent Treatment Plant, Civil and Electrical work, Lift maintenance etc.
Estate related matters relating to Contracts on non-technical nature of OIDB Bhawan ie.
Horticulture Services, Security Services, Cafeteria Services and FMS.

Matter relating to OIDB Land at Dwarka and OIDB's registered office at WTC Building, New Delhi.

General administration and Establishment matters of OIDB including Transport arrangements.
Environment protection and related matters such as obtaining necessary clearances and permits.
Matters relating to Ministry Monitoring Cell, EIL.

Matters relating to IT including LAN and Internal Services and Internet Services stc.

All Trusts related matters related to OIDB employees'/pensioners' service matters.

Rajbhasha and related matters.

Work related to RTI-Appellate Authority

Parliamentary affairs, CAG observations, Court matters relating to assigned subject.

Any other matter assigned from time to time.

DCF&AOQ (GD) will report to FA&CAQ

Dy. Chief Finance & Accounts Officer- Shri Raiesh Saini

Budget & Accounts, Investments and Tax matters of OIDB and other Trusts.
Matters related to loans including PAC and equity.

Matters related to regular grant, HCF, R&D & other grants.

OID Board and related matters.

Supervision & scrutiny of Annual Report materials.

Work related to National Pension Scheme-PAQ duties

0OIDB Cess and related issues.

HSSC, IIPE, BLL, Task Force on Underground Gas Storage, RGIPT.

CAG observations/paras, Court matters pertaining to Finance & Accounts wing.

[T, GST & entire taxation matters.
@cﬁ’\
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Any other matter assigned from time to time.

DCF&AO (RS) will report to FA&CAQ
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Manager (Personnel & Administration)

All Personnel and Establishment matters which inter-alia include DPC/DSC and related
matters, filling up of vacancies and related matters like increments, deputation, service
books, APARSs, leave records, OIDB’s employees entitiements, advances, pension cases,
leave salary and pension contributions efc.

General administrative matters viz. procurements of office equipments like computer,
laptop, FAX, photocopier etc., management of outsourced staff except those which are
covered under Estate Wing.

Supervision of maintenance and upkeep of OIDB's website.

Supervision of Transport arrangements and management of OIDB Vehicles.

Printing of OIDB's Annual report and laying in Parliament.

Work relating to Ministry's Monitoring Cell (EIL).

Work relating to Right to Information Act - Nodal Officer duties.

Work relating to vigilance matters & Court cases pertaining to Administration Section.

Duties of Liaison / coordination officer and PublicRelation Officer for all purposes.
Providing all logistic support / arrangement during Audit / inspection of OIDB's accounts /
works by CAG & other organizations.

Any other item of work assigned from time to time.

Manager (P&A) will report to DCF&AQ (GD).

Manager (Estate)

All estate matters relating to OIDB Bhawan, Noida, construction of office building at Dwarka,
New Delhi and OIDB office at WTC Building, Connaught Place, New Delhi, which inter-alia
includes coordination with all organizations at the saidsites and with the OEMs.

Operation and maintenance of all facilities at OIDB Bhawan and related matters like floating of
tender, execution of agreements with the contractors, examination of bills, inventory
management , payment of electricity and other utility bills etc.

Safety and security of OIDB Bhawan and the matters related thereto.

Environment protection and related matters such as obtaining necessary clearances and
permits from concerned authorities/ organisation.

Coordination with NOIDA Authority, DDA, and other authorities, government/municipal agencies.
Monitoring of all contracts like HVAC, Electrical, Fire Fighting system, IBMS system, Canteen,

Horticulture, parking services etc.
Arbitration/court cases related to Estate Wing.

Parliamentary matters and references received from Ministries/Departments etc. on the allotted

subject.
Any other work assigned from time to time.

Manager (Estate) will report to DCF&AQ (GD). ﬁ@




1.
12.

13.
14.

Senior Accounts Officer

All matters relating to Loan & Grants.

Monitoring of data on loan, grants and equity released by OIDB.

Monitoring of all books of accounts of OIDB.

Gﬂvgnitoring of entire Tax matters, Audit paras and Court cases pertaining to Finance & Accounts
ing.

Finalization of Budget Estimates of OIDB and budgetary control.

Finalization of Annual Accounts of OIDB and funds/Trusts managed by OIDB.

Monitoring of investments/FDRs etc.

Monittoritng of accounting of inventory/ depreciation policy/ physical verification/ insurance of

assets etc.

Management of OIDB Employees Superannuation, Gratuity and Provident Fund Trusts.

Work relating to Cess under OID Act.

Performing of duties of DDO in case of absence of Accounts Officer.

Monitor|in)g of register of valuables (Bank Guarantees and monitoring of their validity and their

renewals).

Settlement of C&AG's observations/reports.

Any other items of work assigned from time to time.

Sr. A.O. will report to DCF&AO (RS).

Hindi Officer

All matters related to Official Language.
Hindi translation works in OIDB including Annual Reports.

Work related to Hindi Magazine.

Work relating to OIDB's Newsletter.

Maintenance & updation of Hindi software in OIDB computers.

Updation of OIDB's Website (Hindi Version).

Supervision of Library & purchase of books, periodicals and newspapers.
Any other items of work assigned from time to time.

Hindi Officer will report to DCF&AOQ (GD).




Accounts Officer - Shri Rajesh Mishra

Maintenance of cash book/ledger and operation of entries onTally.

Preparation of Annual Accounts & Budget Estimates and OIDB's Annual Reports,
Maintenance of registers of valuable (Bank guarantees and monitoring of their validity and
their renewals) and Asset Register.

Preparation of inflow/outflow of funds statement and assistance to Sr. Accounts Officer in
deployment/investment of funds.

All matters relating to taxes viz. Income Tax, GST, WCT etc., coordination with
concerned authorities therefor and coordination with internal auditors of OIDB.

Settlement of C&AG's observations/paras/reports.

Settlement of all court cases, Income Tax, GST etc. cases.

Maintenance of Accounts of Hydrogen Corpus Fund and all Trusts of OIDB, etc.

Performing of duties of DDO.

Pay Bill & Pension Registers, Preparation of Pay Bills.

Maintenance & reconciliation of OIDB Bank Accounts.
Any other item of work assigned from time fo time.

Accounts Officer (RM) will report to Sr. Accounts Officer

Section Officer = Shri Ganesh Sah

1. All work related to grants-in-aid to all regular grantee institutions of OIDB, utilization
certificate, annual accounts, audit of grantee institutions and related correspondence.

2. All work related to loan to all Oil PSUs, calculations of Interest on loans/ Utilization
Certificates/ Monitoring repayments/ Project Appraisal Cell/ Interest rate committee etc.

3. Coordination of all matters relating to Committees on Upstream and Downstream sectors,
drafting of agenda notes and minutes, follow up actions.

4, Compilation of material received from grantee organizations, Oil PSUs relating to Annual
Report.

5. Maintenance of various registers / assets records related to grant-in-aid & loan given
by OIDB.

6.  All works relating to Hydrogen Corpus Fund, National Gas Hydrate Programme and
ISPRL.

7. Any other items of work assigned from time to time.

Section Officer (GS) will report to Sr. Accounts Officer ff;j}
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Section Officer — Shri Narian Kumar Lengay

All Personnel and Establishment matters which inter-alia include recruitments, framing
RRs, maintaining service books, APARs, leave records, OIDB's employees entitlements,
advances and pension cases, leave salary and pension contributions etc.

All general administrative matters.

Maintenance and upkeep of OIDB's website,

All Information Technology related matters.

Duties of GeM Buyer.

All matter relating to Ministries/VIP/references & Parliament questions etc.

Printing of OIDB's Annual report and laying inParliament.

Work relating to Ministry's Monitoring Cell (EIL).

Work relating to Right to Information Act - PIO duties.

Work relating to vigilance matters/Court cases pertaining to Administration Section.

Assist Manager (P&A) in Liaison/ coordination with various Ministries/Departments/C&AG
Audit Party etc. & providing logistic support.

Any other item of work assigned from time to time.

Section Officer — Shri Narian Lengay will report to Manager (P&A)

Ll
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10.
11.
12

Accountant - Shri Manish Verma

Preparation of vouchers.

Maintenance of cash book/ledger and operation of entries onTally.

Maintenance of registers of valuable (Bank guarantees and monitoring of their validity and
their renewals) and Asset Register. _

Preparation of inflow/outflow of funds statement

Preparation Budget Estimates.

Deployment/investment of funds & FDRs.

Coordination withconcerned authorities & Banks for deployment of fund etc.

Coordination with internal auditors of QIDB.

Maintenance of Pay Bill & Pension Registers, Preparation of Pay Bills.
Maintenance & reconciliation of OIDB Bank Accounts.

Follow up on Income Tax, GST, other Tax Matters.

Any other item of work assigned from time fo time.

He will report to Accounts Officer o
EIO ¢ R
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Assistant - Shri Rakesh Sharma

To process all estate matters relating to OIDB Bhawan, Noida, construction of office building at
Dwarka, New Delhi and OIDB office at WTC Building, Connaught Place, New Delhi.

To process all bills for operation and maintenance of all facilities at OIDB Bhawan.

Assist senior officers for floating of tender, execution of agreements with the contractors.
Inventory management,

Payment of electricity and other statutory obligation/payments.

Obtaining of various NOCs etc. from concerned authorities/ organisations for OIDB
Bhawan.

Any other work assigned from time to time.

Assistant-Shri Rakesh Sharma will report to Manager (Estate)

PN —
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Assistant-Shri Jaswant Singh will report to Section Officer (NK)

Assistant-Shri Jaswant Singh

Personnel and Establishment matters.
Proposals relating to all types of leave, annual increments, all types of advances and
maintenance of relevant registers, TA/LTC, Pension cases etc.
General administrative matters.
Transport arrangements and management of OIDB Vehicles.
Maintenance of APAR/Property Return of OIDB officers & employees.
Proposal for procurement of various items, equipments etc for office.
Matters relating to engagement of outsourced staff etc.
Arrangement of tea, coffee, water etc. for day to day functioning of OIDB office.
Ministry's Monitoring Cell (EIL).
Assist senior officers for coordination with various Ministries/Departments/C&AG Audit Party,
providing all logistic support/arrangement in this regard.
Any other item of work assigned from time to time.

/
o
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Work allocation to Stenographers

Smt. Vandana Verma, Steno Grade ‘B’

1. Matters related to Estate Division assigned to her from time to time by Manager
(Estate)/DCF&AO(GD)

2. Secretarial assistance to DCF&AO(GD) & DCF&AO(RS)

3. Any other item of work assigned from time to time

She will report to Manager (Estate) for works mentioned at SI. No. 1 above and both DCF&AOs for
secretarial assistance.

Shri V.K. Saxena, Steno Grade ‘B’

All matters related to appointment of OIDB Board members.
Preparation of presentation for OIDB Board meetings.

Booking of air tickets for officials tours

Secretarial assistance to Secretary, OIDB

Any other item of work assigned from time to time. . ,
Processing of Medical claims of employees & pensioners of OIDB. DEO/Consultant doing
this job will route through him.

EILESE L) N =

He will report to DCF&AO (RS) for the works mentioned at SI. No. 1 & 2 above and to Secretary,
OIDB for secretarial assistance. For works mentioned at Sr. No.5 above, report to

Manager(P&A).

Smt. Dimple Verma, Steno Grade ‘B’

1. Matters relating to all Trusts for OIDB employees/ pensioners.
2. OIDB Cess and Royalty matters.

3. Secretarial assistance to FA&CAO.

4. Any other item of work assigned from time to time.

She will report to Sr. A.O. for the works mentioned at SI. No. 1& 2 above, to Manager (P&A) and

/

to FA&CAOQ for SI. No.3.
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Consultants

Shri Himansu Bansal Consultant (F&A) will report to Finance & Accounts Wing.
Shri Peeyush Bansal, Consultant (F&A) will report to Finance & Accounts Wing.
Shri R. Kaul, Consultant (Legal) will provide legal advice on all the
matters of OIDB as and when sought.

Ms. Surabhi Sharma, Consultant (A&E) will report to Administration Wing.
Shri Raziq, Consultant (Information Technology) will report to Administration Wing.

gk WK -

Note: Besides above, all the Consultants shall be required to do any work assigned to
them by other Wing/ Division of OIDB whenever required.

Qutsourced DEO

One outsourced DEO will report to Accountant.

One outsourced, DEO will report to Section Officer (GS).

One outsourced, DEO will report to Shri Rakesh Sharma, Assistant (Estate).
Two outsourced DEOs will report to Shri Jaswant Singh, Assistant
(Administration Wing).

Outsourced DEO (Information Technology) will report to Consultant
(Information Technology) & Section Officer (Admn Section).

One outsourced DEO will report to Hindi Officer.

Note:  Besides above, all the outsourced DEQO shall be required to do any work

assigned to them by Administration Division wherever required.

@f’“
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T TR ‘“”,’f“-?h T T ASheitian]! Ministey of Petroleum & Natural Gas
I SR E £ ]';- AN L Government of India
E-file No. AD-14/10/2022-ADM May 18, 2023

OFFICE ORDER NO. 6/2023

In addition to the existing duties assigned to him, Shri Manish Verma,
Accountant is also assigned the duties of GeM paying authority. This order will come
into force with immediate effect.

2. This issue with the approval of Secretary, OIDB. St
e — C’,
TR AR
~VT 2
{ Xl
(Sanjay Kaghyap
; Manager (P&A)
To

Shri Manish Verma, Accountant, \u \?ﬂ;
_ v\\

Copy to:
AN /y"u Slfz“
() PS to Secretary, OIDB -7 % \“\U
(ii) PS to DCF&AQ (RS)~ xf‘-‘“ _/
(iy ~ Sr. Accounts Officer) »@9. s
V). Hindi Officer. f &
v).  Accounts Officer (RM) Qh“‘qﬁ
vi) Personal File/Service book of Shri Manish Verma, Accountant.
vi)  Office order File/Notice Board.
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AD-14/2/72022-11
3620/2024/01DB ADM

Attachment (P.1/2) of Office Order N0.9/2024 dated: 07t" May 2024
[File No.AD-14/2/2022-IT]

Mr. Manish Verma, Accountant

1. Preparation of vouchers, maintenance of cash book/ledger and entries on
Tally and based thereon preparation of Annual Accounts of OIDB and all other
Trusts.

2. Maintenance of registers of valuable (Book guarantees and monitoring of their
validity and their renewals) and Asset Register.

3. Preparation of inflow/outflow of funds statements and work related to
deployment/investment of funds.

4. Work relating to vetting of quarterly/half yearly calculation of interests on loans
and FDRs.

5. All matters relating to taxes i.e. preparation & certification etc viz. Income Tax,

TDS, GST ete. and coordination with concerned authorities.

6 All work relating to internal auditors of OIDB and processing of their bills.

y i Settlements of C&AG’s observations/reports.

8. Preparation of Budget Estimates.

9. Preparation of Pay Bill & Pension Registers.

10.  Maintenance/Certification of Pay Bill & Pension Registers and submission of
the same to DDO for disbursements.

11.  Maintenance & reconciliation of OIDB Bank Accounts, 26AS etc.

12.  Work related to preparation of e-Invoicing.

13. Any other item of work assigned from time to time by the DCF&AQ and/or by
FA&CAQ.

Sh. Manish Verma, Accountant will report to Accounts Officers {(RM) for all matters
except Annual Accounts of all Trusts of OIDB for which he will report to Accounts

Officer (GS)
Shri Rajesh Mishra, Accounts Officer (RM)
Supervision of cash book/ledger and operation of entries on Tally.
Finalisation of Annual Accounts of OIDB & Budget Estimates.
Preparation of inflow/outflow of funds statement for deployment of funds.
Investment of surplus funds.
All matters relating to taxes viz. Income Tax, GST, etc., coordination with
concerned authorities and coordination with internal auditor / Tax Consultant of
OIDB.
6. Reply/Settlement of C&AG's observations/paras/reports.
7. Settlement of all court cases, Income Tax, GST etc. pertaining to Finance &
Accounts Division.
8. Performing the duties of DDO.
10.  Supervision of Pay Bill & Pension Registers.
11.  Maintenance & reconciliation of OIDB Bank Accounts.
12.  Any other item of work assigned from time to time.

Ly b S Dok

Sh. Rajesh Mishra, Accounts Officer will report to Sr. Accounts Officer.
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No.14/3/2015-OIDB Dated: 01" September 2023

IT/1/2023-EST/E-1688
Office Order No.13/2023

['am directed to convey the approval of the Competent Authority for additional assignment
of the user accounts of E-Procurement and E-Publishing on CPP Portal to the following officers
of the OIDB when the existing users will be on tour/leave, ete.

(A) For E-procurement on CPP Portal

SL Account name Existing Users Additional Users
No.
(L) ) ) )
(i) INodal Officer Shri Sanjay Kashyap ---
i) |[PO/Tender Sh. Ganesh Sah, Section Officer Sh. V.K. Saxena, PS
Admin/creators
(i) [PO/Tender Opener (i) Sh. MLS. Chauhan, Sr. A.O.

(ii) Sh. Rajesh Mishra, A.O. ---
(iii) Sh. Ganesh Sah, S.0.
(iv) Sh. Manish Verma, Accountant

(iv) [PO/Tender Evaluator Sh. Rajesh Mishra, A.O. Sh. V.K. Saxena, P§

(v) [PO/Tender Publisher Sh. Rajesh Mishra, A.O. Sh. Manish Verma, Accountant

(B) E-publishing on CPP Portal i

(i) |Nodal Officer Sh. Rajesh Kr. Saini, DCF&AO -

(i) [PO/Tender Sh. Ganesh Sah, Section Officer Sh. V.K. Saxena, PS
Admin/creators

iif) [PO/Tender Publisher Sh. Rajesh Mishra, A.O, Sh. Manish Verma, Accountant

2. The above mentioned additional users/officers are requested to provide filled up prescribed
form (enclosed) for user role assigned to them, ? o

27

(Sanjay Kashyap)

Manager (P&A)

Encl. : As above,

To: The above mentioned officials

Copy for information

(i) PS to Secretary, OIDB

(i)  All Section & Staff of OIDB

(iii)  Office Order File/Guard File/Notice Board

Main Office :-

I FATA - ; OIDB Bhawan, 'C' Block, 3rd Floor
Arare i, wam, W =, dwd 6hm, . Plot No. 2, Sector - 73, Noida-201301, Utiar Pradesh
iz 7, 2, 8% - 73, AET-201301, I 7. Phone : 91-120-2594602, 603, 604 Fax : 91-120-2594630
BT : 91-120-2594602, 603, 504 BT : 91-120-2594630 Wabsite 1 www.oidb.gov.in
37T ¢ wwwoldb.govin Filiterc Bitces
. 2 = 301, World Trade Centrs. 3rd Floor. Babar Road, New Delhi- 110 001
301,37 33 #=<T, Al s, qe By, 7 Rl - 110 001 ' Phone : 91-11-23413540

W 91-11-23413540 _
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OIL INDUSTRY DEVELOPMERT BOARU
Ministry of Petroleum & Matural Gas
Government of India
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Maln Office :-

OIDB Bhawan, ¢ Block, 3rd Floor
Plot Mo. 2, Sector - 73, Noida-201301, Utat Pradesh

Phone : 9 1-120-2594602, 603, 604 Fax : 91 -120-2594630
Website : wwrw.oidb.gov.in

Registered Officei
301, World Trade Centrs, 3ed Floor, Babar Road, New Dethi - 110 00f

1 Plione : 91-1 [-23413540
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With the approval of Competent
distribution in respect of Sh, Ganesh Sah,
Accounts Officer, will come into force with im

the officers will be the link officer of each othe

Sh. Ganesh Sah, A.0.).

OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
(rovernment of India

OFFICE ORDER No. 3/2024

Authority, the enclosed revised works
Accounts Officer and Sh. Rajesh Mishra,
mediate effect, until further orders. Both
r, except the duties of DDO (SI. No. g of

e

2. This issue with the approval of Secretary, OIDB. e
OV
= r{‘}'}-l"{
' (Sanjay Kashyap)
Manager (P&A)
A / (-_‘_13”1 February 2024
Enclosure: As above.
File No. AD-14/2/2022-IT
Copy to:-
i3 g‘id‘jf
1. PS to Secretary, OIDB.N¢
> PS to FA & CAO, OIDB. WO
3 DCF&AO(RS) o . {
4. Sr. Accounts Officer. @i 2 i o\l
5. Shri Rajesh Mishra, Accounts Officer. f[-"f-’-' m\%i
o A i) 6. Shri Ganesh Sah Accounts foicer, i °\éu}"“6\\
e 7 All officials of OIDB. yo- Qe /Lo NN g
8. Notice 13oa|rd.)‘!/L ) >0 el B
9. Guard File & TR EN g b
- 5‘,’:" o
5 --(3“%!'-'_ g
W T - i Main Office i~

s e, we, |/ s, drad o,

iz A 2,4 - 73, dm=r-201300, TH.

H : 91-120-2594602, 603, 604, I : 91-120-2594630
Faurie s www.oidb.gov.in
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G 1 01-11-23413340

OIDB Bhaswan, 'C' Block, 3rd Floor

Plot Ma. 2, Sector - 73, Woida-201301, Ultar Pradesh
Phone @ §1-120-2594602, 603, 604 Fax : 91-120-2594630
Website : www.oidb.gov.in

Registered Office =~

301, World Trade Centre, 1¢d Floor, Babar Road, New Delhi- 110001
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Shri Ganesh Sah, Accounts Officer (GS)

Maintenance of cash book/ledger and operation of entries 0N Tally.

9. Preparation of Annual Accounts & Budget Estimates and OIDB's Annual
Reports.

3. Maintenance of registers of valuable (Bank guarantees and monitoring of their
validity and their renewals) and Asset Register.

4. Preparation of inflow/outfiow of funds statement and assistance t0 Sr. Accounts
Officer in depioymen’d investment of funds.

5. All matters relating to taxes viz. Income Tax, GST, etc., coordination with
concerned authorities therefore and coordination with internal auditors of OIDB.

6. Reply:’Sett'.ement of C&AG's observations!paras(reports.

7. Settlement of all court cases, Income Tax, GST etc. cases.

8
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~ Maintenance of Accounts of Hydrogen Corpus Fund and all Trusts of O1DB, etc.

 performing the duties of DDO (Link Officer for DDO will be Shri Meharban Singh
Chauhan, Sr. A.O).

10. Pay Bill & Pensior Registers, Preparation of Pay Bills.

11.Maintenance & reconciliation of OIDB Bank Accounts.

12. Any other item of work assigned from time to time.

sh. Ganesh Sah will report o 8L Accounts Officer.

shri Rajesh Mishra, Accounts Officer (RM)

1. All work related to grants—in—aid to all regular grantee institutions of 0O1DB,
utilization certificate, annual accounts, audit of grantee institutions and related
correspondence.

2 All work related to loan to all Oll PSUs, calculations of Interest on loans/
Utilization Certificates/ repav,m'\ent'sur Project Appraisal Cell/ Interest rate
committee etc.

3. Coordination of all matters relating to Committees on Upstream and
Downstream seclors, drafting of agenda notes and minutes, follow up actions.

4. Compilation of material received from grantee organizations, Oil PSUs relating
to Annual Report.

5. Maintenance of various registers / assets records related to grant—in-aid & loan
given by QIDB.

6. All works celating to Hydrogen Corpus Fund, National Gas Hydrate Programme
and ISPRL.

e Reply;‘settlement of CAG Para!obsewationsf reports, court cases elc. pertaining
to above mafters.

g Any other items of work assigned from time to time.

//

h Mishra will report to ST Accounts Officer. ("‘\;L‘;\;?f““\ﬁ\
. L e . 2

Sh. Rajes p
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OFFICE ORDER No. 4/2024
It is hereby conveyed that OIDB's Office Order No.3/2024 dated 13.2.2024 wiill
come to effact from 013 April 2024.
2 This issues with the approval of the Secretary, OIDB. sl
X
(Sanjay Kashyap)
Manager (P&A)
28" February 2024
File No. AD-14/2/2022-IT :
Copy to:- e i "lgi’f?’éﬂ‘a LS—PH
) PS to Secretary, OIDB — ¢ i \ k
— P
(i) PSto FA & CAO,QIDB  — AN,
(i) DCF&AO(RS) _— \jow-*2- T
- i i e (i
(iv) Sr. Accounts Officer «:'"'E,T};f 2o
_ (v} Sh. Rajesh Mishra, Accounts Officer -*"ﬁ'e‘r
\\ ol
}_(.,-:fi';f".-’:.:?“}_‘:‘-E;:"\.(Vi) Sh. Ganesh Sah, Accounts Officer
o*‘bi;_'?"*'h (vii) All officials of OIDB
{viii) Notice Board
(ix) Guard File
. )M]S\
Pt \P.b \
;{:\in {fies -
] ; OIDE Bhawan, 'C’ Block, 3r i Floor
e o =, dalr w0, Plot No. 2, Sector - 73, N-.)idu:-lgﬂiml. Uttar Fradesh

ArATE AL WA, \
o . 2, BFIT - 73, AMI-201301, 39
YT . 01.120-2594507, 603, 604 T ¢ 91-120-2394630

Phone © 91-120-1594602, 603, 60 Fag: G1.120.25914630

Wehsiee © wovw oidh aow in

AEETEZ ¢ www.oidb.govin R
. i L ¢ 2 add, Maw Delhi- 110001
T‘ﬁ?ﬁr AT - 301, Woeld Trade Centre, 3rd Floor, Babar Ru;;.:!:”:‘ l}?‘ !;1 s

301 a7% 3y Fery, Sl W, T T3, 74 fwfi - 11000t
A - Gi-11.23403540
o fedt B e W



AD-14/2/2022-11T
3620/2024/0IDB ADM

Attachment (P.2/2) of Office Crder No.9/2024 dated: 07t May 2024
[File No.AD-14/2/2022-IT]

Shri Ganesh Sah, Accounts Officer (GS)

1. All work related to grants-in-aid, utilization certificates, audit of grantee
institutions and related correspondence.

2 All work related to loans, calculations of Interest on loans/ Utilization
Certificateslrepayments/Project Appraisal Cell/ Interest rate committee etc.

3. Coordination of all matters relating to Committees on Upstream and
Downstream sectors, drafting of agenda notes and minutes, follow up actions.

4. Compilation of material recejved from grantee organizations, Qil PSUs relating
to Annual Report

8. Maintenance of various registers/assets records related to grant-in-aid & loan
given by OIDB

6.  Allworks relating to Hydrogen Corpus Fund, National Gas Hydrate Programme
and ISPRL, SFPL.

7. Maintenance of Accounts of Hydrogen Corpus Fund and all Trusts of OIDB viz.
OIDB Superannuation Scheme, OIDB Employees Group Gratuity Scheme,
OIDB Staff Provident Fund Account, etc.

8. Reply/settlement of CAG Para/observations/reports, court cases etc. pertaining
to Loan & Grants Section.

9. Any other items of work assigned from time to time.

Sh. Ganesh Sah, Accounts Officer will report to Sr. Accounts Officer.

Accounts Officer (RM) will be the Link Officer of Accounts Officer (GS) and vice
versa for all work including DDO'’s duties.

d
'8
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No. AD-14/10/2022-ADM

OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India

March 13, 2023

OFFICE ORDER No. 3/2023

In addition to the existing dutles assigned to them, the following officers are assigned the duties
of Government e-Marketplace (GeM) Buyer in respact of the work mentioned against their name, till

further orders:
Sl. No. Name of the Officer Work assigned
(i). Ms. Vandana Varma, | GeM Buyer for procurement of all goods/ services

Stenographer Grade-B/PS*

pertaining to Estate & IT Division.

(ii). Sh. Rajesh Mishra,
Accounts Officer

GeM Buyer for procurement of all goods/ services
pertaining to Finance & Accounts Division.

().

Sh. Jaswant Singh, Assistan

t*v‘d

GeM Buyer for procurement of all goods/ services
pertaining to Administration Division.

*&*Till the date of appointment of a Section Officer of the respective Division.

2 Eor the above work, IT Section of OIDB will assist the above-mentioned officers. This Office
Order is in supersession of Office Order No.16/2022 dated 15 December 2022 and will be effective from
the date of creation of login and password in the name of the respective officers mentioned-above, on

GeM portal.

3 This issue with the approval of Secretary, OIDB.

Cooy fo:

Qe

(i)

Copy for information:

- Ms. Vandana Varma, Steno Grade-B.
Sh. Rajesh Mishra, Accounts Officer
Sh. V.K. Saxena, Steno Grade-B. ——

(v)  Sh.Jaswant Singh, Assistant ’j§

TRk

qf\,

()  PStoSecretary, ODB —

Qi PStoDCF&AORS)

N7 () Sr. Accounts Officer /@ﬂ )
liv)—T Section “

NE ()

w)f Hindi Officer.
(vij  Office Order/Guard File

G

~
(Saﬁshyap)

Manager (P&A)

Personal File/Service book of the respective officers ! f \F”‘WS\

WU TS -

3?5311'%.@{&“{. e, H =T, TR0 /e,

=iz 7 2, 8FeT - 73,-ACS-201301, 3.4

T 91-120-2594602, 603, 604 ST ¢ 91-120-2594630
FIETRE : www.oidb.gov.in

Fre— =TT

Main Offize :-

OIDB Bhawan, 'C' Block, 3zd Fioor

Plot No. 2, Sector - 73, Noida-201301, Uttar Pradesh
Phone ; 91-120-2594602, 603, 604 Fax: 91-120-2594630
Website « www.oidb.gov.in

Registered (fifice:-

R N T i ANt
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AR v wighes TE A R TR Ministry of Petroleurn & Natural Gas
E e DK Ll Covernment of India
No. AD-14012/3/2022-ADM 15" December, 2022

OFFICE ORDER NO. 16/2022

In partial madification of Office Order No.15/2022 dated 13.12.2022, GeM and e-procurement
related works has been allocated to Shri V.K. Saxena, Steno Grade-8, till the regular incumbent joins or fill

further orders whichever is earlier. For the above work, Shri V.K. Saxena, Steno Grade-B will report to

Manager (P&A}.
2 This order comes in into force with immediate effect.
’_: E-':i.,";-:\ A :_‘;_,,
(Sanjay Késhyap}
Manager (P&A)/
Additional charge of DCF&AO (Admin)
Copy to: o
: ! N 2ot
i PS3to Secretary, OIDB il s
e oaah Kumar Saini, DCFBAO Nowd'™o 1)
5 Shri M.S. Chauhan, Sr. Accounts Officer { .
4 Ms. Vandana Varma, Steno Grade-B. omet= L >
5  Shri V.K. Saxena, Steno Grade-B. A \L_,\wv-“
& Personal File/Service book of the respective officer.
7. Hindi Officer. —- R e —
8. Office Order/Guard File/Notice Board
TR FAEd - Main Office
SIS S, 'H?-’F’( S =it Qi wi OIDB Bhawan, 'C' Block, 3rd Floor
e 7. 2 fet - 73, AN-201301 39 Blot No. 2, Sector - 73, Noida-201301, Utiar Pradiesh
R - 91T'120-259460'; 603, 604 e ! 9'1_110 2594630 Phone : 91-120-2594602, 803, 604 Fax : §1-120-2594630
%EYET‘:'?-' i i i * <y RS Website : www.0idb.zov.in
g FTATET - Reglstered Difice:-
301, o8 f:g Ao digl R A Jg T Fredh - 110001 301, World Trade Centre, 3rd Floor, Babar Road, New Dethi - 110 001
: : = Phone : 91-11-23413540

W 91-11-23413540

gy fedy # T A
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No. AD-1401 2/3/2022-ADM

DI IHDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas .
Ciovarnment of India

13" December, 2022

OFFICE ORDER NO. 15/2022

In partial modification of Office Order No.43/2021 dated 14.10.2021 & 10/2022 dated 12.08.2022, the

following works has been allocated 1o the Officers named below,

till the ragular incumbents joins or till further

orders whichever is earlier. This order comas in into force with immediate affect

i) Ms. Vandana »
Vama, PS Electrical, HVAC, Fire
to day issues of OIDB Bhawan stc.
5 |T related matters viz, \Website Management ete.
3 GeM related works,
5 Duties as CPIO, OIDE.
% Dutiesas PSto DCF&AQOSs
I e —
iiy. | Mr VK % Duties as PS o Secretary, OIDB.
Saxena, PS
created in respect of Ms Vandana Varma, PS.
. | Ms.  Dimple > OIDB Gess. o J
Verma, PS » CP Gram/Public Grievances
> Gratuity and Superannuation Trusts.
3 Dutiesas PSto FA&CAO/Manager (P&A).
b
Horticulture ic.
»
land at Dwaraka.
-3
Explosive licence, Lift, Electrical oparation certificates ete.
2 Eor the above works, these Officers will

Surbni, Consultant (A&E), Ms. Esha Khanaka,

to Ms. Vandana Varma and Shri M.P. Singh & Shri Manoj,

assigned works.

NS e —-——‘—'_-__————-____——-—_
Estate related matters such as CAMC, AMC, day
Fighting, STP, DG Sets, Lift, UPS &

» GeM and E-procurement relatad works till the login & password is renewed/

Estate related matters such as Security, FMS [manpower servicas], Cafeteria,
Timely submission of Electricity bili of OIDB Bhawan and ground rent of DDA

Statutory compliance of OIDB Bhawan such as NOGC for Fire Fighting system,

Ms. Chandana Singh and

e
to day maintenance of
rectification of day

e —]

|

report to Manager {P&AIink officer of Manager (Estate}. Ms.

Shri Rajan Chauhan, DEO will assist
DEO will assist to Ms. Dimple Verma for the above

___.r/ A

[

@3\""
(Sanjay Kashyap)

Manager (P&A}fadditiona! charge of
DCF&AO (Admin)

Copy to. D\
[
1. PS to Secratary, OIDB ‘
2. Shri Rajesh Kumar Saini, DCF&AQ —7 \
3. Shri M.S. Chauhan, Sr. Accounts Officer .': u;\/ . o
4 Ms. Vandana Varma, Steno Grade--\,}n’
5, Shri V.K. Saxena, Steno Grade-B. —<_. AN
8. Ms. Dimple Verma, Steno Grade-B. W \

7. Personal Eile/Service boolk of the
& Hindi Officer. Cz;og\w’?

~"4 Office Order/Guard File

respective officers.

RIEE FATET -

g A, v, =, dwd AR

@tz 7. 2, §FCC - 13, ANE-20130L, 3

BT ¢ 91-120-2594602, 603, 604 T : 91-120-2594630

=€ . www.oidb.gov.in

g Faied -
301, 97¢ 23 YTy, Qad qh, 3|t T3, 73 Reeh - 110001
HE : 91-11-23413540

Main Office :-

OIDB Bhawan, 'C’' Block, 3rd Flocr

Plot No. 2, Sector - 73, Noida-201301, Uttar Pradesh
Phone @ 91-120-2594602, 603, 604 Fax : 91.120-2554630
Website : www.oidb.gov.in

' Reaistered Office:-
301, World Trade Centre, 3rd Floor, Babar Road, New Delhi - | 100l
Phone : 91-1]-23413540

e A R sy =F



- "\';“. yres i)

%.’;- - T 1 r-ﬁ — ar - :
3yr e e Sz OILINDUSTRY DEVELOPMEIT: ©

q;-rmfrj E:r \;@P—rﬁm 1:;'._?[1’6{"1‘ %'E-’-i" - Ministry of Petroleum & Natural Gas
) ’;;.___;’ gt TTE WAL L el Government of India
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42" Septemvber 2022

< 1/5‘
pzadiNo. 6/12/2016-01DB
J-\:‘ﬂ.’lt t‘ftahgtsa‘d

OFFICER ORDER NO. 10/2022

artial modlﬁcat'non of Office Qrder No.43:‘2021 dated 14.102021‘ the

following additional work has peen allocated © the Officers named below, till the
regular incumbents joins of till further orders. This order will comes into force with

immediate effect.

T related matters ViZ. Website Management etc..
CPIO and the work related to process’mg of medical
claims of employeesipensioners in addition to her

duties as pPS.

ate matters, GeM and E-p
works in addition 0 his existing duties as PS-

cP GramiPublic Gri
existing works and duties @s PS.

2. For the abcve—menhoned work, these officers will ceport 10 Manager (PRA).
The respective Consultants and DEOs will assist 10 apove officers

3. This issues with the approva\ of Secretary, OIDB. % '
fﬁg /_”\_,.{: a .'LIL

To
D) pS to Secretaly, OIDB. -~ P c‘t\"*"”’""
i) pS to DCF&AO (GD)\ o
i) pS to DCF&AO (RS). ,f_a,a%,\ul o

iv) gmt. Vandana yarma, Steno Gradf'i{i.f//}% i
teno Grade-B o e v \\\W

) shri V.K. gaxena, S T e
vi) Smt. Dimple Vverma, Steno Grade-B. L’é;\
L’:g':\ bt

vil) Hindi Officel. el
Vi) Office Order Eile/Guard File/Notice Board.

yaw S - . Miain Office -
arr“.e-rr%._fr;ﬁ. e, W=, Frgfy A, OB Bhawan, 'C Block: ed Floor
e |, 2 T - 13 7?7‘3.3"—20{30[.'3.51. _ Plot No. 2, Sector =T Noida-'l{}lj(]l.l,lrta.r pradesh
T '._?I-l20-2594602, 603, o4 A 91-120-259463{} Pnone:91-k20-2594601‘ 603, 604 Fax:BH—\?.O:?.i?Job‘J'_D
333[%& s www.aidb.g,ov,in Wehsite - www.uldb-gﬂ\’-m
. Registeﬂd Offices-

i - 110 001

FUR
301, World Trade Centre, 3¢d Floor, Babat Road, New Dellu
' phon¢ =

qﬁﬁf_gé = )
101 w8 38 T ey wiRer, §C g, 7 fll- 110 001

91-t 12341354
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OIL INDUSTRY DEVELOPMENT BOARD
Ministry of Petroleum & Natural Gas
Government of India

DFFICE ORDER NO. 45/2021

Subject: Momination of Appellatea  Authority, Modal Officer and  Public
Information officer under BTl Act,2005.

In pursuance of OIDB Office Order No.43/2021 [File MNo.6/12/2015-CIDB] datad
14.10.2021 issued with the approval of the competent authority in GIDB, | am directed to say that the
fcllowing officers have been nominated as Appeliate Authority, Nodal Officer and Public Information
Officar under Right to Information Act, 2005

(i) Sh. G.C Daoval, DCF&AD - Appeilatz Authority

(it) Sh. Sanjay Kashvap, Manager [P&A)}- Nodal Officer; and
{iif) Sh. Narfan Kumar Lengay, Section Officar - Public Information Officer.

Wﬁu \m\}\w‘u\

{MNarian Kumar Lengav)
Section Officer
Phons: 0120-2594557

File Mo.6/12/2015-01D8 17" November,2021

Copy for information to :-

1. PSto Secretary, OIDB

2. PStoFA&CAQ, OIDB

3. PSto DCF&AO{GD) DCF&AOIRS), OIDB

4.  Under Secretary {RTl}, M/o P&NG, New Delhi.

5. Notice Board/Guard Fil2/0IDB Website.

Main (3ffice :-

SoT Tl - 4 OIDB Bhawan, 'C’ Block, 3rd Floor
HALATERAT, W, W &, Tl R, Plot No. 2, Sector - 73, Noida-201301, Uttar Pradesh
T F, 2, 8T - 73, AUI-201301, 3. Phone : 91-120-2594602, 603. 694 Fax : 91-120-2594630
B 1 91-120-2594602, 603, 604 HFF @ 91-120-2594630 Websills + oeosoidiogovin

iRE . www,oidb.gov.in o s
o amietara, oo,
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No. 6/12/2016-OIDB 10" June, 2642

OFFICER ORDER NO. 3/2022

In partial modification of Office Order No. 43/2021 dated 14.10.2021, the work
allocation of Mr. Manish Verma, Accountant has been revised and is enclosed. This order
will comes into force with immediate effect, till further order.

2, This issues with the épproval of Secretary, OIDB,

P
A -l:} : {;‘ "l &
(Sanjay Kashyap)
Manager (P&A)
To
i) PS to Secretary, OIDB.
ii) PS to FA&CAO, OIDB.
iii) PS to DCF&AO (GD) & DCF&AQ (RS).
i Shri Manish Verma, Accountant
V) Personal file of the Officer.
vi) Hindi Officer.
vii) Office Order File/Guard File/Notice Board.
3
?,‘“N\JA L W
\“ * S /
Main Office :-
MEEe- OIDB Bhawan, ‘C" Block. 3¢ ! Floo
SR, v, T i ded S, Plot No. 2, Sector - 73.Nu:13-;|)13{)[,lfttar Pradssh
€4, R - 73, “‘“537‘1:0'30 [,3¥ Phone : 91-120-2594602, 603, 604 Fag * 91-120-2394630

T 91-120-2594602, 603, 604 HFT : 91-120-2554630

; \ Websita * www oitdh ooy in
HEGES www.oidb.eovin
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Mr. Manish Verma, Accountant (Revised work allocation)

Preparation of vouchers, maintenance of cash book/ledger and entries on Tally and
based thereon preparation of Annual Accounts of OIDB and all other Trusts.
Maintenance of registers of valuable (Book guarantees and monitoring of their validity
and their renewals) and Asset Register.

Preparation of inflow/outflow of funds statements and work related to
deployment/investment of funds.

Work relating to vetting of quarterly/half yearly calculation of interests on loans and
FDRs.

All matters relating to taxes i.e. preparation & certification etc viz. Income Tax, TDS,
GST etc. and coordination with concerned authorities.

All work relating to internal auditors of OIDB and pracessing of their bills.
Preparation/compilation of replies to the C&AG’s observations/paras.
Preparation/compilation of Budget Estimates.

Maintenance/Certification of Pay Bill & Pension Registers and submission of the same to
DDO for disbursements.

10. Maintenance & reconciliation of OIDB Bank Accounts, 26AS efc.
11. Work related to preparation of e-Invoicing.
12. Any other item of work assigned from time to time by the DCF&AQ and/or by FACAO.

Reporting: Shri Manish Verma, Accountant will report to Accounts Officer (RM).

" -
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