
?Trrsrq ffir erTqrq TiTsTrq
qrfta frqqftqrdq

INDIAN INSTITUTE OF FOREIGN TRADE
(DEE[\4ED TO BE UNTVERSTTY)

(AN AUTONOTvTOUS tNST|TUTION OF r\4lNtSTRy OF COtvtTMERCE & tNDUSTRY)

&-zt, eEg t+Eqtcrq-d \'frqr q{ ffi-ttooto
B-21, Qutab lnstitutional Area, New Delhi-110016
Phone : 0091 -1'1 -391 47200, 39147201 ,39147202
Fax : 0091-11-39147214, Website : www.iift.edu

YEARS OF
CELEBRATING
THE MAHATMA

1'5 5-qq s6fl !ff €Nlr

No.Reg.Off t05(1)2021 9th December,2021

OFFICE ORDER

Sub: Duties and Responsibilities of Administrative Officers

ln order to ensure the timely and speedy disposal of all the administrative works of the

lnstitute, the duties and responsibilities of the administrative officers has been

delineated. A compendium delineating the duties and responsibilities of the

administrative officers in the lnstitute is annexed herewith. The administrative officers

are directed to ensure the compliance of this compendium with immediate effect.

This issues with the approval of the Competent Authority

(Dr Gupta)

Registrar

Copy to:

1. Dean

2. All Heads of Divisions/ Departments/Centres

3. Head, Kolkata Campus/Centre Head (Kakinada)

4. Head Computer Centre: for uploading on website under RTI Section

5. All Officiating Deputy Registrars/Deputy Finance Officer

6. SAO (E)

7. AR (GA)/Offg AR (Academics)/Offg. AR(E&IMyAFO

8. lnstitute's Engineer

9. All Section Officers/Accounts Officer/Section-in-Char:ge

10. PS to Vice Chancellor: for info. of Vice Chancellor

11. Hindi Officer: for issuance of orders in Hindi
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