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Manual No. 3

11 ) The procedure followed in decision making process

1)

2)

3)

4)

including channels of supervision and accountability.

Decisions are to be taken in pursuance of the provision in
MHAD Act 1976, and Rules & Regulation framed for estate
management. Functions of Estate Manager are elaborated in
the E.M. Regulation. MHADA has also delegated powers to
the officers to carryout function.

The matters / case which are beyond the powers of officers,
are to be placed before MHADA meeting and Govt. for
decision. Wherever necessary the proposals duly examined
and with the comments / views of Head of the department of
MHADA office are to be placed in the form of item note
before MHADA meeting for its decision. The subjects which
are beyond the purview of MHADA are required to be sent to
Govt. for further necessary action like, amendment proposed
in E.M. rules & regulation.

On receipt of proposal from regional Board and which are
under the purview of VP-CEO are examined and decision is
taken.

Proposal of acquisition of lands under section 41 of MHAD
Act are to be examined after approval of VP-CEO/A. Same
are to be sent to Govt. for taking further action.

Monthly Progress Reports in respect of Estate Management
like recovery & vacant tenements/plots are received are to be
examined and put up to VP-CEO/A. Remarks/findings of
VP-CEO are to be conveyed to the respective Chief Officer
if the progress is not satisfactory. As the Chief Officer is
responsible for the progress of recovery & tenement
disposal, VP-CEO/A use to convey Review meetings with all
the Chief Officer. The supervision and accountability is
exercised accordingly.

*khkkkkkkkkkikkikikkk
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Manual No. 4

I\V) The norms set by it for discharge of its function.

Norm A :-

1)  Target of Assessment (Recovery of dues) for the financial
year are to be fixed for each of the Chief Officer for his
jurisdiction. The monthly progress of recovery is to be
examined.

2)  The Chief Officer is responsible for the disposal of dwelling
units. The monthly progress of dwelling units lying vacant
due to poor response is to be examined.

3) Lands from the various sources e.g. Govt. land, lands from
Semi Govt. department, lands, under MRTP Act, land
acquisition under section 41 & 52 of MHAD Act, are to be
obtained/acquired by the Chief Officers. Normally minimum
100 acres of land (for cities like Mumbai, Pune) annually is
expected to be obtained/acquired.

4)  VP-CEO use to review the progress of above activities by
conveying conference with the Chief Officers.

Norm B :-

1)  Estate Manager and staff members under the Dy.C.E.O./A.
has to examine / process the cases referred to MHADA
office and seek decision of competent authority.

2)  Communications received from Govt. and any other persons
are to be examined & put up for reply. To expedite with the
C.0./Board, whenever comments are required & put up the
matter thereafter.

The above norms are applicable to Estate Management
department of M.H.A.D.A. office.
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Norm-C

3R

EMPLOYEEWISE FUCNTIONS

Sr.No

Name & Designation
of officer/employee

Function

Dy.C.E.O./A.
Shri. M.P.Deshmukh

1) Co-ordination, supervision and control of
department

2) Matters pertaining to Estate Sector and land
acquisition, Application for CPF advance.

3) Policy matters, matters for MHADA decision
Govt. references/communication etc.

4) Any other subject assigned by CEO/A.

Estate Manager/A.
Shri V.K.Bangar
(Additional Charge)

1)Subject assigned by Dy.D.E.O.,co-ordination
and control on desk 4,9,10&12.

2) Rules/Regulation/Policy to be studied & put
up.

3) MPR of E.M. Sector Checking.

4) Any other assignment.

Estate Manager
(Land) / A.
Shri V.K.Bangar

1)Co-ordination and control on Land acquisitions

matters of all Boards

2)Subject assigned by Dy.D.E.O.,co-ordination
and control on desk 7,8&11.

3) Rules/Regulation/Policy to be studied & put
up.

4) MPR of E.M. Sector Checking.

5) Any other assignment.

Assistant (1)
(E.M. Table-8)
Smt.J.V.Satardekar

1) Matters related to Land/Plot allotment.

2) Matters related with rules & regulation of
Disposal of Land.

3) Matters related to amendments to EM - rules
& regulations. ( Disposal of Land )

4) Any other assignment given by Dy.C.E.O.

Assistant (2)

(E.M. Table-7)
Shri. S.P.Raje,
Assistant
(Additional Charge)

1) Matters related to tenement allotment of M.B.

2) Matters related to tenement allotment of M.B.
with communications.

3) 2% quota by Govt.

4)Communication  regarding
complaints, Court matters.

5) T.O.T./Regularization of dwelling units of
M.B.

6) Matters related to amendments to Rules and
Regulation ( Tenements )

7) Any other assignments given by Dy.C.E.O.

tenements  /
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6 Assistant (3) 1) Matters related to Karmachari Kalyan
EM-T-10 Yojana Employees C.H.S.
(Vacant Post ) 2) Matters related to conveyance.
Addl.charge with 3) Matters related to Sale of O.B./G.F. struct
Smt.Bhonde, Sr.Clerk and tenements in other scheme.
4) Any other assignment given by Dy.C.E.O.
Assistant (4) 1) Matters related to tenements of R.R.Board
7 EM-T-11 2) Matters related to Transit tenements,-
Addl.charge with tresspassers etc.
Shri. S.P.Raje, 3) World Bank Project
Assistant 4) Communication regarding SRA/ Scheme/
SIB
5) Allotment of space in Girh Nirman Bhavan
6) Any other assignment given by Dy.CEO
8 Assistant (5) 1) Matters related to tenement disposal of
EM-T-9 Boards other than Mumbai.
Smt.S.S.Pathare, 2) Communication regarding allotment
Assistant disposal (Boards other than Mumbai )
3) Communication/Representation of Boards
other than Mumbai
4) Complaints/Court Matters
5) Compilation of information regarding
vacant tenaments, plots
6) Recovery
7) Assignment given by Dy.CEO
9 Assistant (1) 1)Allotment staff quarters in Mumbai Board
EM-T-12 2)Corresponds of staff quarters.
Kum. T.K.Salvi 3)Issuing NOCs.
4) Maintaing Stationary as per requirement.
10 Sr.Clerk (2) 1) Keeping Record of LAQ/LCQ etc.
EM-T-4 2) W.R.
Smt S.P.Bhonde 3) Govt. Reference
4) Reference of Hon. V.P./A
5) Reference of Hon. President/A.
6) References from Hon. Minister/M.S.
7) Extending assistant to other staff
8) Assignment given by Dy.CEO
11 Jr.Clerk cum Typist | 1) Inward & Outward
(DKum. S.VV.Sawant | 2) Typing work
(11) Shri N.S.paralkar |3) Assignment given by E.M./Dy.CEO
12 Marathi Steno Typist | 1) Dictation & Personal Assistant

Kum.Chiplunkar
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( 11') Land Acquisition Cell

13 | Asstt. 1) Land acquisitions matters of all Boards
Shri S.P.Raje 2) Assignmet given by Dy.CEO

14 | Smt.D.S.Lad, 1) Land acquisitions matters of all Boards
Sr. Clerk 2) Assignmet given by Dy.CEO

(1) Class IV

15 | Smt. D.A.Bhoir, Attached to Dy.CEO
Naik

16 | Shri Rajput, Peon — |
Smt. S.S. Choulkar,
17 Peon - 11

Attached to staff of department
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Manual No. 5

V) The Rules, Regulations, instructions, manuals and records

held by its control or used by its employees for discharging
its functions

The following rules, regulations, instructions, manual / records are

available to discharge the functions by employees:-

In order to discharge the functions by the employees following rules,

regulations instructions are available in the Dy. C.E.O./Authority department.

1.

2.

The MHAD Act 1976

The MHAD (Land Income) (Inquiry and Notice) Rules 1979
The MHAD (Land Acquisition) (Service Notice) Rules 1979
The MHAD (Disposal of Land) Rules 1981

The MHAD (Estate Management, Sale, Transfer & Exchange of
Tenements) Regulations 1981

The MHAD ( Land Disposal ) Regulations 1982

The MHAD (Penalty for default in payment of Rent, Compensation or
amount ) Rules 1986

The MHAD (Contributory Provident Fund ) Rules 1985
Policies framed by MHADA and circular instructions (compendium).

The above mentioned rules, regulations, circulars instructions are being
used for all functions.
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Manual No. 6

VI) A Statement of categories of documents that are held by it or under its
control

1) Following Documents/rules/regulations are available in the department.

1.1)
1.2)
1.3)
1.4)
1.5)

1.6)
1.7)

1.8)

MHAD Act. 1976

The MHAD (Land Income) ( Inquiry and Notice) Rules 1979

The MHAD (Land acquisition) (Service of Notice) Rules 1979

The MHAD (Contributory Provident Fund) Rules 1985

The MHAD (Penalty for default in payment of rent, compensation or
amount ) Rules 1986

The MHAD (Land disposal) Rules 1981

The MHAD (Estate Management, Sale, transfer and exchange of
tenements) Regulation 1981

The MHAD (Disposal of Land) Regulation 1982

2) Compendium of circulars in respect of Estate Management

3) Monthly Progress Report on E.M. Sector (Recovery & Vacant
Tenements)

4)  Files related to proposal of land acquisition.
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Manual No. 9

List of Officer / Employees working in the office of the
Dy. Chief Executive Officer/Authority

Office Telephone No. 6640-5422, 6640-5421, 6640-5423, 2659 25 37

Sr.No. | Officer / Employees Name Designation Remarks
1 Shri. M.P.Deshmukh Dy.C.E.O./A
2 Shri. V.K.Bangar Estate Manager
(Land)
3 Shri. S.P.Raje Assistant
4 | Smt.S.S.Pathare Assistant.
5 Kum T.K.Salvi Assistant
6 Smt. D.S.Lad Sr.Clerk
7 Smt. S.P.Bhonde Sr.Clerk
8 Kum. S.R.Chiplunkar Steno-Typist
9 Kum. S.V.Sawant Steno-Typist
10 | Shri.N.S.Paralkar Jr.Clerk-Typist
11 | Smt. D.A.Bhoir Naik
12 | Shri Rajput Peon
13 | Smt. S.S.Choulkar Peon
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Manual No. 14

XIV') Details in respect of the information, available to or held by it,
reduced in an electronic form.

Following information is available in the form of the file record
in Estate Manager / Authority department of MHADA (Not in a
Electronic form)

1) The MHAD Act 1976, Rules & Regulations of Land Acquisition
& Estate Management sector, Compendium of circular-
instructions, item notes placed before MHADA by Estate
Management / Authority department and resolution. Monthly
progress reports on land, recovery & vacant tenements / plots.

2) Proposal of land acquisition prepared by the Chief Officer of
Regional Board and submitted to Government are available in the
form of file.

3) Rules & Regulations is available on MHADA Web-site.
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