
ANNEXURE - II
DELEGATION OF ADMINISTRATIVE POWERS

	Sl. No.
	Matters Pertaining to Delegation (Nature of Power)
	Authority to whom Power is Delegated
	Extent of Power Delegated
	Remarks

	1
	(Establishment Matter)
Staff Recruitment
	President / COA
	Secretary / Executive Director by COA

All Class I to III by President

Class IV positions by Executive Director
	The procedure as laid down in Recruitment Rules under HR Policy and Service Rules



	2
	Sanction of Annual yearly increment in the specified grade

	Executive Director
	Full Power
	On recommendations of Regional Head/Reporting Head/Head of Admn. / HRD (if needed) in compliance with Rules for grant of annual increment

	3
	Sanction of leave as per Capexil’s Leave Rules
(upto 30 days at a time)
1) Executive Officers and above
2) Staff Members
	


1. Executive Director/Regional Incharge 
2. Regional In-Charge
	


1. Full Powers


2. Full Powers
	Notified Regional In charge and Executive Director are empowered to sanction leave as per Rules.



	4
	Deputing Staff Members on delegation/deputation/tours for overseas assignments
	Executive Director / Secretary
	Full Powers for approved events by President 

	The list of events and nominated officers to be decided in January each year for next year.

President with Executive Director and Secretary to decide the events. Details be provided by Regional Incharge or Heads of Regions.

	5
	Payment to staff members on account of
1. Salary
2. Leave Salary
3. TA/DA
4. Local Conveyance
5. LTC
6. Loan/Advances
7. Medical Reimbursement
8. Other Statutory payments to Staff member

	1. Executive Director/Secretary
2. Notified In- charge of Admn in the Head Office
	1. Full Power

2. Full Power as per prevalent rules.
	

	6
	Engagement of young professionals / research associates / professionals on retainership / retired officials for specific work on purely casual basis (Part Time/Full Time) on contract for a duration of less than three months due to exigency of service or on emergency.

	Executive Director/Secretary with the concurrence of the President

	Full power
	For completion of Project/Task in hand or any other administrative ground to be recorded in writing.  Subject to the prior approval of President if it exceeds Rs. 40000 p.m. and limit to Rs. 200000 in a year.



	Sl. No.
	Matters Pertaining to Delegation (Nature of Power)
	Authority to whom Power is Delegated
	Extent of Power Delegated
	Remarks

	7
	Transfer of an Officer / staff.  As per assessment of the need and work load. 

	President on recommendation of Executive Director / Regional Incharge

	Full Power
	After justifiable reasons are established.

	8
	Transfer of an Officer from one Department to other Department within Regional Office 

	Regional Head

	Full Power
	If meeting requirements of position.

	9
	Approval of Domestic Tours / nomination in national programs for export development / BSM / Exhibitions
	Executive Director
	Full Powers
	For the programs as pre decided in consultation with President.

	10. 
	Administrative authority to incur for the day to day expenses for purchase of stationary / consumables including printer catridges etc. / refreshments / statutory payments
	Executive Director or Regional Head of Office


President
	Upto Rs. 50,000 per month 


Full Powers
	Financial concurrence would be as per Delegation of Financial Powers

	11
	Purchase of Capital Items
	Executive Director


President
	Upto Rs. 2,50,000/-


Full Powers
	Financial concurrence would be as per Delegation of Financial Powers

	11
	Any other administrative functions
	President
	Full Powers or as delegated to Executive Director
	



