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N Office Order _ 'Y dated 2 6/11/2025

In pursuance to the office order no. 11 dated 11.11.2025 the following
Caretakers have been posted on rotation basis for a period of One Year with
immediate effect [i.e. 11.11.2025] to perform the duties in the area indicated
against their names:

Sr. | Name of Caretakers Work Description
no.
1 Shri.Vinayak Khadye Sector-1&VII

2 Shri Sagar Jadhav Sector-III

3 Shri. Tushar Vasant Raut Sector-I1V

4. Shri Anand Dudhal Sector-VI
5 Shri. Rahul Sathe Sector-II
6 Shri Sanjay Mahadik Sector-V

Roles & Responsibilities -SEEZ Caretakers

Sector Works

Roles & Responsibilities

Sector1to 7 - M & R Works

Visit the sector to check the status of the building
and roads and prepare the list of all maintenance
and repair works required to be done with the help
of Out Sourced staff. The work requires to be
categorized in 3 parts : major repair work, minor
repair work and immediate work.

Supervise the outsourced field staff in inspections
and checking of premises of the Sector.

Prepare the evidence of the requirement of
maintenance and repair work in the form of




photograph and listed description thereof.
Validating (Signing the report) and taking active
part in weekly inspections done by the Out sourced
field staff.

Prepare before and after photographic and written
records of all the activities undertaken by the
Service provider and the reporting under the M & R
works.

Submission of inspection report.

Visit of the Sector to be done on weekly basis and
on the basis as and when required by the
stakeholder/ office.

Submission of weekly/monthly report of M&R
works with regards to contract awarded by SEEPZ
Authority for validating the work as per SLA/work
order in order to release the payment of contract
with respect to work contract only.

NOTE: (Further, such report should be counter
signed by the Engineers of Technical Cell, M&R
Sector Officials and Caretakers).

Sector 1 to 7

Services

Utility

Visit the sector to check the status/progress of
utility works to be undertaken by service provider.
Support the field staff in all the inspections and
checking.

Validating (Signing the report) and taking active
part in daily inspections done by the Out-sourced
field staff.

Prepare before and after photographic and written
records of all the activities undertaken by the
concerned Service provider.

Submission of inspection report.

Submission of weekly/monthly report of utilities
services with regards to contract awarded by SEEPZ

Authority for validating the service as per
SLA/work order in order to release the payment of

contract.

Note: (Further, such report should be counter
signed by the AEM, Utilities Sector Officials and
Caretakers).




e Ensuring with assistance from IT Division and
CCTV service provider of data archiving of
image/videos files for valuation of date wise
performance of works for monthly contracts with
date stamp.

e Being a part of the Tender contract
MANAGEMENT Committee, certification of
works/weighment performed under contract.

e To attend the Review of meeting related to Estate
Section regularly and to provide inputs.

By

(Balasaheb Borade)
Estate Officer
SEEPZ-SEZ

File No. SEEPZ-SEZ /Estate/SPC/545/2016-17 / 13933 Date: 26 /11/2025
Copy to:

1) Concerned Security Guards, SEEPZ-SEZ
2) DCO-JDCO, SEEPZ-SEZ

3) All Sections

4) Office Order Register

5) Office Order File




