UNIVERSITY OF AGRICULTURAL SCIENCES,
Office of the Comptroller
GKVK, Bangalore-65
No. C/PS/Maintenance of Incumbency Reg./2011-12 Date: 7.12.2011

CIRCULAR No.18

Sub: Compulsorily maintenance of Incumbency Register in all the Offices,
Colleges and research Stations of UAS, Bangalore - reg.
Ref: Approval of the Vice-Chancellor dated 4.12.2011.

As per the University guidelines and earlier circular, all the Controlling Officers /
Drawing Officers / Scheme Heads should maintain incumbency register with full
information in the prescribed format. Based on the incimbency register and also staff
position, the budget estimate towards salary components has to be preferred and sent to this
office to incorporate in the budget every year. It has been come to the notice that some of the
posts have been shifted from office to office and research station to research station for
smooth running of the Education, Research and Extension activities in the University. And
this information has not been recorded in the concerned register and kept in the concerned
file. In view of non maintenance of such information and only on the basis of available
information, the budget estimate is being prepared and sent to this office for compilation and
to prefer the budget every year which become huge variation in the budget as compared to
actual position and the sanctioned post, in the University.

Under the circumstances stated above, all the controlling officers, drawing officers and
scheme heads are requested to open an incumbency register (if not maintained) in the
enclosed format and arrange to make required entries in the said register without fail.
Further, in case the detailed information regarding the shifting of post is not available, the
same may be obtained from the Administrative Officer and record in the incumbency
register and maintain this register with accuracy. Based on this incumbency Register,
monthly staff position can be preferred and sent to the Administrative
Officer/Comptroller/ Director of Research/Director of Extension/Estate Officer/Deans, for

taking necessary action.
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CWC to:

1. All the officers of UAS, Bangalore, for kind information and needful action

2. The Administrative Officer, UAS, GKVK, with a request to provide the sanctioned
posts details, shifting of posts details to the concerned offices/stations if request
received to record in the Incumbency Register.

. All the ADRs/SFS/FS/Station Heads/Scheme Heads - for information.

4. The Secretary to Vice-Chancellor, UAS, Bangalore for information.
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