OFFICE CIRCULAR

Job Responsibilities allocated to the Office Bearers of IMA HQs

With an aim to streamline the functioning of the office and as per provisions of Memorandum, Rules & Bye-Laws of Indian Medical Association, office work has been allocated amongst different Office bearers of IMA as under with the emphasis that  the IMA Constitution is to be followed in the letter and spirit;

Dr. R.V. Asokan, Hony.Secretary General, IMA

a) Shall  have the overall charge of all offices of the IMA HQs., IMA AMS, IMA CGP, IMA AKNSI, JIMA, offices of other publications & all other Wings;

b) Shall conduct all correspondence;


c) Shall have general supervision of accounts, pass all bills for payment and sign cheques;

d) Shall get prepared quarterly & annual statement of accounts, budgeting of the incomes and expenditures of the HQs. & other wings of the Association by the Hony. Finance Secretary as per schedule for presenting & adoption by the FSC, CWC & CC as per the Constitution.

e) Shall be an Ex-officio member of all the Committees.

f) Shall look after the Central Working Committee & Central Council Meetings & related issues.

g) Shall represent the Association in legal matters and Court cases personally and/or through the Association’s lawyers or through one of the nominee of Hony. Secretary General from time to time;

h) Shall be overall incharge of all IMA Projects. Shall appoint Project Coordinators at HQs. State/ Branches or designate Projects to other Office-bearers from time to time.

i) Shall be overall incharge of liaison with all International agencies, International medical and other Associations;

j) Shall deal with all matters relating to political affairs, awards & orations, press conferences and interaction with press;

k) Shall look after IMA Media Health Centre (Print & Wire).

l) Shall be the Editor of IMA NEWS, E.NEWS and will deal with all matters relating to IMA  NEWS/E.NEWS & other publications.

m) Coordinate the 94th All India Medical Conference of IMA to be held in December 2019.

n) Shall deal with office administration (including staff rules & regulations, personnel matters like attendance and overtime etc.)

o) Shall look after Paramedical Courses of IMA

p) Ex-officio Member of the all Standing Committees, as per Constitution provisions
q) Coordination with Govt. of India on Public Private Partnership including Family Welfare Programmes of  Govt of India

r) Shall look after State Presidents/Secretaries meetings

s) Shall look after CWC & CC Meetings

Dr.Ramesh Kumar Datta, Hony.Finance Secretary, IMA shall help the Hony. Secretary General in conduction of following jobs and would do all other jobs/assignments as delegated by HSG from time to time. They will jointly/severally deal with all matter relating to Finance, disposal of bills, accounts of IMA HQs., Building, HFC, Benevolent Fund, IMACGP, IMA AMS and IMA AKNSI. The shifted academic wings will manage their  budgeted finances on day to day basis  and any expenses over and above the budget shall be forwarded to HSG for clearance.
a) Shall be responsible for keeping up-to-date accounts of the HQs and other wings with all the account books posted up to date and get audited by the Auditors of the Association.

b) Shall prepare monthly Statement of Income & Expenditure and submit the same to the Hony. Secretary General.

c) Shall prepare quarterly accounts and submit to the HSG to be placed before the FSC & CWC.

d) Shall prepare the annual statement of accounts and Balance Sheet of the Association in consultation with HSG & get it audited by the auditors.

e) Shall be responsible for all the finances of the Association and completion of Constitutional obligations as per the IMA Rules and Bye Laws.

f) Shall dispose off all bills for payment as sanction by the HSG.

g) Shall be responsible for taking necessary action on recommendations and decisions of FSC, CWC and CC on all matters relating to Finance & Accounts.

h) Dr. Dinesh Sahahi, Hony. Joint  Finance Secretary, IMA shall assist Dr.Ramesh Kumar Datta, Hony. Finance Secretary in looking after all the accounts of IMA HQs and its Wings.

i) Shall be responsible for Condemnation work in IMA along with Dr. V.K. Arora &  Dr. A.P. Singh, Hony. Joint Secretaries, IMA. 

j) Shall Coordinate with HSG for all work.

     k) Help the Hony. Secretary General in various activities as assigned. 

Dr. Dinesh Sahai, Hony. Joint Finance Secretary, IMA: 

a) Shall assist Dr.Ramesh Kumar Datta, Hony. Finance Secretary in looking after all the accounts of IMA HQs and its Wings.
b) Will assist Hony. Secretary General in legal matters and Court Cases.  
c) Will look after printing and stationery in consultation with HSG.
d) He will also make sure that all Wings will use “TALLY” Programme while making their accounts statements.
e) Will assist Dr Vijay Malhotra, Hony. Joint Secretary IMA, in day to day working of IMA Building & Canteen.

f) Shall Coordinate with HSG for all work.

g) Help the Hony. Secretary General in various activities as assigned.

Dr. Vijay Malhotra, Hony.Joint Secretary, IMA will help the office in conduction of following jobs in consultation with HSG and would do all other jobs/assignment delegated by the HSG from time to time.

a) All matters relating to IMA Building, including Guest House, Convention Center, Conference Room,  Cafetaria, maintenance, Telephone, Fax, Car & Store through the Team IMA Building Committee with assistance from Dr Dinesh Sahai, Hony. Joint Finance Secretary, IMA and Dr. S.K. Poddar, Hony. Asstt. Secretary, IMA. 
b) Coordination with various Specialist Organizations in consultation with HSG.
c) Shall assist Dr Ramesh Kumar Datta, Hony. Finance Secretary, IMA in the work related to Condemnation Committee along with Dr. A.P. Singh, Hony. Joint Secretary, IMA. 

d)    Dr. Dinesh Sahai, Hony. Joint Finance Secretary, IMA will assist Dr Vijay Malhotra, Hony. Joint Secretary, IMA in his day to day working of  IMA Building & Canteen.

e) Shall Coordinate with HSG for all work.

f) Help the Hony. Secretary General in various activities as assigned

Dr. A.P. Singh, Hony.Joint Secretary, IMA will help the office in conduction of following jobs in consultation with HSG and would do all other jobs/assignment delegated by the HSG from time to time. Dr. S.K. Poddar & Dr Usha Sridhar , Hony. Asstt. Secretaries will assist Dr. A.P. Singh in his day-to-day working.
a) Will look after security of the Building and supervise the Security Agency 
b) To receive and scrutinize the monthly Activity Report from various State branches and place the report of the same on monthly basis with the HSG evaluating the performance of the Branches. 

c) Promotion of Student Wing, medical college and other institutional branches

d) Shall assist Dr. Ramesh Kumar Datta, Hony. Finance Secretary, IMA in the work related to Condemnation Committee along with Dr. V.K. Arora, Hony. Joint Secretary, IMA. 

e) IMA Disaster Management Activities

f) He will also look after the activities related to HR Management and other activities related to IMA

g) Shall Coordinate with HSG for all work.

h) Help the Hony.Secretary General in various activities as assigned.

      Dr.V.K. Arora, Hony.Joint Secretary, IMA will help the Office in conduction of following jobs in consultation with HSG and would do all other jobs/assignments as delegated by the HSG from time to time.
a) He will be overall incharge of general membership, annual and life and sign all the MA Forms regularly on daily basis and get them included in the list with HFC. 

b) He will be responsible for completion and dispatching of Life Membership Certificates/I.Cards within a month after receiving the application for Life Membership.

c) He will scrutinize all new Membership Application Form on daily basis.

d) Will be responsible for updation and maintenance of lists of members of Central Council, Central Working Committee and other similar bodies.

e) Responsible for publication of membership directory of CC/CWC along with IMA Guest Houses and Blood Banks with the help of Dr.Usha Sridhar,  Hony. Asstt. Secretary, IMA HQs.
f) Shall assist Dr. Ramesh Kumar Datta, Hony. Finance Secretary, IMA in the work related to Condemnation Committee along with Dr. A.P. Singh, Hony. Joint Secretary, IMA. 

g) Dr. S.K. Poddar, Hony. Asstt. Secretary, IMA will help Dr. V.K. Arora, Hony. Joint Secretary, IMA in his day to day working.

h) Shall Coordinate with HSG for all work.


i)
Help the Hony.Secretary General in various activities as assigned. 

Dr. Pijush Kanti Roy, Hony.Joint Secretary, IMA will be the incharge of IMA Building at Kolkata and coordinate with the HSG at IMA HQs. and keep him informed about the problems of the IMA Building at Kolkata. In addition to this job all other jobs/assignments delegated by the HSG from time to time.

Dr. Sibabrata Banerjee, Hony. Joint Secretary, IMA (Nominated by National President, IMA)

a) Shall look after all the Dak forwarded to National President through HSG and take follow-up action on the same 

b) Shall Coordinate with HSG for all work.

c) Help the Hony. Secretary General in various activities as assigned.

Dr. S.K. Poddar, Hony.Asstt.Secretary, IMA will help the office in conduction of following jobs in consultation with HSG and would do all other jobs/assignments delegated by the HSG from time to time;

a) Will assist Dr.V.K. Arora, Hony. Joint Secretary in preparing the Booklet of Blood Banks and Guest Houses in the country and list of Past National Presidents & Past Hony. Secretaries General.

b) He will help and assist Dr. A.P. Singh, Hony. Joint Secretary, IMA, in his assignments.  

c) Shall Coordinate with HSG for all work.

d) Help the Hony. Secretary General in various activities as assigned

Dr.Usha Sridhar , Hony.Asstt. Secretary, IMA will help the office in conduction of following jobs in consultation with HSG and would do all other jobs/assignments delegated by the HSG from time to time;

a) Will assist Hony. Joint Secretary (Building) & Hony. Joint Secretary (HR & Administration) in performing their duties.
b) Shall Coordinate with HSG for all work.


c)
Help the HSG in various activities as assigned
Dr. L. Yeshoda, Hony. Secretary, IMACGP shall be overall incharge of IMACGP in consultation with HSG:
a) Will ensure maintaining of up to date list of members & other records, proper cataloging & indexing of files etc.

b) Will conduct FCGP & DFM Examination in consultation with Dean of IMACGP & HSG.
c) Will be the Editor of Family Medicine India & HSG will be the Chief Editor.
d) Will coordinate & Organize Academic Conference on G.P. in any State in consultation with HSG.

e) Shall delegate specific duties & assignments to various Joint Secretaries of IMACGP.

f) Shall take the help of  Dr. Yogananda Reddy Y.C,  Hony. Joint Secretary, IMA CGP stationed at Karnataka regarding activities & functioning of the College for the better development & coordination of the Wing.

g) He along with one of the Joint Secretaries, so designated, will manage the budgeted finances on day to day basis and will have the right to sign the cheques.

h) Shall organize the meeting of the Governing Council & submit the minutes to HSG for being placed before the CWC/CC.

i) Shall manage the finances on day to day basis along with the one of the Joint Secretaries so designated for this purpose. This includes disposing of bills, signing on the cheques till a formal Finance Secretary is chosen. However, the Hony.Finance Secretary/Hony.Joint Finance Secretary, IMA HQs. shall have the overall charge of the finances including the Income & Expenditure Account and budgeting. The Hony.Secretary shall prepare a budget and submit to the Hony.Finance Secretary, IMA HQs.

j) Shall prepare a report & submit it to HSG to be placed before CWC/CC from time to time.

k) To finalize all National Programmes and Governing Council meetings in consultation with IMAHQs.

Dr. Yogananda Reddy Y.C.,  Hony.Joint Secretary, IMA CGP
He has been nominated as Hony. Joint Secretary, IMA CGP (stationed at Karnataka).  

a) Will coordinate between IMA CGP HQ. Office at Chennai.
b) Will look after the activities related to C.G.P. conducted by H.Q. 
Dr. Mohan Gupta, Hony.Secretary, IMA AMS will be the overall incharge of IMA AMS working.
a) Will coordinate the activities with other specialist organizations and will conduct meetings and discuss common problems.

b) Will conduct and organize Workshops/Seminars.

c) Will organize academic Conference of IMA AMS in consultation with HSG;

d) Shall delegate specific duties & assignments to various Joint Secretaries of IMAA MS.

e) Shall take the help of  Dr. Mona Desai, Hony. Joint Secretary, IMA AMS stationed at Gujarat about the activities & functioning of the AMS and seek help whenever needed for the better development & coordination of the Wing.

f) He along with one of the Joint Secretaries, so designated, will manage the finances on day to day basis and will have the right to sign the cheques.

g) Shall organize the Governing Council meeting and submit the minutes of the same to HSG for being placed before the CWC/CC.

h) Shall manage the finances on day to day basis along with the one of the Joint Secretaries so designated for this purpose. This includes disposing of bills, signing cheques till a formal Finance Secretary is chosen. However, the Hony. Finance Secretary/Hony.Joint Finance Secretary, IMA HQs. shall have the overall charge of the finances including the income and expenditure account and budgeting. The Hony.Secretary shall prepare a budget and submit to the Hony.Finance Secretary, IMA HQs. 

i) Shall prepare a report & submit it to HSG to be placed before CWC/CC from time to time.

j) To finalize all National Programmes and Governing Council meeting in consultation with IMAHQs.

Dr. Mona Desai, Hony.Joint Secretary, IMA AMS
He has been nominated as Hony. Joint Secretary, IMA AMS (stationed at Gujarat).  

a) Will coordinate between IMA AMS HQ. Office at Hyderabad.
Dr.Ajay Kumar, Hony. Executive Secretary, IMA AKNSI will be incharge of all affairs related to IMA AKNSI.

a) Will look after the administrative & smooth functioning of IMA AKNSI.

b) Will prepare new courses and update & promote existing courses and other Distance Learning Courses.

c) Shall delegate specific duties & assignments to various Joint Secretaries of IMA AKNSI.

d) He along with one of the Joint Secretaries, so designated, will manage the finances on day to day basis and will have the right to sign the cheques.

e) Shall manage the finances on day to day basis along with the one of the Joint Secretaries so designated for this purpose. This includes disposing of bills, signing on the cheques till a formal Finance Secretary is chosen. However, the Hony.Finance Secretary/Hony.Joint Finance Secretary, IMA HQs. shall have the overall charge of the finances including the income and expenditure account and budgeting. The Hony.Secretary shall prepare a budget and submit to the Hony. Finance Secretary, IMA HQs.

f) Shall organize the Executive Board meeting and submit the minutes of the same to HSG for being placed before the CWC/CC.

g) Shall prepare a report & submit it to HSG to be placed before CWC/CC from time to time.

h) To finalize all National Programmes, Conferences and Meetings in consultation with IMA HQs. 
Dr. Ashok Kumar Yadav & Dr. Sahshi Bhushan Prasad Singh, Hony.Joint Secretaries, IMA AKNSI will look after the work as assigned by the Hony. Executive Secretary, IMA AKNSI.

Dr Shantanu Sen                                                              Dr R.V. Asokan                                   
 

National President




        Hony.Secretary General

NB: 1)  The HSG will change the allotted jobs as and when required according to necessity. 
       2)  All office-bearers are requested to fix their days and timings in their respective HQs.
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