
 

APPENDIX-A 

FORCE HEAD QUARTER 

 

The comparative chart showing pre cadre strength and post cadre strength and assigned duty 

in Force Head Quarter is as under:- 

SL 

No.  

Rank Pre-cadre 

strength 

Post-cadre strength Duties assigned 

1 Inspector  GD-17  

Int. 06  

Total=23 

No change  Same as earlier 

2 Sub-Inspector GD=31 

Int. = 6  

Total = 37  

No change 

3 Asstt. Sub-

Inspector 

-- GD-03 03 (posts upgraded 

from HC) 

4 Head Constable GD- 41 

Int- 06 

Total =47 

GD-40 (01 abolished) 

Int-No change 

02 post of CT/GD 

upgraded as :- 

HC/Storemen & 

Canteen. 

5 Constable  GD- 141 

Int.- 15 

Total = 156 

GD-139 (02 abolished) 

Int. No change. 

02 post abolished 

(upgraded as HC) 

 Total  263 263  

 

1.1 DUTIES ASSIGNED TO NEWLY CREATED POSTS (ASI/HC) : 

SL No.  Rank Post created  DUTIES 

1 Asstt. Sub-Inspector 03  ASI(ADJUTANT) 

 ASI (QM) 

 ASI (CANTEEN) 

2 Head Constable 02  HC/STOREMAN 

 HC/CANTEEN 

 

1.2 Assistant Sub-Inspector(Adjutant):- 

 He will work under the control of DC(Adm) Dte Gnl. 

 He will assist AC(Line) in maintaining discipline and proper turn out of Force HQr 

personnel.  

 He will report immediately to AC(Line) and DC(Adm) at any time of the day or night 

on any serious breach of discipline or irregularity.  

 He will be responsible for work, conduct and morale of the personnel of Force HQr. 

 He will ensure meticulous compliance of orders. 

 He will ensure that all other Rank punctually turn up at evening Roll Calls and that 

orders, if any, are read out and fully explained to all those present. 



 He will exercise close watch over the men detailed on staff duties like office runners, 

control room duty etc and arrange for their rotation from time to time as order by 

DC(Adm). 

 He will personally maintain the Daily Parade Statement and will keep correct records 

of all arrivals. 

 He will report cases of indiscipline promptly to the AC(Line)/DC(adm) 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will perform any other duty entrusted to him by his superiors.  

1.3 Assistant Sub-Inspector(QM) 

 He will work directly under the orders of the DC General. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the DC General 

 He will personally maintain all relevant Stock Ledgers and will ensure that the 

entries made are correct and up-to-date. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through 

checking and accounting by the said Board. 

 He will arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequate security measures for storage of inflammable stores and 

strictly comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will 

take appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly 

arranged along with Bin Cards. 

 He will carry out any other duty assigned to him by his superiors. 
 

1.4Assistant Sub-Inspector (Canteen) 

 He is responsible for all articles of charge of the Canteen according to the Stock and 

Dead Stock Register. 

 He will regularly maintain the Stock Register, Daily Sale Register(Pucca and Kuccha) 

Credit Sale Ledger, Dead Stock Register, the Daily Sale Register (Pucca) and General 

Stock Register shall be completed daily from the Daily Sale Register(Kuccha) and 

Daily Sale Register(Pucca).  

 He is responsible for all retail business transactions and for the correct deposit of 

money against sales  which should be entered n the stock and sale registers daily.  

 It will be his duty to bring to the notice of the Manager  about articles lying unsold  

for more than six months.  

 He will inform the Manager as soon as any article is damaged or rendered 

unserviceable  or unfit for sale. 

 He will invariable deposit the cash obtained from daily sales in the Treasury Chest of 

the next working day. 

 He will be responsible  for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty entrusted to him by his superiors.  

1.5 HC(STOREMEN):- 



 He will be responsible for the receipt, maintenance and issue of Arms, Ammunition, 

Equipment stores, Clothing and other necessities of the Dte Gnl.  

 He is responsible to maintain the Arms History Sheet of the Dte Gnl. 

 He will collect the Government clothing and equipment of all men leaving the office 

for any reason, men in confinement and men admitted to hospital. 

 He will be responsible for the general cleanliness of store areas. 

 He will ensure correct maintenance of records pertaining to Stores, Kit Inventories 

and account of expendable stores. 

 He will be responsible for timely Medical Examination of the cooks, if any. 

 Any other duty assigned to him by the AC (Line)/DC (Store) will also be performed 

by him. 

 Any damage noticed by him to the Stores will be promptly reported to his senior. 

 He will carry out any other duty assigned to him by his superiors. 

1.6 HC/Canteen) 

 He will arrange articles in the show room and store room as directed by the Canteen 

ASI  and will responsible for the cleanliness of the Canteen and well articles therein. 

 He will be responsible to affect sales of all items of food and drink maintained by the 

Wet Canteen against coupons only. 

 He will sell the Dry /wet canteen items against cash payments and will ensure that He  

is correctly accounted for. 

 In dealing with customers, he will maintain “Aye One” discipline and be polite. 

 He will obey all the orders of the Canteen in-charge. 

 He will have not private dealing with contractors or customers and will not issue or 

sell items to unauthorized persons. 

 He will bring to the notice of the Manager all such perishable articles which remain 

unsold for more than three day in wet canteen.  

 He is responsible for all articles on charge of the Canteen according to the stock and 

dead stock register.  

 It will be his duty to bring to the notice of the Manager all articles lying  unsold for 

more than three months in Dry Canteen  

 He will inform the Manager as soon as any articles is damaged or rendered un-

serviceable or un-fit for sale. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 

 

 

  



APPENDIX-B 

2. ZONAL HEAD QUARTER 

SL No.  Rank Pre-cadre strength Post-cadre strength 

1 Inspector  01 each in JKZ & NEZ 

(Not authorized in CZ & 

SZ) 

No change.  

2 Sub-Inspector 02 each in JKZ & NEZ 

03 each in CZ & SZ 
No change  

3 Asstt. Sub-Inspector -- 01 in each Zone (upgraded 

from HC) 

4 Head Constable 6 (each zone) 05 in each zone 

 (01 abolished in each zone) 

5 Constable  9 each in JKZ, NEZ, CZ 

8 in SZ 

09 each in JKZ, NEZ,CZ (no 

change) 

07 in SZ (01 abolished) 

 

2.1 DUTIES ASSIGNED: 

SL No.  Rank POST DUTIES 

1 Inspector  01 each in JKZ & NEZ 

(Not authorized in CZ & 

SZ) 

Insp/Hqr 

2 Sub-Inspector 02 each in JKZ & NEZ 

03 each in CZ & SZ 

 SI/OPS CONTROL 

ROOM 

 SI/LO 

 SI/QM**(where 3 posted) 

3 Asstt. Sub-Inspector 01  ASI(ADJUTANT) 

4 Head Constable 5 (each zone)  QMW 

 STOREMEN 

 CONTROL ROOM 

DUTY 

 OPS WRITER 

 RESERVE: GUARD 

CDR /MESS 

CDR/ESCORT CDR 

5 Constable  9 each in JKZ, NEZ, CZ 

8 in SZ 

 OFFICE RUNNER (3) 

 CONTROL ROOM 

DUTY 

 ESCORT AND 

SUPPORT STAFF 

 

2.2 Insp/GD (INSP/HQR) 

 The senior most Inspector/GD will be Insp/HQr and will assist his senior for daily 

disposal of duties. 



 He will assist his seniors in maintenance of discipline and general administration of 

the Zone.  

 He will ensure the maintenance of high standard of efficiency, moral and good order 

in the Zone. 

 He will supervise the duties of ASI(Adjt) and ensure fair distribution of duties 

amongst Coy personnel.  

 He must be fully acquainted with the general tone of the HQr and bring promptly in 

the notice of his senior  any matter which may be affecting the discipline or morale.  

 He must invariably be an example in smartness both on and off parade and ensure that 

both the Seniors and his own orders are carried out promptly and efficiently by all 

ranks subordinate to him.   

 He will exercise general supervision over the Subordinate Officers and Under 

Officers.   

 He will obtain, in evenings, after roll call, reports from concerned officers regarding 

the line absentees, sickness and movement of personnel.   

 He will supervise the working of ASI/ADJ and obtain reports daily on general 

discipline and sanitation of the lines. 

 He should look to the well being of all ranks and should personally be in close touch 

with them.  

 He will be in attendance at the Head of Office/ Orderly Room and Sainik Sammelans.  

 He will supervise the suitability of the reading material to be issued in the lines. 

 He will perform duties of PSO to SPL DG if required. 

 He will carry out any other duties assigned to him by his superiors 

 

2.3 Duties of Sub-Inspector (Liaison Officer) 

 

 He will work under the general control of the CRO.  

 He will be responsible for maintaining close liaison with local police and civil 

administration and other security agencies deployed in the region. 

 He will be responsible for the maintenance of govt building and ensure general 

cleanliness of camp area through ASI(adjutant) 

 He will assist in prosecution of cases under the CRPF Act before the 

Commandant(Law) of the Zone HQr and any other Court 

 He will perform the duties of PSO as and when required. 

 He will  carry out any other duty assigned by his Superiors 

2.4 Duties of SI/Ops (SI CONTROL ROOM)  

 He will assist the CRO in the maintenance of discipline and general administration of 

the Zone HQr 

 He will supervise the duties of ASI/Adjt to ensure fair distribution of duties amongst 

personnel. 



 He will assist CRO and will ensure smooth functioning of control room duties day and 

night. 

 He will ensure that the telephone numbers, deployment chart etc are up to date. 

 He will ensure functionality of all equipment installed in Control room. 

 He must invariably be an example in smartness both on and off parade and ensure that 

both orders issued are carried out promptly and efficiently by all ranks subordinate to 

him. 

 He will assist the CRO in all official correspondence connected with the operation 

matter. 

 He will ensure proper filing, maintenance of record and filing and despatch of the dak. 

 He will prepare all Reports and put up before the respective Branch Officers Incharge 

for scrutiny and onward transmission to higher authorities concerned. 

 He will carry out any other duty assigned to him by his superiors. 

2.5 Duties of Sub-Inspector (QM)(wherever applicable) 

 He will function under supervision and control of CRO and will be responsible for all 

matters pertaining to clothing items and stores, equipment, barrack furniture, etc. 

 He will keep correct accounting of stores and maintain all relevant records 

 He will put up data required for preparation, consolidation of Indents, Reports and 

Returns to CRO. 

 He will ensure that after the transaction, stores are properly secured. 

 He will be responsible for the care and preservation of stores and to ensure against 

losses, damages, shortages of the stores in his custody. 

 All stores will be in his personal custody and keys kept by him. 

 He will maintain all registers pertaining to Quarter master beranch. 

 He will be responsible for initiating timely action for condemnation and disposal of 

stores.  

 He will maintain proper records of all the samples and will keep such samples till 

their disposal is ordered. 

 He will carry out any other duty assigned to him by his Superiors 

2.6 Assistant Sub-Inspector(Adjutant) 

 He will assist CRO in maintaining discipline and proper turn out of HQr personnel.  

 He will report immediately to CRO at any time of the day or night on any serious 

breach of discipline or irregularity.  

 He will be responsible for work, conduct and morale of the personnel of HQr. 

 He will ensure meticulous compliance of orders.. 

 He will ensure that all other Rank punctually turn up at evening Roll Calls and that 

orders, if any, are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

control room duty etc and arrange for their rotation from time to time as order by 

CRO. 

 He will personally maintain the Daily Parade Statement and will keep correct records 

of all arrivals. 

 He will report cases of indiscipline promptly to the CRO. 



 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will perform any other duty entrusted to him by his superiors.  

2.7 HC/GD (QMW) 

As the nomenclature shows, the QMWs are meant to do the writing work in the offices  

under the personal direction and supervision of officer performing the duties of QM and 

will carry out duties assigned to them.  Their duties will be broadly as under:- 

 The QMWs will assist the DC Stores/CC MT/QM/MTO in all official correspondence 

connected with the procurement and supply of stores. 

 He will also do the necessary filing and despatch of the dak. 

 He will prepare all Reports and Returns based on the data provided by the QMSIs and 

put up before the respective Branch Officers Incharge for scrutiny and onward 

transmission to higher authorities concerned. 

 He will maintain Sanction Books. 

 He will do all the typing work for respective Sections. 

 Particular duties of various QMWs will be allocated by respective Branch Officer 

Incharge, under whom they are working. 

 Any other duties assigned by the superiors. 

2.8  HC(STOREMEN) 

 He will be responsible for the receipt, maintenance and issue of Arms, Ammunition, 

Equipment stores, Clothing and other necessities of the Zonal Hqr.  

 He is responsible to maintain the Arms History Sheet of the Zonal Head quarter. 

 He will collect the Government clothing and equipment of all men leaving the office 

for any reason, men in confinement and men admitted to hospital. 

 He will be responsible for the general cleanliness of store areas. 

 He will ensure correct maintenance of records pertaining to Stores, Kit Inventories 

and account of expendable stores. 

 He will be responsible for timely Medical Examination of the cooks, if any. 

 Any other duty assigned to him by the Coy. Commander will also be performed by 

him. 

 Any damage noticed by him to the Stores will be promptly reported to his senior. 

 He will carry out any other duty assigned to him by his superiors. 

 

2.9 HC(Control Room) 

 He will perform the duties of control room operator under the supervision and control 

of CRO. 

 Together with Ct (Control Room), he will be responsible for attending all the 

telephone call during day and night. 

 He will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of a 

Gazetted Officer with the least possible delay. 

 He will ensure that the telephone is not mis-handled. 

 He will ensure that no unauthorized person use the telephone. 

 He will ensure proper upkeep and updation of records. 



 He will ensure proper upkeep and maintenance of equipment installed/provided in the 

Control room. 

 He will perform any other duty entrusted to him by his superiors.  

 

2.10 Duties of  HC/GD (RESERVE) 

 As the name suggests, he will be act as reserve for other Head Constables. 

 He will perform the duties of Escort Cdr when required. 

 He will perform duties of PSO to superior officers, if required. 

 He will perform duties of Gurad Commander, Kote Commander , or any such duties if 

required. 

2.11 Duties of  CT/GD (office runner) 

 He will open the office rooms at morning parade time and supervise the sweeping out. 

 He will keep all the Officers table neat and tidy. 

 He will be responsible for all articles of stationery etc on Officers table. 

 He will watch for and report the entry of any unauthorized person into the Office to 

his seniors. 

 He will lock office main door after seeing all other doors secured when the staff have 

left and will keep the keys in the control room/handed over to the Head Clerk 

concerned.  

 The permanent office runner is excused all duties except parades as such are 

compulsory for employed personnel and attendants. 

 The office runner will be of good character. 

 He will perform any other duty entrusted to him by his superiors.  

2.12  Duties of CT/GD (Control Room) 

 He will work under the supervision and control of CRO 

 The telephone attendant wherever detailed will be responsible for attending all the 

telephone call during day and night. 

 He will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of a 

Gazetted Officer with the least possible delay. 

 He will ensure that the telephone is not mis-handled. 

 He will ensure that no unauthorized person use the telephone. 

 He will be excused from PT/Parade and other duties.  

 He will perform any other duty entrusted to him by his superiors.  

2.13 Duties of CT/GD (Escort/Adm duty/Support Staff) 

 They will perform duties under the direct orders of the CRO. 

 They will perform the escort duties and PSO duties as per requirement. 

 They will perform the sentry duties, if required. 

 They will perform the office runner duties, if required. 



 They will assist the Under Officers in various assigned duties on direction from 

ASI/Adjutant. 

 They will ensure that they display high level of professionalism, efficiency, discipline 

and turnout.  

 They will perform any other duty entrusted to him by his superiors.  

2.14  Duties of CT/GD (LO/DR) 

 He will work under the control of the ASI(Adjt)/CRO 

 He will liaise with local police/civil authorities and be in touch with civil public 

 He will liaise with Airport/Railway authority for booking ticket in r/o of HQr 

Personnel/officers.  

 He will do dispatch the dak to various offices/post offices  

 He will do other works/tasks given by HQr Personnel/Officers as per their 

requirement.  

 He will carry out any other duty assigned to him by his superiors. 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 

 

 

 

 

 

 

 

 

  



APPENDIX-C 

3. SECTOR HEAD QUARTER 

 

SL No.  Rank Pre-cadre strength (Total = 20 

Sector)  

Post-cadre strength (Total = 21 

Sector (New Sector Esttd. -DDN) 

1 Inspector GD- 2 each in 

CG/JKD/WB/ODS and  

01 in CoBRA  

 

Int.-01 each in 

JMU/CS/BS/CG/ 

JKD/WB/ODS/ WS/M&N/TPA 

and  

02 in SS  

 

Vig.- 01 each in 

SNR/JMU/NWS/ 

NS/RAJ/CS/BS/ 

MP/WS/SS/KKS/M&N/NES/T

PA/RAF  

 

 

Security Pln.- 01 each in 

SNR/JMU/NWS/ 

NS/RAJ/CS/BS/MP/WS/SS/KK

S/M&N/NES/TPA/RAF 

Insp/GD : (No change) 

 

 

 

Insp/GD (Int. Cell)-(No change) 

 

 

 

 

 

(Vig.Cell)- 01 each in 

SNR/JMU/NWS/ 

NS/RAJ/CS/DDN/BS/ 

MP/WS/SS/KKS 

/M&N/NES/TPA/RAF  

Total= 16 (01 post in DDN) 

 

Security Pln.- 01 each in 

SNR/JMU/NWS/ 

NS/RAJ/CS/DDN/BS/ 

MP/WS/SS/KKS 

/M&N/NES/TPA/RAF  

Total= 16 (01 post in DDN) 

2 Sub-

Inspector 

GD – 04 each in 

CG/JKD/WB/ODS and 05 in 

CoBRA 

 

BDD-01 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/ 

WS/SS/KKS/M&N/NES/TPA 

 

 

Vig.- 01 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/ 

WS/SS/KKS/M&N/NES/TPA/

RAF 

 

Security Pln.- 02 each in 

SNR/JMU/NWS/ 

NS/RAJ/CS/BS/MP/ 

GD – (No change) 

 

 

 

BDD- 01 each in 

SNR/JMU/NWS/NS/RAJ/CS/DDN/

BS/MP/ 

WS/SS/KKS/M&N/NES/TPA 

(01 post in DDN) 
 

Vig.- 01 each in 

SNR/JMU/NWS/NS/RAJ/CS/BS/MP

/ WS/SS/KKS/M&N/NES/TPA/RAF 

(01 post in DDN) 

 

 

Security Pln.- 02 each in 

SNR/JMU/NWS/ 

NS/RAJ/CS/DDN/BS/MP/ 



WS/SS/KKS/M&N/NES/TPA/

RAF 

 

Int.- 01 each in 

CS/BS/CG/JKD/WB/ODS/WS/

SS 

WS/SS/KKS/M&N/NES/TPA/RAF 

(01 post in DDN) 

 

Int. Cell -  (No change) 

3 Asstt. 

Sub-

Inspector 

-- 2 each in all Adm Sectors 

(Upgraded from HC) 

4 Head 

Constable 

GD- 03 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/ 

MP/WS/SS/KKS/M&N/NES/T

PA/RAF 

11 each in CG/JKD/WB/ODS 

05 in CoBRA, Total = 94 

 

Security Pln. - 04 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/ WS/SS/KKS/ 

M&N/NES/TPA/RAF, Total = 

60 

 

BDD- 04 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/WS/SS/KKS/ 

M&N/NES/TPA, Total = 56 

 

 

Int. Cell- 02 each in 

JMU/M&N/NES 

 05 each in CS/BS/MP/CG/ 

WB/ODS/WS 

07 in SS, Total= 48 

 

Dog. Sqd.-02 each in 

SNR/NES/TPA, Total=06 

 

GD- 01 each in SNR/JNU/ 

NWS/NS/RAJ/CS/DDN/BS/MP/WS/

SS/KKS/M&N/NES/TPA/RAF 

09- each in CG/JKD/WB/ODS 

03 in CoBR, Total = 55 (39 post 

abolished) 

 

 

Security Pln. - 04 each in 

SNR/JMU/NWS/NS/RAJ/CS/DDN/

BS/MP/ WS/SS/KKS/ 

M&N/NES/TPA/RAF, Total = 64 (04 

post in DDN) 
 

BDD- 04 each in 

SNR/JMU/NWS/NS/RAJ/CS/DDN/

BS/MP/WS/SS/KKS/ 

M&N/NES/TPA, Total = 60 (04 post 

in DDN) 
 

Int. Cell- (No change) 

 

 

 

 

 

Dog. Sqd.- (No change) 

 

5 Constable  GD-10 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/WS/SS/KKS/M&N/NES/

TPA/RAF 

17 in CoBRA 

22 each in CG/JKD/WB/ODS, 

Total=255 

 

 

Vig. Cell- 01 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/ 

GD-10 each in 

SNR/JMU/NWS/NS/RAJ/CS/DDN/

BS/MP/WS/SS/KKS/M&N/NES/TP

A/RAF 

17 in CoBRA 

22 each in CG/JKD/WB/ODS, 

Total=265 (10 post in DDN) 

 

 

Vig. Cell- 01 each in 

SNR/JMU/NWS/NS/RAJ/CS/DDN/

BS/MP/ 



WS/SS/KKS/M&N/NES/TPA/

RAF, Total = 15 

 

 

Security Pln.- 08 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/WS/SS/KKS/M&N/NES/

TPA/RAF, Total = 120 

 

 

 

BDD-03 each in 

SNR/JMU/NWS/NS/RAJ/CS/B

S/MP/WS/SS/KKS/M&N/NES/

TPA, Total=42 

 

 

Dog. Handler. – 03 each in 

SNR/JMU 

02 each in NWS/NS/CS/WS/ 

M&N/NES/TPA 

05 in SS Hqr. 

06 each in BS/MP/KKS, Total 

= 43 

 

Int. Cell – 05 each in 

CS/BS/CG/JKD/WB/ODS/WS/

SS, Total = 40 

 

WS/SS/KKS/M&N/NES/TPA/RAF, 

Total = 16 (01post in DDN) 

 

 

Security Pln.- 08 each in 

SNR/JMU/NWS/NS/RAJ/CS/DDN/

BS/MP/WS/SS/KKS/M&N/NES/TP

A/RAF, Total = 128 (08 post in 

DDN) 

 

 

BDD-03 each in 

SNR/JMU/NWS/NS/RAJ/CS/DDN/

BS/MP/WS/SS/KKS/M&N/NES/TP

A, Total=45 (03 post in DDN) 

 

 

Dog Handler- (No change) 

 

 

 

 

 

 

 

Int Cell- (No change) 

 

3.1 DUTIES ASSIGNED: 

SL No.  Rank Authorize  DUTIES 

1 Inspector  05  INSP. (HQR) 

 INSP (CONTROL ROOM) 

 INSP. (SECURITY PLN) 

 INSP/INT. 

 INSP/VIG. 

2 Sub-Inspector 09  SI/CONTROL ROOM/ADM 

 SI/ADJT 

 SI/SECURITY PLN. 

 SI (Int.) 

 SI (Vig.) 

 SI (BDD) 

3 Asstt. Sub-

Inspector 

02  ASI/ADJT 

 ASI/QM 

4 Head 

Constable 

22  HC/ADM DUTY 

 HC/MESS NCO (GO’s/SO’s/OR’s) 

 HC/CONTROL ROOM 



 HC/OFFICE WRITER  

 HC/SECURITY PLN. 

 HC(Int./Security Supervisory team) 

 HC/BDD 

5 Constable  30  CT(SECURITUY/GUARD DUTY) 

 CT for GO’s/SO’s & OR’s Mess 

 CT/STOREMEN 

 CT/OFFICE RUNNER 

 CT (CONTROL ROOM) 

 CT (ESCORT/ADM DUTY) 

 CT (SUPPORT STAFF) 

 CT (OFFICE RUNNER) 

 CT (INT./SST) 

 CT (Vig.) 

 CT (BDD) 

 

3.2  Insp/GD  

After Cadre Review, there is no change in authorized post of Insp/GD in Sector HQr. 

Proposed charter of duties in r/o Insp/(General duty/Security Platoon/ Int. Cell/ Vigilance 

cell)  are as under :- 

3.3 Duties of Inspector (HQ)  

 The senior most Inspector/GD will be Insp/HQr and will assist his senior for daily 

disposal of duties. 

 He will assist his seniors in maintenance of discipline and general administration of 

the Sector HQr personnel.  

 He will supervise the duties of ASI(Adjt) and ensure fair distribution of duties 

amongst Coy personnel.  

 He must invariably be an example in smartness both on and off parade and ensure 

that both the seniors and his own orders are carried out promptly and efficiently by all 

ranks subordinate to him.   

 He will exercise general supervision over the Subordinate Officers.  He will be vice 

President of the SOs Club and ensure its smooth working/functioning. (wherever 

Separate SOs mess is functioning in Sector Hqr)  

 He will be in attendance at the Head of Office/Commandants Orderly Room and 

Sainik Sammelans.  

 He will supervise the suitability of the reading material to be issued in the lines. 

 He will obtain, in evenings, after roll call, reports from concerned officers regarding 

the line absentees, sickness and movement of personnel.  He will maintain a register 

of relatives of men who come to lines on a visit. 

 He will supervise the working of Regimental Police and obtain reports daily on 

general discipline and sanitation of the lines. 



 He should look to the well being of all ranks and should personally be in close touch 

with all the activities of the Sector HQ and should be instrumental in maintaining 

high standard of efficiency, moral and good order in the unit. 

 He will supervise the running of the OR’s mess and ensure recovery of mess dues in 

time and report to his senior about genuine grievances of the men on account of 

messing or mess accounts.  

 He will be responsible to organize indoor and outdoor games, prepare teams and 

encourage the personnel to participate in different sports activities.  

 He must now thoroughly both on and off parade, and all the Subordinate Officers, 

under officers and men of his Sector HQr, take real interest in their well being and 

bring to notice of the senior any of their grievances.  

 He must be fully acquainted with the general tone of the HQr and bring promptly in 

the notice of his senior any matter which may be affecting the discipline or morale.  

 He will carry out any other duties assigned to him by his superiors. 

3.4 Duties of Inspector (Control Room)  :- 

 Since Sector Control Room disposes important matters as daily affairs hence 2nd 

Senior most Subordinate officer be detailed to look after round the clock functioning 

of Sector Control Room under supervision of CRO. 

 He will bring any important information to the notice of CRO immediately. 

 He will ensure proper upkeep and updation of records of Control room. 

 He will ensure proper upkeep and maintenance of equipment installed in Control 

room. 

 He will assist CRO in general administration and discipline of personnel performing 

duties in control room.  

 He will prepare daily duty roster of sector Control Room and put up before CRO for 

perusal.  

 He will supervise the duties of ASI(QM) .  

 He will perform duties of INSP(HQ Coy) in his absence. 

 He will supervise duties of Kote SO and its Record keeping 

 He will carry out any other duties assigned to him by his superiors. 

3.5 Duties of Inspector  (Security Platoon) 

 He will work under the close supervision of the Comdt(Exe)/CRO. 

 He will be responsible for ensuring overall camp security. 

 He will be responsible for detailment of guard at entry / exit gate of campus. 

 He will be responsible for checking of security lights, Cameras etc and will give 

report to the concerned in-charge for its upkeep and timely repair / replacements. 

 He will be the incharge of QAT of Sector. 

 He will be responsible for the training and maintaining the efficiency of QAT 

personnel. 

 He will perform any other duty entrusted to him by his superiors. 



3.6 Duties of Inspector (Int.) 

 As mentioned in Int manual. 

3.7 Duties of Inspector(Vig)  

 He will work under the direct control of Sector IGP. 

 He will be the team in charge of Sector Vigilance Cell.  

 He will liaise with local and civil authorities and civilian public to collect 

information pertaining to   any kind/case of corruption/moral turpitude and report to 

Sector IG any serious matter having vigilance angle.  

 He alongwith his team will visit recruitment Centres and gather information from 

civilians/other sources about the procedure & transparency adopted in recruitment 

and report about any corruption/irregularities to Sector IG.  

 He alongwith his team will visit ADM units/GCs periodically and gather information 

from unit personnel about the functioning of Unit, its administration, 

procurement/local purchase procedures, food provided in ORs messes etc. He will 

check the food from ORs mess and comment on its quality, in his report to the IGP.  

 He alongwith his team will accept complaints, if any, from personnel and enquire the 

allegations as per orders of the Sector IGP.  

 He will also visit field units as and when detailed to make discreet enquiries and 

submit his report to IGP for further action.  

 He will responsible for detection of vigilance/espionage cases in Sectors/Sector 

Units/GCs/Trg institutions/Signal Bns etc.  

 He will carry out vigilance enquiries.  

 He will investigate complaints against force personnel. 

 He will brief Sector IG on vigilance cases of the Sector.  

 He will be responsible for maintenance/updating of vigilance records.  

 He will be responsible for preparation of consolidated reports of Sector & Ranges on 

vigilance cases/complaints for submission to Dte. 

 He will be responsible for checking of records of MT(Pol)/Mess/QM stores etc of 

GC/Units/Trg. Institutions etc. 

 He will perform any other duties assigned to him by Sector IGP.  

 

 

3.8 SUB-INSPECTOR/GD  

After Cadre Review, there is no change in authorized post of SI/GD in Sector HQr. Proposed 

charter of duties in r/o Sub Inspector/(General duty/Security Platoon/ Int. Cell/ Vigilance cell/ 

BDD)  are as under :- 

3.9 Duties of Sub-Inspector (Control Room duty/Adm)  

 He will work under the general control of the Comdt(Exe)/CRO for control room 

duty.  

 He will work in Sector Control Room round the clock assisted by CT/GD. 

 He will timely dispose matters pending with Sector Control Room. 

 He will bring important issues in the notice of Insp(Control Room) & CRO 

immediately. 

 He will keep all records of Fax (sent & received) daily duty register, govt property in 

charge of Control Room, Log register. 



 He is responsible for updation of all records & Contact No. of sister agencies and 

other organization of importance. 

 He will keep a watch on duty parties moving in field & any Ops information of 

important nature be immediately reported to Insp(Control Room)/ CRO. 

 He will maintain good liaison with Local police, BSNL, electricity board officials 

for uninterrupted functioning of Control Room. 

 Any complaint, request, appeal, problem reported in Control room be documented 

properly for further disposal. 

 He is responsible of secrecy of ongoing Ops information, Contact No's of personnel, 

officers and sister agencies. 

 He will ensure maintenance of all gadgets, communication equipment, and electrical 

appliances in charge of control room. 

 He will perform any other duties assigned to him by his superiors.  

 

3.10 Duties of Sub-Inspector (Adjt) 

 Senior most SI/GD will function under supervision & control of 

Comdt.(Exe)/CRO/Insp(HQr). 

 He will assist the CRO in maintaining  discipline and proper turnout of personnel 

 He will ensure that all guards and escorts and other parties detailed are correctly 

dressed, properly briefed and understand their duties before leaving HQ. 

 He will report immediately to the CRO/Insp(HQr) at any time of the day or night  on 

any serious breach of discipline or irregularity 

 He will ensure that punishment awarded is correctly carried out by the defaulters. 

 He must be a standing example in turn out, conduct punctuality and general bearing. 

 He will exercise strict control over the men under his supervision to ensure that they 

do not indulge in any act of indiscipline, disobedience or misconduct 

 He will carry out any other duty assigned to him by his superiors. 

3.11 Duties of Sub-Inspector  (Security Platoon) 

 He will functioning under supervision & control of Insp(Security Platoon) 

 He will assist his senior and will be responsible for overall camp security.  

 He will perform the duties of Inspector(Security Platoon) in his absence 

 He will be responsible for detailment of guard at entry / exit gate of campus. 

 He will work under the close supervision of the Comdt(Exe)/CRO. 

 He will be responsible for checking of security lights, Cameras etc and will give 

report to the concerned in-charge for its upkeep and timely repair / replacements. 

 He will perform the duties with QAT for the security of the campus. 

 He will be responsible for the regular checking for security platoon. 

 He will be responsible for the efficient and effective performance of duty by the 

security platoon.   

 He will perform any other duty entrusted to him by his superiors. 

 

 



3.12 Duties of Sub-Inspector (Int.) 

 As in int manual 

 Maintenance and Updation of SURYA APP and BHU SHAKTI APP. 

 Responsibility for sharing of sister agency inputs through TMS provided by the 

SMAC (SIB).. 

 He will perform any other intelligence related special tasks assigned to him by his 

superiors. 

 

3.13 Duties of Sub-Inspector(Vig) 

 He will work under the control of Sector IGP and will assist Insp(Vig). 

 He will assist I/C vigilance Cell to maintain liaison with local Police/Civil 

authorities in connection with vigilance cases.  

 He will perform the duties of Inspector(Vigilance) in his absence  

 He will gather information along with Inspector(GD) vigilance/CT(GD) from place 

of recruitment/other sources/unit personnel. 

 He alongwith his team will visit Sector Units for collecting information relating to 

various matters like grievances of the personnel/about the functioning 

/administration of unit or malpractices, if any, being resorted to.  

 He will visit field units along with Inspector (Vigilance) CT/Vigilance and also 

make inquires and submit report to Inspector(Vigilance)/Sector IGP confidentially. 

 He will also be responsible for maintenance and updating of vigilance records.  

 He will carry out any other duties assigned to him by Sector IGP. 

 

3.14 Duties of Sub-Inspector(BDD)  

 He will work under the direct control of Commandant(Int) of Sector HQr. 

 He will be the team leader of his squad. 

 He alongwith his team will report the place of incident immediately as and when 

required. He will supervise his team during the incidents.  

 He will ensure equipping of necessary equipments as per SOP. He will bring out the 

shortfall to the notice of Comdt(Int). 

 He is responsible for secrecy of ongoing Ops information.. 

 He will ensure maintenance of all gadgets, equipments, other appliances etc in his 

charge. 

 He will perform any other duties assigned to him by his superiors.  

 

3.15 Assistant Sub-Inspector(Adjutant) 

 He will assist CRO/Insp(HQr)  in maintaining discipline  and  proper turn out   of 

Sector HQr personnel.  

 He will report immediately to CRO at any time of the day or night on any serious 

breach of discipline or irregularity.  

 He will  be responsible for  work, conduct and morale of the personnel of Sector 

HQr 

 He will ensure meticulous compliance of orders by the CRO. 



 He will ensure that all other Rank punctually turn up at evening Roll Calls and that 

orders, if any, are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office 

runners, control room duty etc and arrange for their rotation from time to time, as 

order by  CRO. 

 He will personally maintain the Daily Parade Statement and will keep correct 

records of all arrivals. 

 He will ensure proper turn-out of men. 

 He will perform any other duty entrusted to him by his superiors.  

 

3.16 Assistant Sub-Inspector(QM) 

 He will work directly under the orders of the CRO/Insp(HQr). 

 He will assist the CRO in arranging from the Group Centre/Local market for  

supplies of Clothing, Arms, Ammunition, Barrack Furniture, Tentage and other 

Government stores required for the Sector HQr. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the CRO. 

 He will personally maintain all relevant Stock Ledgers and will ensure that the 

entries made are correct and up-to-date. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through 

checking and accounting by the said Board. 

 He will arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequate security measures for storage of inflammable stores and 

strictly comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will 

take appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly 

arranged along with Bin Cards. 

 He will carry out any other duty assigned to him by his superiors. 

 

3.17 Duties of Head Constable(Adm duty):-  

 He will acquaint himself thoroughly with the character, habits, capabilities, family 

back ground and problems of the men working under him. 

 He will thoroughly brief the men before proceeding on duty. 

 He will exercise strict control over the men under his supervision to ensure that they 

do not indulge in any act of indiscipline, disobedience or misconduct. 

 He will perform duties of guard Commander as detailed by ASI(Adj). 

 He will perform duties of PSO in the vehicles of Senior officers during their visit. 

 He will be responsible for safety & security of the vehicle & personnel travelling. 

 He will perform duties of party commander for any party moving on Govt duty. 

 He will be well versed with routes of local areas, where party under his supervision 

is moving. 

 He will be responsible for proper discharge of duties of Kote NCO. 

 He will carry out any other duties assigned to him by his superiors. 

 

3.18 Duties of Head Constable (Mess NCO- GOs/SOs/ORs) 



 He will supervise respective mess staff and will be responsible for the efficient 

working of the mess staff. 

 He will be responsible the General cleanliness of all the rooms, mess, etc. 

 He will the custodian of all cutlery, Glass, Linen, Plate, etc., and for reporting of 

breakage and loss to the Mess Secretary. 

 He will ensure that the safe custody of the keys of the safe and stock cupboard. 

 The maintenance of a supply of writing materials on the writing tables and vouchers 

for the supply of the same being signed by the  Mess Secretary 

 He will handle the liquor properly and will keep of a proper account of it and 

submit the same to the Mess secretary in GO’s Mess. 

 He will responsible for prompt maintenance of Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He will ensure the timely medical check-up of cooks of their respective messes.  

 He will carry out any other duty assigned to him by his superiors. 

3.19 Duties of Head Constable(Control Room) 

 

 He will perform duties of telephone attendant or writer in Sector Control room. 

 He will bring important issues in the notice of Insp(Control Room) & CRO 

immediately. 

 He will keep all records of Fax (sent & received) daily duty register, govt property 

in charge of Control Room, Log register. 

 They are responsible for updation of all records & Contact no. of sister agencies and 

other organization of importance. 

 He will keep a watch on duty parties moving in field &  any ops info of important 

nature be immediately reported to Insp(Control Room)/ CRO. 

 He will maintain good liaison with Local police, BSNL, electricity board officials 

for uninterrupted functioning of Control Room. 

 He is responsible of secrecy of ongoing ops information’s, Contact Nos of 

personnel, officers and sister agencies. 

 He will ensure maintenance of all gadgets, communication equipments, and 

electrical appliances in charge of control room.  

 He will carry out any other duties assigned to him by his superiors. 

 

 

3.20 Duties of Head Constable(Office writer): 

 

 He will put up daily dak to the CRO. 

 He will ensure proper record keeping of all records related with pay & allowances, 

Cash Books, E tickets registers, Courses, Grievances & other office records. 

 He will keep all APAR Files of NGO’s in his safe custody. 

 He will keep all Govt stamps in his safe custody. 

 He will ensure timely disposal of dak/reply/monthly returns. 

 He will carry out any other duties assigned to him by his superiors.  

 

3.21 Duties of Head Constable ( Security Platoon )  



 He will be function under Inspr(Security) or SI(Security ) and assist them in overall 

camp security. 

 He will be responsible for detailment of guard at entry / exit gate of campus. 

 He will maintain records of visitor properly and will give in / out report to Officer 

In-charge. 

 He will be responsible for checking of security lights, Cameras etc and will give 

report to the concerned in-charge for its upkeep and timely repair / replacements. 

 He will perform the duties with QAT for the security of the campus. 

 He will work under the Section Comdr / Platoon Comdr. 

 He will perform any other duty entrusted to him by his superiors 

3.22 Duties of HC/GD(Int.) (Sector Supervisory Team) 

 He will perform the duties of HC/GD(Int) of SST 

 He will assist Insp(Int) and SI(Int) in performance of their duties. 

 Specific area has been assigned to Int personnel of SST for contacting with unit/coy 

Int personnel as well as sources in daily basis for collection of intelligence and 

recording/ collating the same at sector level and fixed the responsibility for timely 

dissemination to concerned field unit.  

 Plotting of all inputs (activities) in topography map displayed at sector office for 

monitoring movements of militants/insurgents/terrorists/anti-national elements and 

their activities on daily basis. 

 Plotting of operations launched by sector units in topography map displayed at 

sector office daily basis for briefing of senior officers. 

 Entry of inputs generated/received from own /civil police / SIB inputs in input 

register. 

 Maintenance of all prescribed registers on daily basis.  

 Collection of situation report of units from Unit Int Cell personnel through 

telephonically on daily basis telephonically and reporting of important 

activities/incidents to Comdt/Dc (int). 

 Maintenance of source particulars of source/agents and their periodical review. 

 Maintenance of militant/insurgents/maoist Dossier. 

 Maintenance of Individual output Register. 

 Maintenance of map sheets 

 Updating of militant/insurgent/Maoists terrorists profile 

 He will perform any other intelligence related special tasks assigned to him 

3.23 Duties of Head Constable(BDD)  

 He will work under the direct control of SI(BDD) of Sector HQr. 

 He along with his team will report the place immediately when their need.  

 His team will be well equipped by necessary equipment as per SOP. 

 He will assist SI (BDD) in performance his duties. 

 He is responsible of secrecy of ongoing Ops information. 

 He will ensure maintenance of all gadgets, equipment, other appliances etc in his 

charge   

 He will perform any other duties assigned to him by his superiors 

 

 



3.24 Duties of Constable Sentry /Guard duty 

 

 He will perform his duties under the direct orders of the Guard Commander. 

 During his tenure of duty he is responsible for the security in his beat. The beat will 

be specified through the local guard orders by the DIGP(ADM). 

 Throughout his tenure of duty he will exercise utmost vigilance. 

 He will challenge any person approaching his post during night and will allow him 

to pass only after identifying the person. 

 He will immediately raise an alarm on noticing any untoward or suspicious activity 

to Guard Commander. 

 Between retreat and reveille the sentry will come to attention to pay compliments 

whenever any officer who is entitled for compliments passes by the sentry post. 

 He shall not allow any unauthorized person to approach the Guard post either in day 

or night.  

 He will keep contact with the sentry of the nearest guard. 

 His turn out and drill shall be smart. 

 He will not consume any liquor after having been detailed for duty and while on 

duty. 

 He will maintain best discipline. 

 He will promptly obey all the orders of the Guard Commander.   

 He will carry out any other duty assigned to him by his superiors. 

 

3.25 Duties of CT/GD  for GO’s/SO’s & Or’s Mess:- 

 He will work under the direct control of the mess commander of concerned mess. 

 He will maintain all kind of furniture/crockery etc neat and clean of the mess. 

 Any damage to the mess property will be promptly reported by him to the Mess 

Commander. 

 He will assist the mess Commander to maintain the mess record properly. 

 He will be medically examined by the CRPF Medical officer once a month. 

 Mess assistant detailed for GO’s Mess will ensure that all the rooms, kitchen, bath 

room etc are kept neat and clean. 

 Mess Ct for GO’s mess while on mess duty will wear white pant, shirt(full sleeves) 

inserted, PT shoes with socks and mufty camp during the night. During the day he 

will wear working dress with PT Shoes. 

 He will maintain proper discipline. 

 He will serve food to all Officer and to perform such other catering duties as 

ordered. 

 Detailed Mess Ct/GD  for any mess will perform any other duty entrusted to him by 

his superiors.  

3.26 Duties of CT/GD (Storeman) 

 He will assist the ASI(QM) in the maintenance of the respective stores. 

 He will perform other duties assigned by the CRO/Insp(HQr)  concerned. 

 He will be thorough with the Store instructions. 

 He should have good knowledge about the preservatives. 

 Any damage noticed by them to the Stores will be promptly reported to the 

CRO/Insp(HQ) concerned through the respective ASI(QM). 



 He will carry out any other duty assigned to him by his superiors. 

 

3.27 Duties of  CT/GD (office runner) 

 He will open the office rooms at morning parade time and supervise the sweeping 

out. 

 He will keep all the Officers table neat and tidy. 

 He will be responsible for all articles of stationery etc on Officers table. 

 He will watch for and report the entry of any unauthorized person into the Office to 

his seniors. 

 He will lock office main door after seeing all other doors secured when the staff 

have left and will keep  keys in control room/handed over to the Head Clerk 

concerned.  

 The permanent office runner is excused all duties except such parades as are 

compulsory for employed personnel and attendants. 

 The office runner will be of good character. 

 He will perform any other duty entrusted to him by his superiors.  

 

3.28 Duties of CT/GD (Control Romm) 

 The telephone attendant wherever detailed shall be responsible for attending all the 

telephone call during day and night. 

 He will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of a 

Gazetted Officer with the least possible delay. 

 He will ensure that the telephone is not mis-handled. 

 He will ensure that no unauthorized person use the telephone. 

 He will be excused from PT/Parade and other duties.  

 He will perform any other duty entrusted to him by his superiors. 

3.29 Duties of CT/GD (Escort/Adm duty/Support Staff) 

 He will perform his duties under the direct orders of the CRO. 

 His dress, turnout and drill shall be smart. 

 He will not consume any liquor after having been detailed for duty and while on 

Guard duty. 

 He will maintain best discipline. 

 He will promptly obey all the orders of the CRO /ASI(Adjt) . 

 He will perform any other duty entrusted to him by his superiors.  

 

3.30 Duties of CT/GD(Office Writer) 

 He will perform duties under control of CRO/AC Security 

 Put up daily dak to the concerned incharge. 



 Proper record keeping of all records related with pay & allowances, Cash Books, 

E/I Tickets registers, Courses, Grievances & other office records. 

 He will keep all APAR Files in his safe custody. 

 He will keep all Govt stamps in his safe custody. 

 Timely disposal of dak/reply/monthly returns. 

 He will perform any other duty entrusted to him by his superiors.  

 

3.31 Duties of CT/GD (Int.) (SST)  

 He will perform the duties of CT/GD (Int) of SST. 

 He will assist Insp(Int) and SI(Int) of SST in performance of their duties. 

 Specific area has been assigned to Int personnel of sst for contacting with unit/coy 

int personnel as well as sources in daily basis for collection of intelligence and 

recording/ collating the same at sector level and fixed the responsibility for timely 

dissemination to concerned field unit.  

 Plotting of all inputs (activities) in topography map displayed at sector office for 

monitoring Militants/insurgents/maoist terrorists movements and their activities on 

daily basis. 

 Plotting of operations launched by sector units in topography map displayed at 

sector office daily basis for briefing of senior officers. 

 Entry of inputs generated/received from own /civil police / SIB inputs in input 

register. 

 Maintenance of all prescribed registers on daily basis.  

 Collection of situation report of units from Unit Int Cell personnel through 

telephonically on daily basis telephonically and reporting of important 

activities/incidents to Comdt/Dc (int). 

 Maintenance of source particulars of source/agents and their periodical review. 

 Maintenance of Militants/insurgents/maoist terrorists Dosier. 

 Feeding/recording  all inputs i.e. own , SIB, Other sister agencies on daily basis in 

excel sheet for permanent record  with a view to extract record 

of  Militants/insurgents/maoist terrorists activities at a glance district wise , leader 

wise , group wise etc. 

 Monitoring and recording of feedback/action taken report of all inputs from units 

and entry of same in Excel sheet and registers as well on daily basis. 

 He will perform any other intelligence related special tasks assigned to him 

3.32 Duties of CT/GD(Vig)  

 He will work under the control of Sector IGP/Inspector(Vig) 

 He will assist Insp(Vig)/SI(Vig) to maintain liaison with local Police/Civial 

authorities in connection with vigilance cases.  

 He will gather information alongwith Insp(Vig) & SI(Vig)  from the place of 

recruitment/other sources /Unit Personnel. 

 He alongwith his team will visit Sector Units/GCs for collecting information 

relating to various matters like grievances of the personnel /about the 

function/administration of unit or malpractices, if any.  

 He will be responsible for maintenance and updating of vigilance records.  



 He will perform any other duties assigned by the Sector IGP/Team I/C. 

3.33 Duties of Constable(BDD)  

 He will work under the direct control of SI(BDD) & HC(BDD) of Sector HQr. 

 He alongwith his team will report the place immediately when their need.  

 His team will be well equipped by necessary equipments as per SOP. 

 He will assist SI(BDD) & HC(BDD) in performance their duties. 

 He is responsible of secrecy of ongoing Ops information.. 

 He will ensure maintenance of all gadgets, equipments, other appliances etc in his 

charge   

 He will perform any other duties assigned to him by his superiors 
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APPENDIX-D 

4. RANGE HEADQUARTER 

a) Strength:  

Rank Pre-cadre strength 

(Total -38 Range) 

Post-cadre strength 

(Total-39 Range) 

Remarks 

Inspector  Int. Cell 

02 each in Range 

NGR/DPR/BBSR/RCH/ 

HYD/JDPR/PTN 

01 in Range MZR 

Total: 15 

Int. Cell 

01 each in 

MZR/PTN/DPR/ 

RCH/BBSR/SBPR/ 

JDPR/HYD/NGR 

Total: 09 

01 post from each 

above Range 

abolished (except 

R/SBPR) and 01 post 

created in R/SBPR 

 

Sub-

Inspector 

Vig. Cell  

01 in each range 

(except RAF-I & II/Signal 

Range)  

Vig. Cell 

 

 

No change 

 

Int. Cell  

02 each in Range 

NGR/DPR/BBSR/RCH/ 

HYD/JDPR/PTN/MZR 

 

Total : 15 

Int. Cell  

01 each in 

MZR/PTN/DPR/RCH/ 

BBSR/HYD/NGR/SBPR 

(01 post created in 

Range SBPR) 

06 post abolished 

Asstt. 

Sub-

Inspector 

-- 01 (each Range)  (Upgraded from HC) 

Head 

Constable 

HC/GD 

01 in each Range.  

NIL 

 

Abolished 

HC/GD (Vig.) 

01 in each Range  

(except Range- RAF-

I&II/Signal) 

HC/GD (Vig. Cell) 

 

No change (01 post 

created in RAF-III, 

Dehradun) 

HC/GD (Int. Cell) 

08 each in Range 

NGR/DPR/BBSR/RCH/ 

HYD/JDPR/PTN 

04 in Range MZR 

HC/GD (Int. Cell) 

04 each in 

JDPR/HYD/NGR/MZR/ 

PTN/DPR/RCH/BBSR/S

BPR 

 04 post from above 

Ranges (except-

MZR) abolished  

 04 post created in 

SBPR 

Constable  CT/GD 

08 each in range 

Total = 304 

CT/GD 

No change 

 

08 post created in 

newly raised range 

RAF-III, Dehradun  

CT/GD (Vig. Cell) 

01 in each  Range 

(except Range-RAF-

I&II/Signal) 

 

CT/GD (Vig. Cell) 

No change  

 

01 post created in 

newly raised range 

RAF-III, Dehradun 



CT/GD (Int. Cell) 

06 each in Range 

NGR/DPR/BBSR/RCH/ 

HYD/JDPR/PTN/MZR  

 

CT/GD (Int. Cell) 

03 each in Range NGR/ 

DPR/ 

BBSR/RCH/HYD/JDPR/

PTN/MZR 

03 Post abolished in 

each above ranges 

and 03 post created in 

R/SBPR 

 

4.1 DUTIES ASSIGNED: 

SL No. Rank Authorize DUTIES 

1 Inspector  01  INSP/INT.(Range Field Team) 

2 Sub-Inspector 02  SI/VIG.  

 SI/INT. (Range Field Team) 

3 Asstt. Sub-

Inspector 

01  ASI/ADJT. 

4 Head 

Constable 

05  HC/GD (Int.) (Range Field Team)-04 

 HC/GD (Vig.) (Range Vig. Cell)-01 

5 Constable  12  CT/GD (OFFICE RUNNER)-02 

 CT/GD (CONTROL ROOM)-02 

 CT/GD (ESCORT/ADM DUTY)-02 

 CT/GD (SUPPORT STAFF)-02 

 CT/GD (STOREMEN) 

 CT/GD (LO/DR) 

 

4.2 Duties of Inspector/GD (Int.) (Range Field Team) 

 He will perform the duties of Insp/GD Intelligence cell. 

 He will work under DC (Int) of Range field team. 

 He will assist to DC (Int) to collect the intelligence information in accordance with 

role and task of CRPF set up. 

 He will compile all the Data relating to the Militants/insurgents/maoist 

terroristss/Militants/Insurgents/anti-national elements, their movements, weaponry, 

training, campus, communication system etc. 

 He will pass all actionable information, on priority to DC (Int) for further necessary 

action. 

 He will assist DC (Int) during his briefings to senior visiting officers. 

 He will make appropriate visits to the field locations, as frequently as possible. 

 He will ensure to submit all reports and returns pertaining to Int cell timely. 

 In addition to the above, he will perform any other intelligence related special tasks 

assigned to him by his superiors. 

4.3 Duties of Sub-Inspector (Range Vigilance Cell) 

 He will work under the direct control of Range DIG. 

 He will be the team in charge of Range Vigilance Cell 



 He will liaise with local police/civil authorities and be in touch with civilian public to 

collect information pertaining to vigilance angle and report to range DIG on any 

serious matter pertaining to corruption or malpractices is observed. 

 He alongwith his team will visit recruitment centres and gather information from 

civilians/from other sources about the recruitment and report about irregularities if 

any to Range DIG. 

 He alongwith his team will visit to Range Units /GC periodically to gather 

information from the unit personnel about the functioning of Unit administration, 

quality of food etc. He will check food from Ors messes, and report about its quality 

to the DIGP. 

 He alongwith his team will accept complaints, if any, from personnel and enquire the 

allegations as per orders of the Range DIGP. 

 He will also visit field units as and when detailed to make discreet enquires and 

submit his report to DIGP for further action. 

 He will carry out vigilance enquires. 

 He will be responsible for maintenance and updating of vigilance records 

 He will ensure submission of reports to Sectors. 

 He will be responsible for briefing Range DIG on vigilance cases of range 

Units/GCs/signal units/Trg. institutions etc. 

 He will be responsible for checking of records of MT(Pol)/Messes/QM stores etc. of 

GC/Units/Trg. Institutions etc. 

 He will carry out vigilance enquires. 

 He will perform any other duties assigned to him by the Range DIGP. 

4.4 Duties of SI/GD(Int) (Range Field Team) 

 He will perform the duties of   SI/(Int) of RFT. 

 He will assist Inspector(Int) in performance of his duties and other duties assigned by 

him from time to time and on direction of DC(Int) 

 In addition, he will perform any other intelligence related special tasks assigned by 

the DC(Int) and Insp(Int). 

4.5 Assistant Sub-Inspector(Adjutant) 

 He will assist Staff Officer in maintaining discipline and proper turn out   of Adm 

Range personnel.  

 He will report immediately to Staff Officer at any time of the day or night on any 

serious breach of discipline or irregularity.  

 He will be responsible for work, conduct and morale of the personnel of Adm Range.  

 He will ensure meticulous compliance of orders by the Staff Officer  . 

 He will ensure that all other Rank punctually turn up at evening Roll Calls and the 

orders, if any, are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

control room duty etc  and arrange for their rotation from time to time, as order by  

Staff Officer. 

 He will personally maintain the Daily Parade Statement and will keep correct records 

of all arrivals. 



 He will ensure proper turn-out of men. 

 He will perform any other duty entrusted to him by his superiors.  

 

4.6 Duties of HC/GD (Range Vigilance Cell) 

 He will work under the direct control of Range DIG. 

 He will assist I/C vigilance cell to maintain liaison with local police/Civil authorities 

in connection with vigilance cases. 

 He will perform the duties of SI(Vig) in his absence. 

 He will gather information alongwith SI/GD(Vig) & CT/GD(Vig) from the place of 

recruitment/other sources/unit personnel about corruption or malpractices. 

 He alongwith his team will visit Range Units/GD for collecting information relating 

to various matters like grievances of the personnel/about the 

functioning/administration of unit or malpractices, if any, in procurement procedures. 

 He will also visit field units along with SI/GD(Vig) , CT/GD(Vig) and make inquires 

and submit report to SI/GD(Vig)/Range DIGP confidentially. 

 He will personally maintain all vigilance related records. 

 He will assist SI/GD(Vig) in checking of records of MT(Pol)/Messes/QM stores etc. 

of GC/Units/Trg. institutions etc. 

 He will assist SI(Vig) in carrying out vigilance enquires. 

 He will perform any other duties assigned by the Range DIGP. 

4.7 Duties of HC/GD(Int.) (Range Field Team) 

 He will perform the duties of HC/GD(Int) of RFT 

 He will assist Insp(Int) and SI(Int) in performance of his duties. 

 He will perform any other intelligence related special tasks assigned to him by his 

superiors. 

4.8 Duties of  CT/GD (office runner) 

 He will open the office rooms at morning parade time and supervise the sweeping 

out. 

 He will keep all the Officers table neat and tidy. 

 He will be responsible for all articles of stationery etc on Officers table. 

 He will watch for and report the entry of any unauthorized person into the Office to 

his superiors. 

 He will lock office main door after seeing all other doors secured when the staff have 

left and will keep the keys in the control room/handed over to the Head Clerk 

concerned. 

 The permanent office runner is excused all duties except such parades as are 

compulsory for employed personnel and attendants. 

 The office runner will be of good character. 

 He will perform any other duty entrusted to him by his superiors. 

4.9 Duties of CT/GD (Control Room) 



 The telephone attendant wherever detailed will be responsible for attending all the 

telephone call during day and night. 

 He will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of a 

Gazetted Officer with the least possible delay. 

 He will ensure that the telephone is not mis-handled. 

 He will ensure that no unauthorized person use the telephone. 

 He will ensure proper upkeep and maintenance of equipment installed in Control 

Room. 

 He will be excused from PT/Parade and other duties.  

 He will perform any other duty entrusted to him by his superiors.  

 

4.10 Duties of CT/GD (Escort/Adm duty/Support Staff) 

 He will perform his duties under the direct orders of the Staff Officer. 

 He will perform duties of escort or other support staff as per the requirement. 

 His dress, turnout and drill will be smart. 

 He will not consume any liquor after having been detailed for duty and while on 

Guard duty. 

 He shall maintain best discipline. 

 He shall promptly obey all the orders of the Staff Officer. 

 He will perform any other duty entrusted to him by his superiors.  

4.11 Duties of CT/GD(Storeman) 

 He will responsible to maintenance of the respective stores. 

 He will go through with the Store instructions. 

 He should have good knowledge about the preservatives. 

 Any damage notice by him to the Stores will be promptly reported to Staff Officer. 

 He will arrange articles in the store as directed by the Staff Officer  and will 

responsible for the cleanliness of the store. 

 He will be responsible for correct accounting of stores on his charge and maintenance 

of relevant records. 

 He will also ensure against losses/damages/shortages of stores under his charge. 

 All stores will be in his personal custody and keys kept by him. 

 Timely action for condemnation of disposal of stores will be taken by him. 

 He will maintain proper records of all the samples and will keep such samples till 

their disposal is ordered. 

 He will  maintain all registers pertains to stores. 

 He will perform any other duty entrusted to him by his superiors.  

 

4.12 Duties of CT/GD (LO/DR) 

 He will work under the control of the ASI(Adjt)/Staff Officer 

 He will liaise with local police/civil authorities and be in touch with civilian public 



 He will do any kind of works related with office. 

 He will do other works/tasks given by Range Personnel/Officers as per their 

requirement. 

 He will liaise with Airport/Railway authority for booking ticket in r/o of Range 

Personnel/officers. 

 He will carry out any other duty assigned to him by his superiors. 

 

4.13 Duties of CT/GD (Int.) (Range Field Team)  

 He will perform the duties of CT/GD (Int) of RFT as per Int Manual. 

 He will assist Insp(Int) and SI(Int) of RFT in performance of their duties. 

 He will perform any other intelligence related special tasks assigned to him by his 

superiors. 

4.14 Duties of CT/GD(Vig)  

 He will work under the control of Range DIGP/SI(Vig). 

 He will assist SI(Vig) & HC(Vig) to maintain liaison with local Police/Civil 

authorities in connection with vigilance cases.  

 He will gather information alongwith SI(Vig) and HC(Vig) from the place of 

recruitment/other sources /Unit Personnel. 

 He alongwith his team will visit Range Units/GCs for collecting information relating 

to various matters like grievances of the personnel /about the function/administration 

of unit or malpractices, if any.  

 He will talk to concerned personnel and assist SI(Vig) in carrying out discreet 

enquiries.  

 He will assist the SIG(Vig) in checking of records of MT(Pol)/Messes/QM Stores etc 

of GC/Units/Trg. Institutions alongwith Vigilance team.  

 He will carry out vigilance enquiries with vigilance team.  

 He will assist SI(Vig) & HC(Vig) in maintenance and updating of vigilance records.  

 He will perform any other duties assigned by the Range DIGP/Team I/C. 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 

 

  



APPENDIX-E 

5. GROUP CENTRE 

SL 

No.  

Rank Pre-cadre strength 

(Total=43 GCs) 

Post-cadre strength 

(Total=43 GCs) 

Remarks 

1 Inspector  03 in each GC 

(except GC-

SLR/HYD/AVD/GWL/NMH 

= 02 Insp./GD are authorized)  

03 No change 

2 Sub-

Inspector 

SI/GD- 12 in each GC 
 

SI/GD (Security Pln)- 01 in 

each GC (except-GC 

HNGR/RAR) 

12 No change 

3 Asstt. 

Sub-

Inspector 

ASI/GD-15 in each GC 25 in each GC  10 post increased 

in each GC 

(Upgraded from 

HC) 

4 Head 

Constable 

35 49 

 

10 post of HC 

upgraded as ASI 

and 24 CT 

upgraded as HC 

5 Constable  CT/GD-192 in each GC 

 

CT/GD-168 in each 

GC  

24 post abolished 

in each GC 

CT/GD (Security pln)- 30 in 

each GC 

CT/GD: 30 in each 

GC  

No change 

 

5.1 DUTIES ASSIGNED: 

SL No. Rank Authorize DUTIES 

1 Inspector  03  INSP. (HQr Coy) 

 INSP. (Adm Coy) 

 INSP (TRG) 

2 Sub-Inspector 13  Sub-Inspector Adjutant(Adm) 

 Sub-Inspector Adjutant(Training) 

 Sub-Inspector (Liaison officer) 

 Sub-Inspector (Tear Smoke) 

 Sub-Inspector (Garrison) 

 Sub-Inspector (QM-Clothing) 

 Sub-Inspector (QM-Equipment, stores & 

Barrack furniture) 

 Sub-Inspector (QM-Arms, Ammunition and 

other ordnance stores) 

 Sub-Inspector (Building) 

 Sub-Inspector (Manager-Co-operative Shop ) 

 Sub-Inspector (Manager-Gas Agency ) 

 Sub-Inspector (Manager-Wet & Dry Canteen )  

 Sub-Inspector (Security Platoon ) 



3 Asstt. Sub-

Inspector 

25 

 

 ASI(Adjutant)-02 

 ASI(Canteen)-02 

 ASI(Education )-01 

 ASI (Coy Writer)-02 

 ASI (Line & Hygiene)-02 

 ASI (Hospital) -01 

 ASI(GO’s Mess)-01 

 ASI(QM-CQM)-02 

 ASI(QM-BQM)-01 

 ASI(Instructor-WT/PT)-02 

 ASI(Garrison/Tear Smoke)-06 

4 Head 

Constable 

49 

(excluding 

6 HC in 

security 

pln) 

 HC(Security Platoon)-06 

 HC(Canteen-Wet/Dry/Co-operative)-05 

 HC(Storeman)-08 

 HC(Kote)-02 

 HC(Training)-03 

 HC(Line & Hygiene)-06 

 HC(Gas Agency)- 01 

 HC(Tear Smoke & Garrison )-20 

 HC(Education)-01 

 HC(BHM)-01 

 HC(Mess NCO- SOs/Ors)-02 

5 Constable  198  CT/GD (Security Platoon) 

 CT/GD  for GO’s/SO’s &Or’s Mess 

 CT/Office runner 

 CT (Buddy) 

 CT/Telephone attendant in control room 

 CT/Regimental Police 

 CT(Gas Godown) 

 CT/GD (Sentry) 

 

5.2 Duties of Inspector (HQ Coy) 

 He will be the Second-in-Command of the HQ Coy and will perform the duties of the 

coy Commander (HQ Coy) in the absence of regular incumbent . 

 He will assist the Coy Commander in the maintenance of discipline and general 

administration of the Coy 

 He will supervise the working of the QM ASI of HQ Coy and ensure proper 

documentation   and maintenance of records. 

 He will supervise the duties of coy SI(Adjt)/ASI(Adjt) and ensure fair distribution of  

duties amongst coy personnel. 

 He will supervise  the running of HQ coy Mess and ensure recovery of mess dues in 

time and report to the Coy Commander about any genuine grievance of the men on 

account of messing or the mess accounts 

 He must know thoroughly, both on and off parade, all the SOs, UOs and men of his 

coy, take real interest in his well being  and bring to notice of the Coy Comdr 

 He will put up Orderly Room cases before the Coy Comdr for disposal 



 He must be fully acquainted with the general tone of the Coy and bring promptly to 

the Coy Comdr’s notice any matter which may be affecting the discipline or morale of 

the Coy. 

 He must invariably be an example in smartness both on and off parade and ensure that 

Coy Commander’s and his own orders are carried out promptly and efficiently by all 

ranks subordinate to him. 

 He will carry out any other duty assigned to him by his superiors. 

5.3 Duties of Inspector (Adm Coy ) : 

 He will be the Second-in-Command of the Adm Coy and will perform the duties of 

the coy Commander (Adm Coy) in the absence of regular incumbent 

 He will assist the Coy Commander in the maintenance of discipline  

 and general administration of the Coy 

 He will be incharge of  the Co-Operative Shop and any other Regimental institution 

entrusted to his charge. 

 He will supervise the duty and functions of Sub-Inspector (Adjutant) 

 He will supervise  the running of HQ coy Mess and ensure recovery of mess dues in 

time and report to the Coy Commander about any genuine grievance of the men on 

account of messing or the mess accounts 

 He will be also incharge of the canteen and any other Regimental Institution entrusted 

to his charge. 

 He will supervise the duty and functions of Sub-Inspector(Adjutant). 

 He will carry out any other duty assigned to him by his superiors. 

5.4 Duties of Inspector(Training) 

 He will assist the Coy Commander(Adm) in conducting  training of GC personnel and 

organizing various non technical cadre courses conducted in  GC 

 He will ensure that all personnel in the GC  complete the Annual Range Classification 

Firing before the close of each year and maintain necessary records for the same. 

 He will personally supervise the Education Classes and ensure that the men are duly 

prepared for appearing in various Departmental Examinations held from time to time. 

 He will ensure that all ranks in the GC are put through the PE and JD Tests before the 

close  of each year and maintain necessary records for the same 

 He will  ensure that games are played by all the ranks of the GC regularly and will be 

responsible for the maintenance of playgrounds and availability  of sports gear 

 He will be responsible for organizing recreational activities for the personnel of the 

GC and shall arrange supply of Newspapers, Periodicals and Equipments for Indoor 

Games. 

 He will supervise the duty and functions of Sub-Inspector(Trg). 

 He will carry out any other duty assigned to him by his superiors. 

5.5 Duties of Sub-Inspector Adjutant (Adm) 

 Senior most SI/GD will functioning under supervision control of DC(Adm). 



 He will assist the Coy Commander(HQ) in maintaining  discipline and proper turnout 

of personnel of the GC 

 He will ensure that all guards and escorts and other parties detailed by the GC are 

correctly dressed, properly briefed and understand their duties before leaving HQ.  

 He will report immediately to the CC(HQ) and SM at any time of the day or night  on 

any serious breach of discipline or irregularity. 

 He will ensure that punishment awarded are correctly carried out by the defaulters.  

 He will attend guard mounting thrice a week 

 He will ensure that the following registers are correctly maintained at the Quarter 

Guard:- 

1. Inspecting Officer Register 2. Sentry Duty Roster 3. Defaulters Register 4. 

Prisoners Fatigue register 5. Prisoners Kit Register. 6. Handing/Taking over 

Register 7. Emergency Vehicle Register 8. Kote opening and closing register. 

 He will ensure that the following order are displayed at the Quarter Guard and are 

strictly complied with:- 

i. Duties of the Guard Commander and Sentries. 

ii. Orders for the defaulters 

iii. Orders for the prisoners 

iv. Fire Alarm Orders 

v. General Alarm Orders 

vi. Security Orders 

vii. Weekly Force orders 

viii. Camp standing orders 

ix. Golden Rules and Traditions of CRPF. 

 He will work as Platoon Commander of the Adm Platoon of the GC and will be 

responsible to the CC(Adm) for the discipline, efficiency and morale of the personnel 

of Adm Platoon. 

 He will carry out any other duty assigned to him by his superiors. 

5.6 Duties of Sub-Inspector Adjutant(Training) 

 He will assist the AC(Adm) in maintaining  high standard of efficiency in drill and 

turnout. 

 He will maintain the Test and Examination Register. 

 He will assist the Inspector(Trg) in maintenance of discipline, turnout and well being 

of the personnel of Trg. Platoon. 

 He will prepare Weekly Training Programme as per approved syllabus and will be 

responsible for its implementation. 

 He will prepare Weekly Progress Report on trainees and submit it to the AC(Adm) 

through Inspector (Training ). 

 He will ensure proper maintenance of Training stores. 

 He will be responsible for the management of the Training Platoon Mess or any other 

Mess entrusted to him and will ensure correct maintenance of the Mess accounts. 



 He Will carry out any other duty assigned to him by his superiors. 

5.7 Duties of Sub-Inspector (Liaison Officer) 

 He will work under the general control of the Coy Commander (Adm/Building ) for 

liaison duties 

 He will assist the Coy Comdr(Adm/Building) in maintenance of buildings, allotment 

of family quarters, keep records pertaining to buildings and supervise the cleanliness 

of the camp area. 

 He will maintain liaison with the local Police and other Civil Authorities. 

 He will conduct Law Classes for the personnel of the Group Centre and the trainees of 

various Cadres and Courses. 

 He will assist in prosecution of cases under the CRPF Act before the Commandant of 

the GC and any other Court 

 He will  carry out any other duty assigned by his superiors 

5.8 Duties of Sub-Inspector (Tear Smoke) 

 He will command the Tear Smoke Platoon and will be responsible for the discipline, 

efficiency and training of Tear Smoke Platoon personnel. 

 He will ensure proper upkeep and safe custody of all Tear Smoke Equipments and 

munitions on charge, keep the keys of the store room with him and maintain up-to 

date record of the Tear smoke Stores 

 He will be responsible for the regular training of the personnel of the Tear Smoke 

Platoon and will impart training in Tear Smoke to the trainees of various Cadres and 

Courses in the GC. 

 He will be responsible for the efficient and effective performance of duty by the Tear 

Smoke personnel sent on Detachment duty. 

 He will  carry out any other duty assigned to him by his superiors. 

5.9 Duties of Sub-Inspector (Garrison) 

 He will be In charge of the Garrison Platoon and its Platoon Commander and will be 

responsible for the discipline, efficiency, training and administration of the Garrison 

Platoon 

 He will carry out surprise checks of Guards and Piquet’s at frequent intervals. 

 He will carry out any other duty assigned to him by his superiors. 

5.10 Duties of Sub-Inspector (QM-Clothing) 

 He will function under supervision and control of DC(Stores) and will be responsible 

for all matters pertaining  to clothing  items and stores. 

 He will keep correct accounting of clothing stores and maintain all relevant records 

 He will put up data required for consolidation of Indents, Reports and Returns to DC 

(Stores). 

 Receipt and issue of clothing stores to GC  and attached Bns will be done by him 



 Consolidation of demands of the clothing items received from attached Bns and the 

GC is his responsibility 

 He will ensure that after the transaction, stores are properly secured . the keys of the 

stores will be personally  kept by him 

 He will be responsible for the care and preservation of stores of stores and to ensure 

against losses, damages, shortages of the stores, in his custody. 

 He will deposit kits of the discharged personnel of the attached Bns reporting to GC. 

 He is responsible  to issue clothing items and on payment and maintain corrected 

records 

 He will put up papers for condemnation and disposal of stores. 

 He will maintain proper records of all the samples and will keep such samples till 

their disposal as ordered 

 He will  maintain all registers pertains to Quarter master Clothing. 

 He will carry out any other duty assigned to him by his superiors. 

 

5.11 Duties of  Sub-Inspector (QM-Equipment, Stores & Barrack furniture) 

 He will also function under the supervision and control of DC (Stores) and will assist 

him in all matters pertaining to stores, equipment, barrack furniture etc., equipment, 

barrack furniture etc 

 He will assist DC(Stores) in preparation of Indents, Reports and Returns. 

 He will be responsible for correct accounting of stores on his charge and maintenance 

of relevant records. 

 He will be responsible for proper care ad preservation of stores 

 He will also ensure against losses/damages/shortages of stores under his charge. 

 All stores will be in his personal custody and keys kept by him. 

 Timely action for condemnation of disposal of stores will be taken by him.  

 He will maintain proper records of all the samples and will keep such samples till 

their disposal as ordered. 

 He will  maintain all registers pertains to Quarter master Stores. 

 He will carry out any other duty assigned to him by his superiors. 

5.12 Duties of Sub-Inspector (QM-Arms, Ammunition and other Ordnance stores) 

 He will work under the supervision and control of DC(Stores). 

 He will prepare details for consolidation of Indents Reports and Returns in respect of 

Arms, Ammn, Tear Smoke Munition and other Ordinance stores 

 He will keep correct accounting of stores and maintain all connected documents. 

 He will ensure correct receipt and issue of all Ordnance stores to duty Bns and the GC 

as per the demand 

 He will ensure proper care and preservation of stores 

 He will be responsible for losses/damages/shortages, etc in the stores. 



 He will be incharge of the QM’s Armoury and will be responsible for all stores held 

therein except Pistols. He will lock and seal the Armoury at close of work and deposit 

the key in the inner box of the “Armoury Key box” kept at the Quarter Guard. He will 

personally keep the key of the inner box. 

 He will maintain all registers pertaining to Quarter Master Sub-Inspector (Arms, 

Ammunition and other Ordnance stores). 

 He will carry out any other duty assigned to him by his superiors. 

5.13 Duties of Sub-Inspector (Buildings) 

 Sub Inspector may be utilized  on the other miscellaneous duties which would be 

clearly detailed by the DIGP, Group Centre in a Unit Standing Order. He will  ensure 

proper maintenance of all residential buildings and non residential  buildings keeping 

proper liaison with the CPWD authorities. 

 He will carry out any other duty assigned to him by his superiors. 

5.14 Duties of Sub Inspector(Co-operative shop Manager)  

 He will be responsible for the General supervision of all transactions and to arrange 

supply of all goods locally or otherwise on reasonable price. He will also be 

responsible to see that Co-operative shop in Charge deposits sale proceeds and 

coupon on the following working day in the Treasury Chest and would see that no 

such amount is detained without sufficient cause. 

 He will immediately report any deficiency or irregularities on the part of the 

Subordinates to the Chairman/Vice Chairman as soon as such deficiency/irregularity 

comes to his notice.  

 He will bring to the notice of Chairman/Vice Chairman about  articles lying unsold 

for more than six months and obtain his orders regarding their disposal. 

 He will heck the register and stock regularly and will sign the registers in token of 

having done so . 

 He will obtain sanction of the Chairman/Vice Chairman for purchase in the sanction 

book. 

 He will summon the Line Committee to check and inspect the fresh purchases and put 

up the Line Committee Report before the Chairman or Vice Chairman for approval. 

No freshly purchased item/store will be sold before approval of the Line Committee 

Report by the Competent authority.  

 His duties as Buying Officer will cease after handing over commodities to the Head 

Constable of the Shop. 

 He will ensure through all concerned that there is no sale on credit from the Co-

operative shop.  

 He will carry out any other duty assigned to him by his Superiors. 

 

5.15 Duties  of Sub Inspector (Manager- Gas Agency)  

 He will be responsible for General supervision of all the  transactions and arranging 

timely receipt of Gas Cylinders supply. 



 He will maintain close liaison with  Gas Authorities and ensure timely release of Gas 

connections to CRPF Gas Agency. 

 He will ensure that Gas Agency under Officer deposits sale Gas, coupons on the 

following working day in the Regimental  Treasury Chest.  

 He will summon the Line Committee to check the stock items received from the Gas 

authorities/local market and put proceedings for approval of the Chairman  

 He will bring to the notice of Chairman/Vice Chairman about  the articles lying 

unsold for more than 6 months and obtain his/her order regarding their disposal. 

 He will report all cases of damage of dead stock items to the Chairman. 

 He will  ensure proper  maintenance of all Registers of Gas Agency. 

 He will check responsible for proper  sales upkeep of following records and also 

ensure that al safety precautions of Gas Godwan are followed strictly. 

a) LCR Register 

b) Approval Register. 

c) Sanction Book 

d) Stock Register. 

e) Cash Book 

 He will be responsible for regular and proper upkeep of Cash Book, payment register 

prepared bills and under take all correspondences connected with the affairs and 

activities of the Gas Agency.  

 He will prepared Balance Sheet every month and put up before the Chairman/Vice-

Chairman before 7th of following month. 

 He will receive the cash from his subordinate  daily, prepare deposit Cheques and put 

up for signature of the Chairman/Vice-Chairman.  

 He will maintain the all register relating to the Gas Agency. 

 He will carry out any other duty assigned to him by his Superiors. 

 

5.16 Duties of Sub Inspector  ( Manager -Wet & Dry Canteen)  

 He is responsible for general supervision of all transactions and to arrange the supply 

of all goods locally or otherwise on reasonable price. 

 He will also be responsible to see that Canteen in charge(ASI/Canteen) deposited sale 

cash and coupons on the following working in the Treasury Chest and would see that 

no such amount is detained without sufficient cause. 

 He will bring to the Line Committee to check and inspect the fresh purchases and put 

them up before the Vice-Chairman or Chairman. 

 He will report all cases to damage to dead stock or items of sale to the Vice-

Chairman. 

 He will check the registers once a month and the stock quarterly and will sign the 

registers in token of having done so. He will immediately inform the chairman/Vice-

Chairman of any discrepancies discovered by him. 

 He will also be responsible for running of the Wet Canteen.  

 He will maintain separate sanction books for Dry and Wet Canteen and obtain 

sanction in those books from the Vice-Chairman before any purchase is made. 

 He will carry out any other duty assigned to him by his Superiors. 

 



5.17 Duties of Sub Inspector  ( Security Platoon) 

 He will be responsible for overall camp security. 

 He will be responsible for detailment of guard at entry / exit gate of campus. 

 He will work under the close supervision of the DC(Adm)/Officer In-charge/SM. 

 He will be responsible for checking of security lights, Cameras etc and will give 

report to the concerned in-charge for its upkeep and timely repair / replacements. 

 He will perform the duties with QAT for the security of the campus. 

 He will be responsible for the regular checking for security platoon. 

 He will be responsible for the efficient and effective performance of duty by the 

security platoon.   

 He will perform any other duty entrusted to him by his superiors 

 

5.18 Assistant Sub-Inspector(Adjutant/Hqr Coy) 

 He will  assist SI(Adjutant)  in maintaining discipline  and  proper turn out of GC 

personnel.  

 During the absence of regular incumbent, he will perform role of SI(Adjutant) in GC.  

 He will  report immediately to SI/Adj, SM & DC(Adm)/AC(HQ/Adm) at any time of 

the day or night on any serious breach of discipline or irregularity.  

 He will also attend guard mounting.  

 He will  work  as 2-I/C to Platoon commander of the Adm Platoon of the GC  and will 

be responsible for  work, conduct and morale of the personnel of respective Coy.  

 He will ensure meticulous compliance of orders by the SI(Adj)  and men of the GC. 

 He will supervise distribution of duties made by his subordinate of respective Coy. 

 He will ensure that all other Rank punctually turn up at evening Roll Calls and that 

Unit Orders are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

regimental Police etc. and arrange for their rotation from time to time, as order by  his 

immediate senior. 

 He will personally maintain the Daily Parade Statement of the GC and will keep 

correct records of all arrivals. 

 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will perform any other duty entrusted to him by his superiors.   

 

 

5.19 ASI/ADJUTANT (Adm Coy):-  

 The ASI/ADJT is responsible to his Coy. Commander for the training and discipline 

of the Coy Personnel in GC. 

 He will ensure compliance of orders by all Under Officers and men of his Coy. 

 He will personally maintain the Daily Parade Statement in the prescribed Form and 

put up the same before the Coy. Comdr. for scrutiny. 



 He will detail working parties according to the requisition received through Coy 

Commander and ensure their relief according to the time schedule given. 

 He will maintain an up-to date strength statement of his Coy and keep record of all 

arrivals and departures, sick, leave etc in his Coy. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishments in the Orderly Room. 

 He will carry out any other duty assigned to him his superior.  

 

5.20Assistant Sub-Inspector (Dry Canteen) 

 He is responsible for all articles of charge of the Canteen according to the Stock and 

Dead Stock Register. 

 He will regularly maintain the Stock Register, Daily Sale Register(Pucca and Kuccha) 

Credit Sale Ledger, Dead Stock Register, the Daily Sale Register (Pucca) and General 

Stock Register shall be completed daily from the Daily Sale Register(Kuccha) and 

Daily Sale Register(Pucca).  

 He is responsible for all retail business transactions and for the correct deposit of 

money against sales  which should be entered n the stock and sale registers daily.  

 It will be his duty to bring to the notice of the Manager  about articles lying unsold  

for more than six months.  

 He will inform the Manager as soon as any article is damaged or rendered 

unserviceable  or unfit for sale. 

 He will invariable deposit the cash obtained from daily sales in the Treasury Chest of 

the next working day. 

 He will be responsible  for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty entrusted to him by his superiors.  

5.21ASI/GD (Wet Canteen) 

 He is responsible for selling of all items as per prescribed rate.  

 He will ensure that all kind of payment are being made through POS/Cheque.  No cash 

payment will be made at any cost. 

 He will ensure that items are prepared as per standard fixed by rate fixation committee. 

 He will responsible for generating daily POS settlement and transaction statement and put 

up to Manager on daily basis. 

 He will ensure that  no daily cooked items lying unsold  and bring in  notice of Manager if 

such thing happen for further disposal. 

 He will report all cases of damage to dead stocks or items of sale to the Manager 

immediately. 

 He will immediately inform the Manager about any discrepancies  discovered by him.  

 He will ensure proper operation/maintenance of POS Machine. 

 He is responsible for all articles on charge of the Canteen according to  the stock and dead 

stock registers. 

 He will be responsible for cleanliness of the Canteen. 

 He will ensure timely medical examination, personal hygiene like, nail  cutting, hair cut of 

staff. 

 He will be responsible for the rate list being updated and displayed at a  suitable place in 

the Canteen. 

 He will ensure quarterly medical examination of cook. 

 He will ensure that sufficient protective gears  for cook and apron is available for cook. 



 He will ensure periodical pest control. 

 He will assist Canteen Manager in obtaining food license and its renewal. 

 He will ensure functionality, operation of electric equipments like food warmer, 

refrigerator system etc. 

 

5.22 Assistant Sub-Inspector (Education) 

 He will work directly under the orders of the Inspector (Trg) & SI(Trg) in the GC. 

 He will conduct his classes regularly and punctually. 

 He will prepare notes and précis on the subject to be taught by him well in advance 

and put up the same to the Inspector(Trg)/SI(Trg) in the GC. 

 He will ensure that candidate earmarked for various Examinations attend his Classes 

regularly & punctually and maintain proper discipline and orderliness during the 

School hours. 

 He will conduct  Education Classes as per syllabus and according to the Weekly 

Programme approved by the DC(Adm) in the GC. 

 He will conduct weekly Test and maintain Progress Report of each candidate under 

the supervision of Inspector(Trg)/SI(Trg) in the GC. 

 He will ensure proper upkeep and safe custody of all education books, maps and other 

accessories issued to him for running Education Classes. 

 He will ensure that class Rooms are kept neat and tidy. 

 He will remain in working dress during School hours. 

 He will promptly report any absentees to the Inspector(Trg)/SI(Trg) in the GC. 

 He will conduct extra coaching classes for those who are found weak and ot making 

the expected progress. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

5.23 Duties of Assistant Sub-Inspector (Company Writers) 

 He will attend to all correspondence connected with coy and will be responsible for 

the correct maintenance of all the files / registers in coy. 

 He will be responsible for maintenance of correct data of coy personnel and for 

utilization during detailment of course/ approved list / promotion etc. 

 He will be responsible for proper maintenance/account for of Govt/Mess cash book 

and related documents. 

 He will responsible for all equipments and machinery available at Office.  

 He will maintain online/offline backups of all important Coy correspondence. 

 He will work under close supervision of Coy Commander. 

 He will carry out any other duty assigned to him by his superiors. 

 

 

5.24 Duties of Assistant Sub-Inspector (Lines & Hygiene) 

 He will work under the control of the Company commander in the GC.  

 He will be responsible for the security and general cleanliness of the entire CRPF 

Campus and pay special attention to Barracks, Cook Houses, Latrines, Parade 

Grounds, Family Lines etc., 



 He will maintain the Building Register, Building Inventory and Demage Memo Form 

and will keep them up-to-date at all times. 

 He will be responsible for ensuring occupation of family quarters by the allottees and 

will bring to the notice of the Coy Comdr(Building) in GC. the quarters falling vacant 

or any unauthorized occupation . For this purpose he will maintain a Register of 

Family quarters allotment and Waiting list of applications. 

 He will be responsible for regular inspection of all buildings and bring to the notice of 

Coy Comdr(Building) in the GC .of any damage or unauthorised construction. 

 He will supervise the working of the Tradesmen such as Safai Karmacharis engaged 

for sanitation duties and will be responsible for the correct and up-to-date- 

maintenance of C.N.Paid Staff Registers in the GC.  

 He will perform any other duty entrusted to him by his superiors.  

 

5.25 Duties of Assistant Sub-Inspector (Hospital)  

 He will work directly under the orders of the Coy Comdr (Adm) and carry out duties 

assigned to him from time to time. 

 He will collect sick personnel on parade and march them to the Group Centre 

Hospital for treatment by the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the Sick 

Report Register are taken to the Hospital for treatment. 

 He will sign the Sick Report Register in token of the fact that the medical treatment 

has been given to the sick personnel in the Hospital. 

 He will inform the Mess UOs for providing special diet to the outdoor patients 

according to the advice of the Doctor. 

 He will produce the Sick Report Register before the Coy Commander (Adm) daily on 

return from the Hospital for his perusal and further action, as necessary. 

 He  will  visit  the indoor patients in the Group Centre Hospital, Composite Hospital 

or Civil Hospital thrice a week and report any request to be made to the Coy Comdr. 

(Adm). 

 He will ensure prompt evacuation of serious and emergency cases from the Lines to 

the Group Centre Hospital against Special Sick Report prepared for treatment by the 

Doctor. 

 He will arrange to provide Medical Attendant under the orders of the Coy 

Comdr.(Adm) for indoor patients requiring such assistance and as recommended by 

the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously 

ill and staying in Family Lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He will perform any other duty entrusted to him by his superiors.  

 

5.26 Duties of Assistant Sub-Inspector( GO’s Mess)   

 He will supervise the entire mess staff and will be responsible for the efficient 

working of the mess staff. 



 He will be responsible the General cleanliness of all the rooms and of the plate, 

trophies, etc. 

 The Organizing of service from the Bar at guest night or any other function in the 

mess.  He  will detail the duties of Officers' buddy requisitioning for special 

occasions. 

 He will the custodian of all trophies, cutlery, Glass, Linen, Plate, etc., and for 

reporting of breakage and loss to the  Mess Secretary. 

 The Bar stock of Wines, Liquor etc., and for seeing that consumption thereof is duly 

entered by the Barman in prescribed wine stock book. 

 The safe custody of the keys of the safe and stock cupboard. 

 The maintenance of a supply of writing materials on the writing tables and vouchers 

for the supply of the same being signed by the  Mess Secretary. 

 He will responsible for prompt maintenance of   Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He will perform any other duty entrusted to him by his superiors. 

 

5.27 Duties of Assistant Sub-Inspector (QM-CQM) 

 The Coy Quarter Master ASI/GD is responsible to his Coy. Commander for the 

receipt, maintenance and issue of Arms, Ammunition, Equipment stores, Clothing and 

other necessities of the Coy. His is responsible to maintain the Arms History sheet of 

the Coy.  

 He will collect the Government clothing and equipment of all men leaving the Unit 

for any reasons, men in confinement and men admitted to hospital. 

 He will be responsible to his Coy Commander for the general  cleanliness of his Store 

areas. 

 He will ensure correct maintenance of records pertaining to Coy Stores, Kit 

Inventories and account of expendable stores. 

 He will perform any other duty entrusted to him by his superiors. 

5.28 Duties of Assistant Sub-Inspector (QM-BQM) 

 He will work directly under the orders of the QM. 

 He will assist the QM in arranging from the  GC supplies of Clothing, arms, 

ammunition, Barrack Furniture, Tentage and other Government stores required  for 

the Battalion 

 He will assist the QM in making Local Purchase of articles required for immediate use 

in the Battalion after observing due formalities. 

 He will received and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 

 He will personally maintain all relevant Stock Legers and will ensure that the entries 

made are correct and up-to-date. 

 He will arrange verification of company records with corresponding records 

maintained in the Battalion HQr once in every year and any variation noticed should 

immediately be brought tot he notice of te QM for further action. 



 He will compare his ledger entries with corresponding entries  made in the ledgers of 

the Group Centre once a year and obtain the Verification Certificate from the Group 

Centre. 

 He will lay out all government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking 

and accounting by the said Board. 

 He will scrutinize all Deduction Memos received from various Coys for their 

correctness before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition for onward 

submission to Higher office. 

 He will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles. 

He will also obtain Certificate to that effect from the railway Authorities.  Thereafter 

he will arrange immediate inspection of the consignment by the Line Committee.  

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instruction. 

 He will ensure safe custody of all Government properties kept in the Store and will 

take appropriate  measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly arranged 

along with Bin Cards. 

 He will perform any other duty entrusted to him by his superiors. 

 

5.29 Duties of Assistant Sub-Inspector( Instructor-WT / PT)  

 He will work directly under the orders of the Sub-Inspector (Trg) in the GC. 

 He must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly 

 He will attend briefing classes regularly and will keep himself  fully acquainted with 

the latest training instructions. 

 He will ensure regular and punctual attendance of candidates earmarked for various 

Cadres and Courses. 

 He will ensure that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different subjects. 

 He will ensure that training aids required for conducting classes on different subjects 

are available and fully utilized. 

 He will ensure proper upkeep and maintenance of all training stores / pamphlets and 

will take suitable measures to prevent damage or their mishandling 

 He will conduct Training Classes according to the approved Syllabus and Training  

Programme. 

 He will assist the Sub-Inspector (Trg.) in the GC in preparing Weekly Progress 

Reports on the trainees attending various Cadres and Courses. 

 He will perform any other duty entrusted to him by his superiors. 

5.30 Duties of Assistant Sub-Inspector ( Tear Smoke)      



 He  will work under the control of the Sub-Inspector(Tear Smoke) and be responsible 

for the training discipline, efficiency and morale of the Section put under his charge, 

while in the GC as well as out-side the HQrs. 

 He  will be responsible for the safe custody of the Tear Smoke Equipments and 

Munitions committed to this charge. 

 He  will be perform instructional duties for conducting local Tear Smoke Courses and 

for imparting pre course training.  

 He  will obey and execute all legal orders of the Officers of other Units under whom 

he is attached for Law and Order duty. 

 He  will carry out any other duty assigned to him by his superiors. 

 

Note:-  One selected Tear Smoke ASI/GDwould be detailed by the Coy. Comdr 

(HQrs) to be responsible for the receipt, proper storage, maintenance and 

documentation of Tear Smoke Equipment and Munitions as well as for preparation of 

Weekly Programme for routine and refresher training of Tear Smoke personnel. 

5.31 Duties of Assistant Sub-Inspector( Garrison )  

 He will be the section commander of the Garrison Platoon. 

 He will work under the supervision of Garrison Platoon Commander. 

 He will be responsible for each and every task /security his section, and assignment of 

duties to the personnel posted in his section. 

 He will be responsible to perform all the duties assigned to him  by the Platoon 

commander. 

 He will be responsible to distribute the weapons to the personnel of his section 

according to his capability. 

 He will ensure to maintain the strength of his section and ensure to timely sanction of 

leave. 

 He will also note the grievances of personnel of his  section and bring to the notice of 

his seniors for further prompt action. 

 He will perform any other duty entrusted to him by his superiors. 

5.32 Duties of Head Constable ( Security Platoon )  

 He will be responsible for overall camp security. 

 He will be responsible for detailment of guard at entry / exit gate of campus 

 He will maintain records of visitor properly and will give in / out report to 

DC(Adm)/Officer In-charge/SM. 

 He will be responsible for checking of security lights, Cameras etc and will give 

report to the concerned in-charge for its upkeep and timely repair / replacements. 

 He will perform the duties with QAT for the security of the campus 

 He will work under the Section Comdr / Platoon Comdr 

 He will perform any other duty entrusted to him by his superiors.  

 



5.33Head Constable(Canteen) 

 He will arrange articles in the show room and store room as directed by the Canteen 

ASI  and will responsible for the cleanliness of the Canteen and well articles therein. 

 He will be responsible to affect sales of all items of food and drink maintained by the 

Wet Canteen against coupons only. 

 He will sell the Dry /wet canteen items against cash payments and will ensure that He  

is correctly accounted for. 

 In dealing with customers, he will maintain “Aye One” discipline and be polite. 

 He will obey all the orders of the Canteen in-charge. 

 He will have not private dealing with contractors or customers and will not issue or 

sell items to unauthorized persons. 

 He will bring to the notice of the Manager all such perishable articles which remain 

unsold for more than three day in wet canteen.  

 He is responsible for all articles on charge of the Canteen according to the stock and 

dead stock register.  

 It will be his duty to bring to the notice of the Manager all articles lying  unsold for 

more than three months in Dry Canteen  

 He will inform the Manager as soon as any articles is damaged or rendered un-

serviceable or un-fit for sale. 

 He will perform any other duty entrusted to him by his superiors.  

 

5.34Head Constable(Storeman) 

 He will assist the SI(QM)  in the maintenance of the respective stores. 

 He will go through with the Store instructions. 

 He should have good knowledge  about the preservatives. 

 Any damage notice by him to the Stores will be promptly reported to the Dy. 

Commandant/Company commander concerned through the respective ASI/QM or 

SI/QM 

 He will arrange articles in the store as directed by the ASI/QM  and will responsible 

for the cleanliness of the store. 

 He will obey all the orders of the Store in-charge. 

 He will perform any other duty entrusted to him by his superiors.  

 

5.35Head Constable(Kote) 

 The Kote UO will work directly under the Kote SO. He will be responsible  for the 

Government and Private Arms, ammunition as well as Government and Force 

Properties deposited in the Kote (except Pistols and such ammunition which will be 

under the custody of the Kote SO) 

 Any defect/damage to the Arms will promptly recorded and brought to the notice of 

the Kote SO and Armourer for remedial action. 

 He will ensure that the Arms of absentees are properly cleaned once a week. 



 He will strictly adhere to the procedure laid down for opening and closing of the Kote 

and ensure that the Kote Key is deposited in the Kote Keybox on completion of his 

duty in the Kote. 

 He will not issue or received any Arms, ammunition or other security items without 

being properly authorized to the do so. 

 He will ensure that proper entry is made in the issue/receipt and Signatures obtained 

before any Arm ammunition or other  security item is issued from or received for 

deposit in the Kote. 

 He will perform any other duty entrusted to him by his superiors. 

5.36Head Constable (Training) 

 He will work  directly under the orders of the Sub-Inspector Adjutant(Trg) in the GC. 

 He must set a personal example for punctuality, promptness to obey orders  and 

should turn out properly and smartly 

 He will attend briefing classes regularly and will keep himself fully acquainted with 

the latest training instructions. 

 He will ensure regular and punctual attendance of candidates earmarked for various  

Cadres and Courses. 

 He will ensure that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different subjects. 

 He will ensure that training aid required for conducting classes on different subjects  

are available and fully  utilized. 

 He will ensure  proper upkeep and maintenance of all training stores/pamphlets and 

will take suitable measures to prevent damage  or their mishandling. 

 He will conduct  Training classes according to the approved Syllabus and Training 

Programme. 

 He will perform any other duty entrusted to him by his superiors. 

5.37Head Constable(Line and Hygiene) 

 In partial super session of paragraph 1.13(xviii) of the Provisioning Manual, he will 

work under the control of the Quarter Master. He will be responsible for the general 

supervision and co-ordination of all security and hygienic measures under AC 

(Genl)and will carry out their instructions. He will work under the control of the ASI/( 

Line and Hygiene) in the GC.  

 He will keep a copy of the security standing orders and will instruct the regimental 

police personnel on security instructions once a week and ensure that all such security 

orders and instruction are fully understood and strictly enforced. 

 He will ensure that the check posts are manned within the hours prescribed. 

 He will ensure that regimental police section, when working outside lines, operate in 

pairs and not individually. 

 He will be responsible for the discipline, turn out and efficiency of the regimental 

police personnel. 

 He will be responsible for the security and general cleanliness of the entire CRPF 

Campus and pay special attention to Barracks, Cook Houses, Latrines, Parade 

Grounds, Family Lines etc., 



 He will maintain the Building Register, Building Inventory and Damage Memo Form 

and will keep them up-to-date at all times. 

 He will be responsible for ensuring occupation of family quarters by the allottee and 

will bring to the notice of the Coy Comdr(Building) in GC about the quarters falling 

vacant or any unauthorized occupation . For this purpose he will maintain a Register 

of Family quarters allotment and Waiting list of applications. 

 He will be responsible for regular inspection of all buildings and bring to the notice of 

Coy Comdr(Building) in the GC .of any damage or unauthorised construction. 

 He will supervise the working of the Tradesmen such as Safai Karmacharies engaged 

for sanitation duties and will be responsible for the correct and up-to-date- 

maintenance of C.N.Paid Staff Registers in the GC.  

 He will perform any other duty entrusted to him by this superiors. 

5.38 Duties of Head Constable (Gas Agency )   

 He will maintain all register relating to Gas Agency. 

 He will be responsible for all articles on stock of Gas Agency and in Dead Stock 

Register. 

 He will be responsible for all business transactions and for the correct deposit  of 

money against daily sales which should be entered daily in stock and sale registers. 

 He will inform the Manager about various articles damaged rendered U/S or unfit for 

sale. 

 He will invariable deposit the cash obtained from daily sales in regimental Treasury 

Chest on the next working day. 

 He will collect the cost of Cylinder issue of token /bill supply of cylinders by  

Ct(Godown) and maintain accounts sale register etc. 

 He will perform any other duty entrusted to him by his superiors. 

 

5.39 Duties of Head Constable (Tear Smoke & Garrison)   

 He  will work under the control of the Tear Smoke & Garrison Platoon and be 

responsible for the training discipline, efficiency and morale of the platoon put under 

his charge, while in the GC as well as out-side the HQrs. 

 He  will be responsible for the safe custody of the Tear Smoke Equipments and 

munitions committed to his charge. 

 He  will obey and execute all legal orders of the Officers of other Units under whom 

he is attached for Law and Order duty. 

 He will be responsible to perform all the duties assigned to him  by the Platoon 

commander. 

 He  will carry out any other duty assigned to him by his superiors. 

Note:-  One selected Tear Smoke ASI/GDwould be detailed by the Coy. Comdr (HQrs) to be 

responsible for the receipt, proper storage, maintenance and documentation of Tear Smoke 

Equipment and Munitions as well as for preparation of Weekly Programme for routine and 

refresher training of Tear Smoke personnel. 



 

5.40 Duties of Head Constable (Education) 

 He will work directly under the orders of the Inspector (Trg) in the GC. 

 He will conduct his classes regularly and punctually. 

 He will prepare notes and précis on the subjects to be taught by him well in advance 

and put up the same to the Inspector (Trg) in the GC. 

 He will ensure that candidates earmarked for various Examinations attend his Classes 

regularly punctually and maintain proper discipline and orderliness during the School 

hours. 

 He will conduct Education Classes as per syllabus and according to the Weekly 

Programme approved by the Dy. Commandant (Adm) in the GC. 

 He will conduct Weekly Test and maintain Progress Report of each candidate under 

the supervision of Inspector (Trg) in the GC. 

 He will ensure proper upkeep and safe custody of all education books, maps and other 

accessories issued to him for running Education Classes. 

 He will ensure that Class Rooms are kept neat and tidy. 

 He will remain in working dress during Class/Training hours 

 He will promptly report any absentees to the Inspector (Trg) in the GC/Sub-Inspector 

(Edn) in the Battalion for necessary action. 

 He will conduct extra coaching classes for those who are found weak and not making 

the expected progress. 

 He will take steps to carry out programme for teaching Hindi to the illiterate/semi-

illiterate men of the Unit under the supervision of Inspector (Trg) in the GC. 

 He will perform any other duty entrusted to him by his superiors. 

5.41 Duties of Head Constable (BHM) 

 By virtue of his appointment he takes precedence over other Head Constables at the 

Group Centre. 

 He is assistant to the Sub-Inspector Adjutant (Adm) in the Group Centre in all his 

duties and will be responsible for the discipline of the personnel posted in the Unit.

  

 He will ensure meticulous compliance of orders by the Under Officers and men of the 

GC. 

 He will supervise distribution of duties made by the Coy Havildar Major of HQ Coy 

in the case of personnel of HQ Coy. 

 He will ensure that all Other Ranks punctually turn up at evening Roll Calls and that 

Unit Orders are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

Regimental Police etc and arrange for their rotation from time to time, as ordered by 

the Dy. Commandant (Adm) in the Group Centre. 

 He will report cases of indiscipline promptly to the Subedar Major through the Sub-

Inspector Adjutant (Adm) in the Group Centre for necessary action. 

 He will personally maintain the Daily Parade Statement of the Unit and will keep 

correct record of all arrivals and departures. 



 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will perform any other duty entrusted to him by his superiors. 

 

 

5.42 Duties of Head Constable (Mess NCO- SOs/ORs) 

 He will supervise the entire mess staff and will be responsible for the efficient 

working of the mess staff. 

 He will be responsible the General cleanliness of all the rooms, mess, etc. 

 He will the custodian of all cutlery, Glass, Linen, Plate, etc., and for reporting of 

breakage and loss to the  Mess Secretary. 

 He will ensure that the safe custody of the keys of the safe and stock cupboard 

 The maintenance of a supply of writing materials on the writing tables and vouchers 

for the supply of the same being signed by the  Mess Secretary. 

 He will responsible for prompt maintenance of   Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He will be medically examined by the CRPF Medical Officer once a month. 

 He will maintain proper discipline. 

 He will perform any other duty entrusted to him by his superiors. 

 

5.43 Duties  of  CT/GD (Security Platoon):- 

 He will work under the close supervision of the SI(Security Platoon). 

 He will be responsible for Security where he deputes. 

 He will perform the duties with QAT for the security of the campus. 

 His dress and turnout shall be smart. 

 He will not consume any liquor after having been detailed for duty and while on duty. 

 He will maintain best discipline. 

 He will promptly obey all the orders of the platoon commander and bring all incidents 

to the notice of his Commander immediately. 

 He will be responsible for the efficient and effective performance of duty by the 

security platoon.   

 He will perform any other duty entrusted to him by his superiors. 

5.44 Duties of CT/GD  for GO’s/SO’s &Or’s Mess:- 

 He will work under the direct control of the mess commander of concerned mess. 

 He will maintain all kind of furniture/crockery etc neat and clean of the mess. 

 Any damage to the mess property will be promptly reported by him to the Mess 

Commander. 

 He will assist the mess Commander to maintain the mess record properly. 

 He will be medically examined by the CRPF Medical officer once a month. 



 Mess assistant detailed for GO’s Mess will ensure that all the rooms, kitchen, bath 

room etc are kept neat and clean. 

 Mess Ct for GO’s mess while on mess duty will wear white pant, shirt(full sleeves) 

inserted, PT shoes with socks and mufty camp during the night. During the day he 

will wear working dress with PT Shoes. 

 He will maintain proper discipline. 

 He will serve food to all Officer and to perform such other catering duties as ordered. 

 Detailed Mess Ct/GD  for any mess will perform any other duty entrusted to him by 

his superiors.  

 

5.45 Duties of Office runner duty :- 

 He will open the office rooms at morning parade time and supervise the sweeping out. 

 He will keep all the Officers table neat and tidy. 

 He will be responsible for all articles of stationery etc on Officers table. 

 He will watch for and report the entry of any unauthorized person into the Office to 

the Office Superintendent. 

 He will lock office main door after seeing all other doors secured when the staff have 

left and hand over the keys to the Head clerk concerned/Control Room. 

 The permanent office runner is excused all duties except such parades as are 

compulsory for employed personnel and attendants. 

 The office runner will be of good character. 

 He will perform any other duty entrusted to him by his superiors.  

 

5.46 Duties of Buddy :- 

 Under  the circumstances such as grave sickness,  domestic emergency etc., one 

Buddy will be detailed by the Coy Comdr (HQr) to attend  the particular case. This 

Buddy will be given to the officer on duty as a special on an application from him to 

the Commandant/DIGP. 

 Buddy should be of good character who are not ordinarily suitable for a desirous of 

becoming Under Officer. 

 Buddy when proceeding outside Lines or when on duty shall wear uniform or Force 

Mufti. 

 Buddy will attend parade  regularly. 

 Buddy are not to be employed on menial duties in households. 

 Buddy will be detailed by the SI(Adjt) . 

 No Constable who has worked as Buddy for a period of 2 years shall be retained as 

Buddy by anybody. He should be returned to the General Duties for a similar period 

before he can be re-employed as a Buddy again. 

 Gazetted Officers attending any Course in any CRPF/Other organisations, institutions 

can keep one buddy throughout the training and during to and fro journey . In case 

two or more officer are undergoing training at the same Institution, only one Buddy 

will be detailed for  two such officers. 

 He will perform any other duty entrusted to him by his superiors.  

 



 

5.47 Duties of Telephone attendant in control room  :- 

 

 The telephone attendant wherever detailed shall be responsible for attending all the 

telephone call during day and night. 

 He will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of a 

Gazetted Officer with the least possible delay. 

 He will ensure that the telephone is not mis-handled. 

 He will ensure that no unauthorized person use the telephone. 

 He will be excused from PT/Parade and other duties.  

 He will perform any other duty entrusted to him by his superiors.  

 

5.48 Duties of Regimental Police 

 He should have a keen sense of duty and efficient in intelligence work and be strict 

disciplinarians.  

 He will work under the orders of Assistant Commandant(Adm) /AC(Bldg)/Quarter 

Master.  

 To maintain order in the Lines 

 To prevent unauthorized persons and cattle entering the Lines and Family Quarters. 

 To check that force personnel leaving the line without proper pass/permission to 

outside campus. 

 To check violation of speed limits of vehicles in CRPF area. 

 To watch and ensure safeguarding of Government properties. 

 To prevent illicit distillation, possession of country liquor by GC. 

 He will perform any other duty entrusted to him by his superiors. 

5.49 Constable (Gas Godown)  

 He will be overall responsible for the Gas Godown. 

 He will be responsible for proper issue, receipt & proper maintenance of stock 

available in Godown as per token/bills issue by HC(Gas Agency/Ct(Sales Show 

Room). 

 He will maintain Mechanic register, Register& Defect Memo Register. 

 He will keep watch over the supply and inform manager Gas Agency as and when the 

stock position depletes below 20% of authorization for supply of Gas load.   

 He will received all complaints about defective cylinders connections and attend to 

defects on priority.  

 He will deposit the keys of Gas Godown in quarter Guard after the Day’s business is 

over.  

 He will perform any other duty entrusted to him by his superiors. 

 

5.50 Duties  of  CT/GD (Sentry):- 

 He will perform his duties under the direct orders of the Guard Commander. 

 During his tenure of duty he is responsible for the security in his beat.  The beat will 

be specified through the local Guard Orders by the Commandant/DIG 



 Throughout his tenure of duty he will exercise utmost vigilance. 

 He will challenge any person approaching his Post during night and will allow him to 

pass only after identifying the person. 

 On seeing  fire  or any untoward incident he shall turn the Guard out and inform the 

matter to the Guard Commander. 

 During day time he will pay compliments to the Officers passing through/visiting his 

Post according to their status. 

 He shall not allow any unauthorized person to approach the Guard Post either during 

day or night. 

 He will keep contact with the sentry of the nearest Guard. 

 His dress, turnout and drill shall be smart. 

 He will not consume any liquor after having been detailed for duty and while on 

Guard duty. 

 He will maintain best discipline. 

 He will promptly obey all the orders of the Guard Commander and bring all incidents 

to the notice of the Guard Commander immediately. 

 Between Retreat and Reveille the sentry will come to ‘Attention’ to pay compliments 

whenever any Officer who is entitled for compliments passes by the Sentry Post. 

 He will perform any other duty entrusted to him by his superiors.  

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

  



APPENDIX-F 

6. EXECUTIVE BATTALION : 

 

The Executive Battalion of CRPF (208 Male and 06 Mahila Bns) comprises of 7 Service 

Coys and 01 HQ/Coy. The Service coy consists of 3 platoon further divided into 3 Sections 

each i.e total 9 Sections. Hq Coy is sub-divided into 6 platoons. 

The comparative study of pre cadre strength, post cadre up gradation is as under: 

 

PRE CADRE REVIEW POST CADRE REVIEW 

STR OF 7 COY 945 STR OF 7 COY 938 

STR OF HQ COY 150 STR OF HQ COY 150 

STR OF M/STAFF 11 STR OF M/STAFF 11 

STR OF H/STAFF 04 STR OF H/STAFF 04 

STR OF SIG STAFF 38 STR OF SIG STAFF 38 

TOTAL 1148 TOTAL 1141 
 

 

HQ/COY :  

 

6.1 PLATOON NO- 01: ADM PLATOON  

 

A) STRENGTH 

 

PRE CADRE POST CADRE 

SI/GD 01 SI/GD 01 

ASI/GD NIL ASI/GD 04 

HC/GD 05 HC/GD 04 

LNK/CT/GD 12 CT/GD 09 

TOTAL  18 TOTAL 18 

 

B) DUTIES ASSIGNED 

 

PRE CADRE REVIEW 

DUTIES 

POST CADRE REVIEW 

DUTIES 

DUTIES ASSIGNED 

       SI (A)        SI (A) No change.  

Duties as already prescribed in 

Para 3.22 of GC Bn Officers 

Manual 

HC/GD (BHM) BN  ASI (ADJT) Upgraded;  

Duty mentioned below 

HC/GD (CHM) COY  ASI (ADJT) Upgraded; Duty mentioned 

below 

KOTE NCO HC/LNK KOTE NCO (HC/GD) No change;  

Duties as already prescribed in  



Para 4.26 of GC Bn Officers 

Manual 

MESS  NCO HC/LNK MESS NCO (HC/GD) No change;  

Duties as already prescribed in 

fund manual 

OFFICER MESS  HC/GD  OFFICER MESS 

(HC/GD) 

No change; Duties as already 

prescribed in para 13 of 

Chapter IX Fund Manual 

 COY WRITER (ASI) New inclusion;  

Duty mentioned below 

 UNIT CANTEEN (ASI) New inclusion;  

Mentioned below 

 UNIT CANTEEN 

(HC/GD) 

New inclusion;  

Duty mentioned below 

OFFICE RUNNER AND 

ADM DUTY (LNK/CT)                             

OFFICE RUNNER No change;  

Duties as already prescribed in 

Para- 5.13 of GC Bn Officers 

Manual 

SUPPORT STAFF AND 

RESERVE STAFF  

 Mess PC 

 Canteen salesman 

 Other Support staff 

 

6.2 PLATOON  NO 02. :  QM/TECHNICAL PLATOON  

 

A) Strength: 

 

PRE CADRE POST CADRE REMARKS 

ASI/GD 01 ASI/GD 02 01 POST CREATED 

ASI/ARMR NIL ASI/ARMR 01 01 POST CREATED 

HC/GD 01 HC/GD 02  POST CREATED 

HC/ARMR 02 HC/ARMR 01 01 POST ABOLISHED 

HC/FTR 02 HC/FTR 02 Cadre review under process 

HC/CPTR 01 HC/CPTR 01 

CT/ARMR 02 CT/ARMR 02 

CT/TLR 03 CT/TLR 03 

CT/MOCHI  02 CT/MOCHI 02 

CT/CPTR 02 CT/CPTR 02 

CT/GD 11 CT/GD 08 03 POSTS ABOLISHED 

TOTAL 27 TOTAL 26 04 ABOLISHED 03 CREATED 

 

 

 

 



B) DUTIES ASSIGNED: 

 

PRE CADRE POST CADRE DUTIES 

ASI/GD 01 ASI/GD 02  BQ(ASI) 
 ASI(Line and Hygiene) 

ASI/ARMR NIL ASI/ARMR 01  ASI/ARMR 

HC/GD 01 HC/GD 02  BQ STOREMAN 
 CQ STOREMAN 
 QMC (Now m/staff) 

HC/ARMR 02 HC/ARMR 01 No change, one upgraded 

HC/FTR 02 HC/FTR 02 No change; cadre review under 
process 

 

 

HC/CPTR 01 HC/CPTR 01 

CT/ARMR 02 CT/ARMR 02 

CT/TLR 03 CT/TLR 03 

CT/MOCHI  02 CT/MOCHI 02 

CT/CPTR 02 CT/CPTR 02 

CT/GD 11 CT/GD 08 Two storeman upgarded 

TOTAL 27 TOTAL 26  

 

6.3 PLATOON  NO- 03: EDUCATION PLATOON  
 

A) STRENGTH 

 

PRE CADRE POST CADRE 

SI/GD 01 SI/GD 01 

ASI/GD NIL ASI/GD 01 

HC/GD 01 HC/GD NIL 

LNK/CT/GD NIL CT/GD NIL 

TOTAL  02 TOTAL 02 

 

B) DUTIES ASSIGNED: 

 

PRE CADRE  POST CADRE DUTIES ASSIGNED 

L/O/ SI (A)  AND EDUCATION 

DUTY  

SI/GD  L/O,  SI (A)  AND 

EDUCATION DUTY   

No change; Duties as 

already prescribed in 

Para- 3.23 of GC Bn 

Officers Manual 

RECREATION ROOM NCO 

(HC/GD)   

RECREATION ROOM AND  

EDUCATION (ASI/GD)   

Upgraded as ASI 

Duty mentioned 

below 

TOTAL: 02 

 

 



6.4 PLATOON  NO- 04: TRANSPORT/WORKSHOP PLATOON  

 

A) STRENGTH 

 

PRE CADRE POST CADRE REMARKS 

SI/MT 01 SI/MT 01 No change 

SI/MM 01 SI/MM 01 

HC/DVR 20 HC/DVR 20 

HC /FTR 02 HC /FTR 02 

CT/FTR 06 CT/FTR 06 

CT/DVR 34 CT/DVR 34 

CT/PTR 01 CT/PTR 01 

TOTAL  65 TOTAL 65 

 

B) DUTIES  

 

Pre cadre Post cadre review Duties 

SI/MT SI/MT No change in rank. 

Duties as prescribed in 

GC Bn Officer Manual 

para 5.2 (Chapter V) 

SI/MM SI/MM 

HC/MT HC/MT 

HC/POL HC/POL 

HC/STORE HC/STORE 

OTHER DUTY HC/DVR - 17 OTHER DUTY HC/DVR - 17 

HC/FTR - 02 HC/FTR - 02 

CT/FTR - 06 CT/FTR - 06 

CT/DVR-34 CT/DVR-34 

CT/PTR-01 CT/PTR-01  

 

6.5 PLATOON  NO- 05:  TRANING PLATOON  

 

A) STRENGTH 

 

PRE CADRE POST CADRE REMARKS 

SI/GD 01 SI/GD 01  01 HC (Trg 

instructor) 

upgraded as 

ASI 

 Two CT PTI 

upgraded as 

HC PTI 

ASI/GD NIL ASI/GD 01 

HC/GD 06 HC/GD 07(including 02 PTI) 

LNK/CT/GD 04 CT/GD 02 

TOTAL  11 TOTAL 11 

B) DUTIES: 

 

 

PRE CADRE POST CADRE REVIEW DUTIES 

TRANING SO TRANING SO  Duties as prescribed in para 3.9 



(SI/GD) (SI/GD) of GC& Bn officers manual 

 Trg Instructor (ASI/GD) Upgraded; duty mentioned 

below 

Training Instructor 

HC/GD 

Training Instructor  

HC/GD 

Duties as prescribed in para 4.8 

of GC Bn Officers Manual 

P.T.I   

(LNK/CT) 

P.T.I   

(HC/CT) 

02 post upgraded but will 

performDuties as prescribed in 

para 4.8 of GC Bn Officer 

Manual 

TOTAL : 11 

 

6.6 PLATOON  NO- 06 : GARISION PLATOON  

 

A) STRENGTH 

 

PRE CADRE POST CADRE REMARKS 

SI/GD NIL SI/GD NIL  

ASI/GD NIL ASI/GD 02 02 New creation 

HC/GD 02 HC/GD 03 01 increased 

CT/GD 08 CT/GD 04 03 reduced; 01 abolished 

CT/BUG 01 CT/BUG 01 No change 

TOTAL  11 TOTAL 10  

 

B) DUTIES: 

 

PRE CADRE POST ACDRE REVIEW DUTIES  

QUARTER GUARD 

GUARD/COMDR  

HC/GD: 02 

QUARTER GUARD 

GUARD/COMDR 

ASI/GD: 02 

Post upgraded;  

ASI/GD will perform the 

duties of Quarter Guard 

Commanders. 

Responsibilities elaborated 

in para 7.31.1 of GC BN 

Officers Manual. 

QUARTER GUARD 

GUARD DUTY  

(CT/GD -06) 

QUARTER GUARD 

GUARD DUTY  

HC/GD: 03 

CT/GD :03 

03 CT/GD posts have been 

upgraded as HC/GD. 
Morcha No 01 of Quarter 

Guard will be manned by 

HC/GD 

Morcha No. 02 of the 

Quarter Guard will be 

manned by Ct/GD   

STICK OREDERLY 

 CT/GD-01 

STICK OREDERLY 

 CT/GD-01 

No change; Duties as 

prescribed in 

QUARTER GUARD 

CT/BUG - 01 

QUARTER GUARD  

CT/BUG - 01 

No change. Will perform 

the same duty 

RESERVE CT/GD - 01  NIL Post abolished. 

     TOTAL& 10  

 



SERVICE COYS OF EXECUTIVE BATTALION:  

 

The service coy of Executive battalion has 3 platoons further subdivided into 3 sections each. 

Besides it has a Coy Hqr also. The strength of service coy, its platoon and section and Coy 

Hqr in pre-cadre and post cadre authorization is as under: 

 

Pre cadre Post cadre REMARKS 

Asst Comdt 01 Asst Comdt 01 No change 

Insp/GD 01 Insp/GD 03 02 increased 

SI/GD 03 SI/GD 09 06 increased 

ASI/GD 10 ASI/GD 12 02 increased 

HC/GD 21 HC/GD 31 10 increased 

CT/GD 87+3 (BUG) CT/GD 66+3(BUG) 21 abolished 

OTHER STAFF 

(FOLLOWER 

STAFF) 

09 OTHER STAFF 

(FOLLOWER STAFF) 

09’ No change 

TOTAL 135 TOTAL 134 One reduced 

 

Further subdivision of Service coy personnel in coy Hqr and Platoon/Section is as under: 

6.7 COY HQR 

 

a) Strength: 

 

PRE-CADRE POST CADRE REMARKS/DUTIES 

Asst comdt 01 Asst comdt 01  

Insp/GD 01 Insp/GD 00  

SI/GD 00 SI/GD 00  

ASI/GD 01 ASI/GD 03  COY ASI(ADJT) 

 COY QM 

 COY WRITER 

HC/GD 03 HC/GD 04  KOTE NCO 

 MESS NCO 

 COY WRITER 

CT/GD 09 CT/GD 06  MESS CT 

 RUNNER 

 STOREMAN 

 SUPPORT STAFF 

TOTAL 15 TOTAL 14 Coy 21C abolished 

 

b) Duties  

 

POST CADRE POST DUTIES 

Asst comdt 01 COY COMMANDER  

Insp/GD 00 ABOLISHED  

ASI/GD 03  COY ASI(ADJT) Duties mentioned below 

 COY QM Duties mentioned below 



 COY WRITER Duties mentioned below 

HC/GD 04  KOTE NCO As prescribed in para 4.26of GC 

&BN Officers Manual 

 MESS NCO As prescribed in fund manual 

 COY WRITER  

 COY INT/TRG NCO  

CT/GD 06  MESS CT  

 RUNNER Duties as in Para 5.13 of GC 

&Bn Officer Manual 

 STOREMAN Duties as in para 5.15 of GC & 

Bn Manual 

 SUPPORT STAFF  

TOTAL 14 

 

6.8 PLATOON 

 

a) STRENGTH 

 

Pre cadre Post cadre 

Insp/GD 00 -- Insp/GD 01 Platoon cdr 

SI/GD 01 Pln cdr SI/GD 03 Sec cdr x 3 

ASI/GD 03 Pln 2ic ASI/GD 03 Sec 2IC X 3 

HC/GD 06 Lmg gp cdr+ 

rifle gp cdr x 3 

HC/GD 09 Rifle gp cdr + LMG gp 

cdr + UBGL 

CT/GD 27 4 in LMG gp + 

5 in Rifle gp x 3 

CT/GD 21 4 in LMG Group + 3 in 

Rifle Group 

TOTAL 37 TOTAL 37 

 

b) Duties  

Post cadre as per order Proposed duty 

Insp/GD 01 Platoon cdr Platoon cdr. Duty mentioned below 

SI/GD 03 Sec cdr x 3 Section Cdr. Duty mentioned below 

ASI/GD 03 Sec 2IC X 3 Sec 21C and LMG Group Cdr  x 3 

HC/GD 09 Rifle gp cdr + LMG gp 

cdr + UBGL 

 UBGL (R3) 

 LMG-1                 X 3 

 Rifle group rear guard 

CT/GD 21 4 in LMG Group + 3 in 

Rifle Group 

5 in rifle group + 02 in LMG group 

TOTAL 37  

 

6.9 SECTION 

a) Strength 

Pre cadre Post cadre as per order 

SI/GD NIL  SI/GD 01 Section cdr 

ASI/GD 01 SEC CDR ASI/GD 01 Section 21C 



HC/GD 02 LMG GP CDR + 

RIFLE GP CDR 

HC/GD 03 Rifle Gp Cdr + 

LMG Gp Cdr + 

 

CT/GD 09 4 in LMG +5 in Rifle 

group 

CT/GD 07 4 in LMG and 3 in 

Rifle Group 

TOTAL 12 TOTAL 12 

b) Duties 

Post cadre Duties as per order Proposed duty 

SI/GD 01 Section cdr Sec Cdr as in Appx 

ASI/GD 01 Section 21C Sec 21C and LMG Group CDR 

HC/GD 03 Rifle Gp Cdr + LMG Gp Cdr + 

 

 UBGL (R3) 

 LMG-1 

 Rear guard 

CT/GD 07 4 in LMG and 3 in Rifle Group 05 in Rifle group and 02 in 

LMG group 

Total  12 

 

Thus the section will have two groups as under 

a) RIFLE GROUP: Total 08 members 

i. SI as Rifle group Cdr 

ii. Two HCs: One as UBGL carrier and other as rear guard 

iii. 05 Rifle men 

 

b) LMG GROUP: 

i. ASI as LMG Group cdr 

ii. HC/GD as LMG-1 

iii. CtTGD as LMG-2 

iv. CT/GD as member 

NOTE: CRPF units are deployed for Counter-Insurgency operations, Law and order, 

residential guard, security of vital installations and election duties etc. The deployment varies 

from Coy level to section level and even upto half section. Thus based on the functional and 

operational requirement, the section formation can be categorised/defined as under: 

a) DURING COUNTER-INSURGENCY DEPLOYMENT: 

Same as above: 1 SI, 01 ASI, 03 HC/GD AND 07 CT/GD 

 

b) Deployment during Election, Security of Vital Installation, residential Guard 

duties etc: 

The complete section will be divided in three sub-sections as mentioned below: 

i. One SI ( as Commander) + 01 HC/GD + 02 Ct/GD 

ii. One ASI/GD( as Commander) + one HC/GD + 02 CT/GD 

iii. One HC/GD(as Commander) + 03 CT/GD. 



Note: It may be ensured that these half sections are deployed in close proximity as far as 

possible in mutual support to each other so that SI/GD can exercise his/her command/control 

over entire section. Likewise the deployment of platoons be such that sections are deployed 

in close proximity as far as possible. Pln Cdr is at liberty to depute constable/HC from any of 

the section to work as his runner while on deployment and not otherwise. 

 

6.10 INSPECTOR (Platoon Commander): 

Inspector will be the Platoon Commander of respective platoon of Service Coy. He 

will be perform following duties :- 

 The Insp (Platoon Commander) is responsible for the discipline, training, efficiency 

and general well being of all men in his Platoon. 

 He must have an intimate knowledge of his subordinates and for this purpose he 

should maintain the posting details of all men in his charge. 

 He will ensure proper upkeep and safe custody of all Arms, Ammunition, Equipment 

and other Govt. properties on charge of his Platoon. 

 He will hold Kit Inspection and supervise maintenance of arms every week and report 

deficiencies/defects to the Coy Commander for necessary action. 

 He will ensure correct and up-to-date maintenance of Kit Inventory Forms in respect 

of his Platoon personnel.  

 He will supervise messing arrangements and ensure correct maintenance of Mess 

Accounts. 

 He will inspect his Platoon or any part of it before it proceeds for duty and ensure that 

the turnout is smart, the full requirements of equipments, arms and ammunition are 

carried and that orders are properly understood. 

 He must expect explicit obedience from his men and see that orders are promptly and 

efficiently carried out.  At the same time he must be a personal example of smartness, 

both on and off parade, punctuality and devotion to duty. 

 He will report to his Coy Commander any grievance of his Platoon on any matter 

affecting discipline and morale. 

 He will carry out any other duty assigned to him by the Coy Commander. 

 

6.11 SUB-INSPECTOR (Section Commander) :  

 Sub- Inspector will be the Section Commander of respective section of Service Coy. 

He will be perform following duties :- 

 He will work directly under the orders of the Platoon Commander and be  responsible 

for the training discipline and well being of the men of his Section. 

 He will acquaint himself thoroughly with the character, habits, capabilities, family 

back ground and problems of the men of his Section to be able to give them proper 

guidance at all times.  For this purpose, he will maintain details of the men posted 

under him. 

 He will thoroughly brief the men of his Section before proceeding on duty. 

 He will exercise strict control over the men of his Section to ensure that they do not 

indulge in any act of indiscipline, disobedience or misconduct. 

 He will ensure efficient performance of duties by the men of his Section. 

 He will carry out any other duty assigned to him by the Platoon Commander. 



6.12 ASI/ADJUTANT (Bn Hqr) 

 

 By virtue of his appointment, he takes precedence over other ASI at the Group 

Centre/Battalion. 

 He will assistant to the Sub-Inspector Adjutant (Adm) in the Group Centre/ Sub-

Inspector Adjutant in the Battalion in all his duties and will be responsible for the 

discipline of the personnel posted in the Unit.  

 He will ensure meticulous compliance of orders by the Under Officers and men of the 

GC/Bn. 

 He will supervise distribution of duties made by the Coy SI/Adjutant of HQ Coy in 

the case of personnel of HQ Coy. 

 He will ensure that all Other Ranks punctually turn up at evening Roll Calls and that  

Unit Orders are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

Regimental Police and arrange for their rotation from time to time, as ordered by the 

Dy. Commandant (Adm) in the Group Centre/ Dy. Commandant (Adjutant) in the 

Battalion. 

 He will report cases of indiscipline promptly to the Subedar Major through the Sub-

Inspector Adjutant (Adm) in the Group Centre/ Sub-Inspector Adjutant in the 

Battalion for necessary action. 

 He will personally maintain the Daily Parade Statement of the Unit and will keep 

correct record of all arrivals and departures. 

 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will carry out any other duty assigned to him by Sub-Inspector Adjutant (Adm) in 

the Group Centre/ Sub-Inspector (Adjutant) in the Battalion. 

 

6.13 ASI/ADJUTANT(SERVICE COY HQr):- 

 The ASI/ADJT is responsible to his Coy. Commander for the training and discipline 

of the Coy Personnel. 

 He will ensure compliance of orders by all Under Officers and men of his Coy. 

 He will personally maintain the Daily Parade Statement in the prescribed Form and 

put up the same before the Coy. Comdr. for scrutiny. 

 He will take Roll Call and will see that Unit Orders are read out to his Coy. and will 

report to the Coy Commander the correctness or otherwise of the Parade at Roll Call. 

 He will fill in the Daily Sick Report Register and pass it over to the Medical Officer 

through the Coy Commander. 

 He will detail working parties according to the requisition received through Coy 

Commander and ensure their relief according to the time schedule given. 

 He will maintain an up-to date strength statement of his Coy and keep record of all 

arrivals and departures, sick, leave etc in his Coy. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishments in the Orderly Room. 

 He will carry out any other duty assigned to him by the Coy. Commander. 

 



6.14 ASSTT. SUB-INSPECTOR(QM) (BNHQr) 

 

 He will work directly under the orders of the QM. 

 He will assist the QM in arranging from the Group Centre supplies of Clothing, Arms, 

Ammunition, Barrack Furniture, Tentage and other Government stores required for 

the Battalion. 

 He will assist the QM in making Local Purchases of articles required for immediate 

use in the Battalion after observing due formalities. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 

 He will personally maintain all relevant Stock Ledgers and will ensure that the  entries  

made are correct and up-to-date. 

 He will arrange verification of company records with corresponding records 

maintained in the Battalion HQ once in every year and any variation noticed should 

immediately be brought to the notice of the QM for further action. 

 He will compare his ledger entries with corresponding entries made in the ledgers of 

the Group Centre once a year and obtain the Verification Certificate from the Group 

Centre. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking 

and accounting by the said Board. 

 He will scrutinize all Deduction Memos received from various Coys for their 

correctness before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition to the Group Centre 

through the Quarter Master. 

 He will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles.  

He will also obtain Certificate to that effect from the Railway Authorities.  Thereafter 

he will arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will 

take appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly 

arranged along with Bin Cards. 

 He will carry out any other duty assigned to him by the Quarter Master. 

 

6.15 ASSTT. SUB-INSPECTOR (QM) (SERVICE COYS) 

 He will attend to the main duties indicated below:- 

 The Coy Quarter Master ASI is responsible to his Coy. Commander for the receipt, 

maintenance and issue of Arms, Ammunition, Equipment stores, Clothing and other 

necessities of the Coy. He is responsible to maintain the Arms History Sheet of the 

Coy. 

 He will collect the Government clothing and equipment of all men leaving the Unit 

for any reason, men in confinement and men admitted to hospital. 

 He will be responsible to his Coy. Commander for the general cleanliness of his Coy. 

Areas. 



 He will ensure correct maintenance of records pertaining to Coy. Stores, Kit 

Inventories and account of expendable stores. 

 He will be responsible for timely Medical Examination of the cooks. 

 Any other duty assigned to him by the Coy. Commander will also be performed by 

him. 

Note: - The duties of other functionaries of these Institutions related to the 

Provisioning, such as Storeman, Tailor, Cobbler, Carpenter and Painter working under 

the supervision and control of Quarter Master, will be laid down by the QM in 

consultation with the Commandant/Principal. 

 

6.16 ASSTT. SUB-INSPECTOR (CANTEEN) (BN HQr) :- 

 He will responsible for all articles on charge of the Canteen according to the Stock 

and Dead Stock  Register. 

 He will regularly maintain the Stock Register, Daily Sale Register (Pucca and 

Kuccha), Credit Sale Ledger, Dead Stock Register, The Daily Sale Register (Pucca) 

and General Stock Register shall be completed daily from the Daily Sale Register 

(Kuccha)and Daily Sale Register (Pucca). 

 He is responsible for all retail business transactions and for the correct deposit of 

money against sales which should be entered in the  stock and sale registers daily. 

 It will be his duty to bring to the notice of the Manager all articles lying unsold for 

more than six months. 

 He will inform the Manager as soon as any article is damaged or rendered 

unserviceable or unfit for sale. 

 He will be responsible for the cleanliness of the Canteen. 

 He will invariably deposit the cash obtained from daily sales in the Treasury Chest on 

the next working day. 

 He will be responsible for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty assigned to him by his superiors.  

 Further instructions of local nature would be issued by the Commandant concerned 

 

6.17 ASSTT. SUB-INSPECTOR (EDUCATION) (BN HQr): - 

 

 Education ASI/GD will perform the duties enumerated as under :-  

 He will work directly under the orders of Adjutant in the Battalion. 

 He will responsible for proper maintenance of Govt. property provided in recreation 

room and will maintain stock register of all items on charge of the Recreation Room.  

 He will responsible for maintenance of Library Register in Recreation Room. 

 He will maintain record of supply of Newspapers and collection of current important 

news from the daily newspapers and display on the News Board etc. and all important 

instructions issued by higher authorities/head of office.  

 He will responsible for maintenance of cleanness and opening & closing of recreation 

room in scheduled time.  

 He will also perform duties of education ASI as enumerated at para 4.7 GC and Bn 

officers manual.  

 He will carry out any other duty assigned to him by the Dy. Commandant (Adm) in 

Group Centres/ Adjutant in the Battalion. 



6.18 (a) ASSTT. SUB-INSPECTOR (Coy Writer-HQ Coy) 

 He will perform duties under SM/Adjt of Bn Hqr.  

 He will attend to all correspondence connected with coy and will be responsible for 

the correct maintenance of all the files / registers in coy. 

 He will be responsible for maintenance of correct data of coy personnel and for 

utilization during detailment of course/ approved list / promotion etc. 

 He will be responsible for proper maintenance/account for of Govt/OR’s mess cash 

book and related documents. 

 He will responsible for all equipments and machinery available at Office.  

 He will maintain online/offline backups of all important Coy correspondence. 

 He will work under close supervision of Coy Commander and Coy 2-I/C. 

 He will carry out any other duty assigned to him by his superiors. 

 

6.18  (b) ASSTT. SUB-INSPECTOR (Coy Writer-Service Coy) 

 He will attend to all correspondence connected with coy and will be responsible for 

the correct maintenance of all the files / registers in coy. 

 He will be responsible for maintenance of correct data of coy personnel and for 

utilization during detailment of course/ approved list / promotion etc. 

 He will be responsible for proper maintenance/account for of Govt/OR’s mess cash 

book and related documents. 

 He will responsible for all equipments and machinery available at Office.  

 He will maintain online/offline backups of all important Coy correspondence. 

 He will work under close supervision of Coy Commander and Coy 2-I/C. 

 He will carry out any other duty assigned to him by his superiors. 

 

 

6.19 ASSTT. SUB-INSPECTOR (LINE/HYGIENE) (BN HQR) :- 

 He will work under the control of the Quarter Master in the Battalion.  He will be 

responsible for the general supervision and co-ordination of all security and hygienic 

measures under him and will carry out his instructions.  His duties may be defined 

under an Unit Order. 

 He will be responsible for the security and general cleanliness of the entire CRPF 

Campus and pay special attention to Barracks, Cook Houses, Latrines, Parade Grounds, 

Family Lines etc. 

 He will supervise the working of the Tradesmen such as Safai Karmacharis engaged for 

sanitation duties. 

 He will arrange for proper disposal of night soil, manure and filth as per sanitation 

orders issued from time to time and will remain in attendance during all Sanitary 

Inspections by the Medical Officer. 

 He will ensure that stray dogs are not allowed to liter about in the Camp and none keeps 

any cattle or poultry in the CRPF Lines. 

 He will be responsible for proper maintenance and safe custody of the sanitation and 

other stores entrusted to him. 



 He will maintain the Building Register, Building Inventory and Damage Memo Form 

and will keep them up-to-date at all times. 

 He will be responsible for ensuring occupation of family quarters by the allottees and 

will bring to the notice of the Quarter Master in the Bn the quarters falling vacant or 

any unauthorized occupation. For this purpose he will maintain a Register of Family 

Quarters allotment and Waiting List of Applicants. 

 He will be responsible for regular inspection of all buildings and bring to the notice of 

Quarter Master in the Bn of any damage or unauthorized construction. 

 He will keep a copy of the Security Standing Orders and will instruct the Regimental 

Police personnel on security instructions once a week and ensure that all such Security 

Orders and Instructions are fully understood and strictly enforced. 

 By maintaining proper liaison, he will ensure that cordial relationship is kept with the 

local population and any grievance of the local population would be immediately 

brought by him to the notice of the Quarter Master in the Bn. 

 He will collect intelligence through the sources within and outside the Force and report 

all matters of importance affecting the Force to the Quarter Master in the Bn, keeping 

the Subedar Major informed. 

 He will ensure that the Check Posts are manned within the hours prescribed. 

 He will ensure that the Regimental Police Section, when working outside lines, 

operates in pairs and not individually. 

 He will be responsible for the discipline, turnout and efficiency of the Regimental 

Police personnel. 

 He will visit the Family Lines twice a week to find out specially difficulties, if any, of 

the families whose husbands are posted out and bring them to the notice of the Quarter 

Master in the Bn through the Subedar Major for necessary action. 

 He will carry out any other duty assigned to him by his superiors. 

 

 

6.20 ASSTT. SUB-INSPECTOR (GARRISON) (BN HQr) :- 
 He will be the section commander of the Garrison Platoon. 

 He will work under the supervision of Garrison Platoon Commander. 

 He will be responsible for each and every task /security his section, and assignment of 

duties to the personnel posted in his section. 

 He will be responsible to perform all the duties assigned to him by the Platoon 

commander. 

 He will be responsible to distribute the weapons to the personnel of his section 

according to his capability. 

 He will ensure to maintain the strength of his section and ensure to timely sanction of 

leave. 

 He will also note the grievances of personnel of his section and bring to the notice of 

his seniors for further prompt action. 

 He will perform any other duty entrusted to him by his superiors. 

6.21 TRAINING INSTRUCTOR (ASI/GD) (Duties as per chapter-4 of GC & Bn 

officers manual) 

 

 He will  assist work directly under the orders of the Sub-Inspector Adjutant (Trg) in 

the GC/Sub-Inspector Adjutant in the Bn. 



 He must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly. 

 He will  assist attend briefing classes regularly and will keep themselves fully 

acquainted with the latest training instructions.  

 He will  assist ensure  regular and punctual attendance of candidates earmarked for 

various Cadres and Courses. 

 He will  assist ensure  that candidates are properly dressed and fully equipped as per 

standing instructions for attending classes in different subjects. 

 He will  assist ensure that training aids required for conducting classes on different 

subjects are available and fully utilized. 

 He will  assist ensure proper upkeep and maintenance of all training stores/pamphlets 

and will take suitable measures to prevent damage or their mishandling. 

 He will  assist conduct Training Classes according to the approved Syllabus and 

Training Programme. 

 4.8.9 He will  assist the Sub-Inspector Adjutant (Trg) in the GC/Sub-Inspector 

Adjutant in the Bn in preparing Weekly Progress Reports on the trainees attending 

various Cadres and Courses. 

 He will  carry out any other duty assigned to them by the Sub-Inspector Adjutant 

(Trg) in the GC/Sub-Inspector Adjutant in the Bn. 

 

NOTE:- In absence of SI/TRG he will also perform the duties of SI/TRG. 

 

6.22 QUARTER GUARD, GUARD COMMANDER (ASI/GD):- 

 

 Chapter XVII of the Police Drill Manual lays down in detail the procedure to be 

followed for mounting, relieving, posting, dismissing, turning out and inspecting  a 

guard. It also explains the types of guards, distinction between each type and the 

duties that may be assigned to these guards.  In addition, this Chapter lays down the 

personages to whom and the occasions on which the guards are to pay compliments. 

Inspite of these instructions, it has been noticed that there are variations in the 

procedure followed by Ceremonial Guards of various Units and Group Centers while 

turning out for inspection.  In order to ensure uniformity of procedure in this respect, 

instructions as outlined in the succeeding paragraphs should be followed by all 

concerned. 

 

6.23 HEAD CONSTABLE(TRAINING) (BN HQr) :- 

 He will work directly under the orders of the Sub-Inspector (Training) in the Bn. 

 He must set a personal example for punctuality, promptness to obey orders and should turn 

out properly and smartly. 

 He will  attend briefing classes regularly and will keep himself fully acquainted with the 

latest training instructions.  

 He will ensure  regular and punctual attendance of candidates earmarked for various 

Cadres and Courses. 

 He will  ensure  that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different subjects. 

 He will ensure that training aids required for conducting classes on different subjects are 

available and fully utilized. 



 He will ensure proper upkeep and maintenance of all training stores/pamphlets and will 

take suitable measures to prevent damage or their mishandling. 

 He will conduct Training Classes according to the approved Syllabus and Training 

Programme. 

 He will assist the Sub-Inspector (Training) in the Bn in preparing Weekly Progress Reports 

on the trainees attending various Cadres and Courses. 

 He will carry out any other duty assigned to him by superiors. 

 

6.24 HEAD CONSTABLE (CANTEEN)  :- 

He will work under the direct control of the Canteen ASI and will assist him in Day-to-day 

work and will perform the following duties. 

 He will arrange articles in the show room and store room as directed by the Canteen 

ASI and will be responsible for the cleanliness of the Canteen  and all articles therein. 

 He will be responsible to effect sales of all items of food and drink maintained by the 

Wet Canteen against coupons only. 

 He will prepare tea and cold drinks according to daily requirements. 

 He will be responsible for general cleaning and upkeep of the Wet Canteen part of the 

premises. 

 He shall sell the Dry/Wet canteen items against cash payments and will ensure that 

they are correctly accounted for. 

 In dealing with customers, he shall maintain “Aye One” discipline and be polite. 

 He shall obey all the orders of the Canteen ASI. 

 He will have no private dealings with contractors or customers and will not issue or 

sell items to unauthorized persons. 

 

6.25 HEAD CONSTABLE(KOTE)  (Hqr & 7 Service Coy):- 

 The Kote UO will work directly under the Kote SO.  He will be responsible for the 

Government and Private Arms, Ammunition as well as Government and Force Properties 

deposited in the Kote (Except Pistols, as Such arms will be under the custody of the Kote 

SO. 

 Any defect / damage to the Arms will be promptly recorded and brought to the notice of 

the Kote SO and Armourer for remedial action. 

 He will ensure that the Arms of absentees are properly cleaned once a week. 

 He will strictly adhere to the procedure laid down for opening and closing of the Kote and 

ensure that the Kote Key is deposited in the Kote Key box on completion of his duty in the 

Kote. 

 He will not issue or receive any Arms, Ammunition or other security items without being 

properly authorized to do so. 

 He will ensure that proper entry is made in the issue/receipt register and Signatures 

obtained before any Arm, Ammunition or other security item is issued from or received for 

deposit in the Kote. While issuing weapons, he will ensure that the weapon is being issued 

to bonafide personnel only after verification of  I/Card. 

 He will carry out any other duty assigned to him by superiors. 

 

6.26 HEAD CONSTABLE(LINE & HYGIENE) (BN HQr) 



 He will assist ASI(Line & Hygiene) in discharging his duties efficiently. 

 He will work under the control of the Quarter Master in the Battalion.  He will be 

responsible for the general supervision and co-ordination of all security and hygienic 

measures under him and will carry out his instructions.  His duties may be defined under 

an Unit Order. 

 He will be responsible for the security and general cleanliness of the entire CRPF Campus 

and pay special attention to Barracks, Cook Houses, Latrines, Parade Grounds, Family 

Lines etc. 

 He will supervise the working of the Tradesmen such as Safai Karmacharis engaged for 

sanitation duties. 

 He will arrange for proper disposal of night soil, manure and filth as per sanitation orders 

issued from time to time and will remain in attendance during all Sanitary Inspections by 

the Medical Officer. 

 He will ensure that stray dogs are not allowed to liter about in the Camp and none keeps 

any cattle or poultry in the CRPF Lines. 

 He will be responsible for proper maintenance and safe custody of the sanitation and other 

stores entrusted to him/her. 

 He will carry out any other duty assigned to him by superiors. 

 

6.27 HEAD CONSTABLE(GARRISON) (BN HQr) 

 He will assist ASI(Garrison) in discharging his duties efficiently. 

 He will maintain the Building Register, Building Inventory and Damage Memo Form and 

will keep them up-to-date at all times. 

 He will be responsible for ensuring occupation of family quarters by the allottees and will 

bring to the notice of the Quarter Master in the Bn  for the quarters falling vacant or any 

unauthorized occupation. For this purpose He will maintain a Register of Family Quarters 

allotment and Waiting List of Applicants. 

 He will be responsible for regular inspection of all buildings and bring to the notice of 

Quarter Master in the Bn of any damage or unauthorized construction. 

 He will keep a copy of the Security Standing Orders and will instruct the Regimental 

Police personnel on security instructions once a week and ensure that all such Security 

Orders and Instructions are fully understood and strictly enforced. 

 By maintaining proper liaison, he will ensure that cordial relationship is kept with the local 

population and any grievance of the local population would be immediately brought by 

him/her to the notice of the Quarter Master in the Bn. 

 He will collect intelligence through the sources within and outside the Force and report all 

matters of importance affecting the Force to the Quarter Master in the Bn, keeping the 

Subedar Major informed. 

 He will ensure that the check Posts are manned within the hours prescribed. 

 He will ensure that the Regimental Police Section, when working outside lines, operates in 

pairs and not individually. 

 He will be responsible for the discipline, turnout and efficiency of the Regimental Police 

personnel. 

 He will visit the Family Lines twice a week to find out specially difficulties, if any, of the 

families whose husbands are posted out and bring them to the notice of the Quarter Master 

in the Bn through the Subedar Major for necessary action. 

 He will carry out any other duty assigned to him by superiors. 

 



6.28 Duties of Head Constable (Mess NCO- GOs/SOs/ORs) 

 He will supervise the entire mess staff and will be responsible for the efficient 

working of the mess staff. 

 He will be responsible the General cleanliness of all the rooms, mess, etc. 

 He will the custodian of all cutlery, Glass, Linen, Plate, etc., and for reporting of 

breakage and loss to the  Mess Secretary. 

 He will ensure that the safe custody of the keys of the safe and stock cupboard. 

 The maintenance of a supply of writing materials on the writing tables and vouchers 

for the supply of the same being signed by the  Mess Secretary. 

 He will handle the liquor properly and will keep of a proper account of it and submit 

the same to the Mess secretary in GO’s Mess. 

 He will responsible for prompt maintenance of   Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He will be medically examined by the CRPF Medical Officer once a month. 

 He will maintain proper discipline. 

 He will carry out any other duty assigned to him by his superiors. 

 

 

6.29 DUTIES OF ASI/QM (BN) STOREMEN (HC/CT) 

One each HC & CT authorized in BN store will perform duties enumerated as under :-  

(Duties as per chapter-5 of GC & Bn officers manual) 

 

 They will assist ASI/GD(QM) in the maintenance of the respective stores. 

 They will perform other duties assigned by the Dy. Commandant/ Coy Commander  

concerned. 

 They will be thorough with the Store instructions. 

 They should have good knowledge about the preservatives. 

 Any damage noticed by them to the Stores will be promptly reported to the Dy. 

Commandant/ Company Commander concerned through the respective Quarter 

Master Asstt. Sub-Inspector. 

 

6.30 DUTIES OF ASI (QM) STOREMEN (HC/CT) 

 

(One each HC & CT authorized in BN store)(Duties as per chapter-5 of GC & Bn 

officers manual) 

 They will assist the ASI/GD QM in the maintenance of the respective stores. 

 They will perform other duties assigned by the Dy. Commandant/ Coy Commander   

concerned. 

 They will be thorough with the Store instructions. 

 They should have good knowledge about the preservatives. 

 Any damage noticed by them to the Stores will be promptly reported to the Dy.   

Commandant/ Company Commander concerned through the respective Quarter 

Master Asstt. Sub-Inspector 

 



 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

  



APPENDIX-G  

 

7. UNATTACHED (MAHILA) BATTALION 

a) STRENGTH : 

SL 

No.  

Rank Pre-cadre strength Post-cadre strength Remarks  

1 Inspector  11 25 14 posts increased in 

Bn 

2 Sub-Inspector 29 71 42 post increased in 

Bn 

3 Asstt. Sub-

Inspector 

75 98 23 post increased in 

Bn (upgraded from 

HC) 

4 Head Constable 176 

 

248 

 

 

(95 posts upgraded 

fm CT), whereas, 23 

HC upgraded as 

ASI. 

5 Constable  772 614 158 post abolished 

in Bn 

 Total 1063 1056  

 

b)  DUTIES ASSIGNED: 

SL 

No.  

Rank Authorized Strength  DUTIES 

1 Inspector  

 

 

25 2 posts of INSP/GD  as platoon 

commanders in each coy of 214 

executive (208 Male/06 Mahila ) Bns 

(2x7x214 = 2996 ) against abolition of 

1 post of CT/GD from one section of 

Each platoon of all service coys of214 

executive Bns. 

(1x3x7x214 = 4494) 

 

Further, 1 post of INSP/GD functioning 

as coy 2 I/C in each coy of 214 Bns 

(7x214 = 1498 posts) is re-designated 

as platoon commander. 
 

Now 1 post of INSP/GD functioning as 

coy , out of which senior most 

INSP/GD will also work as coy 2- I/C 

in addition to his own duties as platoon 

commander. 

Duties :- 

 INSP/ COY-2 I/C & PLN. COMDR 



 INSP/HQr COY 

 INSP/ADM COY 

 INSP/TRG. 

2 Sub-Inspector 71 2 posts of SI/GD created as section 

commander against abolition of 1 post 

of CT/GD each from 2 section of each 

platoon of all service coys from existing 

214 executive (208 Male/06 Mahila 

Bns) 

(2x3x7x214=8988) 

 

Further, 4494 existing posts of SI/GD 

(Pltn Comdr) in 214 existing executive 

Bns (208 male/06 mahila Bn) are also 

re-designated as SI/GD (Section 

Comdr). 

Duties :- 

 SI/SECTION COMDR 

 SI(A) 

 SI (TRG) 

 SI (LO) 

 SI (EDUCATION) 

 SI (TS & GARRISON) 

 SI (QM) 

 SI (MANAGER CANTEEN & CO-

OPERATIVE SHOP) 

3 Asstt. Sub-

Inspector 

98 SERVICE COY 

 ASI (ADJT) 

 ASI (QM)   

 ASI (COY WRITER)  

 ASI (SECTION-2-I/C)  

HQR COY :- 

 ASI/ADJT 

 ASI/QM (BQM) 

 ASI/QM (CQM) 

 ASI/CANTEEN 

 ASI (EDUCATION) 

 ASI (COY WRITER) 

 ASI (LINE & HYGINE) 

 ASI (GARRISON& TEAR 

SMOKE) 

 ASI (OPS WRITER) 

 ASI (HOSPITAL) 

 ASI (WT/PT-INSTRUCTOR) 

4 Head Constable 248 09 HC/GD in each Section  

1. In platoon (Consisting of 03 

Section) – 02 Group Commander in 

each Sector as LMG & Rifle Group 

and 01 each as UBGL/Specialized 

Weapon Handler and will work 



under Sector Commander and Sector 

2-I/C 

2. In Section – One each HC/GD will 

function as Group Commander 

LMG, Rifle Group and 

UBGL/Specialized Weapon Handler 

and will work under Section 

Commander and Section 2-I/C. 
 

 HC/KOTE (COY) 

 HC/STOREMAN (COY) 

 HC/MESS NCO (COY) 

 HC/TRG 

 HC/CANTEEN 

 HC/KOTE (HQR COY) 

 HC/LINE & HYGIENE 

 HC/GARRISON & TS 

 HC/STOREMAN  

 HC/EDUCATION 

 HC (MESS NCO-

GO’s/SO’s/OR’s) 

 HC/BHM 

5 Constable  614  CT/GD-20 Nos.  and 01 CT/Bug 

per platoon 

 04 CT/GD in LMG Group and 03 

CT/GD in Rifle Group in each 

Section 

 CT/GD-06AT COY HQr AT PER 

COY 

 CT/GD-19 AT BN HQr 

 CT/GD-02 FOR INT. CELL AT 

BN HQr. 

 

7.1 Duties of  Inspector  (Coy 2-I/C):- 

 Senior Most Insp/GD will be Second-in-Command of the service Coy and will perform 

the duties of the Coy Commander in latter’s absence. 

 He/She will assist the Coy Commander in maintenance of discipline and general 

administration of the coy. 

 He/She will supervise the duties of Coy ASI/Adjt and to ensure fair distribution of duties 

amongst Coy personnel. 

 He/She will supervise the running of Coy Mess and ensure recovery of mess dues in time 

and report to the Coy Commander about any genuine grievances of the men/women on 

account of messing or mess accounts. 

 He/She will be responsible for the maintenance of Coy Quarter Guard discipline in the 

Coy lines maintenance of Coy play grounds, training ground and organization of 

regimental functions in the coy. 



 He/She will supervise the working of the Coy regimental institutions, if any, like Canteen 

etc and bring to the notice of the Coy Commander any irregularity/problem. 

 He/She will put up orderly room cases before the Coy Commander for disposal. 

 He/She  must know thoroughly, both on and off parade, all SOs, UOs and men/women of 

his/her Coy, take real interest in their well being and bring to notice of the Coy 

Commander any of their grievances. 

 He/She must be fully acquainted with the general tone of the Coy and bring promptly to 

the Coy Commander’s notice any matter which may be affecting the discipline and 

morale of the Coy. 

 He/She must invariably be an example in smartness both on and off parade and ensure 

that both the Coy Commanders and his/her own orders are carried out promptly and 

efficiently by all ranks subordinate to him/her. 

 He/She will carry out any other duties assigned to him/her by superiors. 

 

7.2 Duties of Platoon Commander for Insp/GD :- 

 The Inspector platoon Commander is responsible for the discipline, training,        

efficiency and general well being of all men in his/her platoon. 

 He/She must have an intimate knowledge of his/her subordinates and for this purpose he 

should maintain the posting details of all men in his/her charge. 

 He/She will ensure proper upkeep and safe custody of all arms, ammunition, equipment 

and other Govt property on charge of his/her Platoon. 

 He/She will supervise maintenance of arms every week and report deficiencies/defects to 

the Coy Commander for necessary action. 

 He/She will ensure correct and up-to-date maintenance of Kit inventory forms in respect 

of his/her platoon personnel. 

 He/She will supervise messing arrangements and ensure correct maintenance of mess 

accounts. 

 He/She will inspect his/her platoon or any part of it before it proceeds for duty and ensure 

that the turn-out is smart, the full requirements of equipments, arms and ammunition are 

carried and that orders are properly understood. 

 He/She must expect explicit obedience from his/her personnel and see that orders are 

promptly and efficiently carried out. At the same time, he/she must be a personal example 

of smartness, both on and off parade, punctuality and devotion to duty. 

 He/She will report any grievance of his/her platoon on any matters affecting discipline 

and morale. 

 He/She will also be deputed as Mess SO and Kote SO. 

 He/She will carry out any other duties assigned to him/her by superiors. 

7.3 Duties of Inspector (HQr Coy)(HQr) 

 He/She will be the Second-in-Command of the HQ Coy and will perform the duties of the 

coy Commander (HQ Coy) in the absence of regular incumbent . 



 He/She will assist the Coy Commander in the maintenance of discipline and general 

administration of the Coy 

 He/She will supervise the working of the QM ASI of HQ Coy and ensure proper 

documentation   and maintenance of records 

 He/She will supervise the duties of coy SI(Adjt)/ASI(Adjt) and to ensure fair distribution 

of  duties amongst coy personnel. 

 He/She will supervise  the running of HQ coy Mess and ensure recovery of mess dues in 

time and report to the Coy Commander about any genuine grievance of the personnel on 

account of messing or the mess accounts 

 He/She must know thoroughly, both on and off parade, all the SOs, UOs and personnel of 

his/her coy, take real interest in their well being  and bring to notice of the Coy Comdr 

 He/She will put up Orderly Room cases before the Coy Comdr for disposal 

 He/She must be fully acquainted with the general tone of the Coy and bring promptly to 

the Coy Comdr’s notice any matter which may be affecting the discipline or morale of the 

Coy. 

 He/She must invariably be an example in smartness both on and off parade and ensure that 

Coy Commander’s and his/her own orders are carried out promptly and efficiently by all 

ranks subordinate to him/her. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.4 Duties of Inspector (Adm Coy )(HQr) : 

 He/She will be the Second-in-Command of the Adm Coy and will perform the duties of 

the coy Commander (Adm Coy) in the absence of regular incumbent 

 He/She will assist the Coy Commander in the maintenance of discipline  

 and general administration of the Coy 

 He/She will be incharge of  the Co-Operative Shop and any other Regimental institution 

entrusted to his/her charge.   

 He/She will supervise the duty and functions of Sub-Inspector (Adjutant) 

 He/She will supervise  the running of HQ coy Mess and ensure recovery of mess dues in 

time and report to the Coy Commander about any genuine grievance of the personnel on 

account of messing or the mess accounts 

 He/She will be also incharge of the canteen and any other Regimental Institution entrusted 

to his/her charge.   

 He/She will supervise the duty and functions of Sub-Inspector(Adjutant). 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.5 Duties of Inspector(Training)(HQr)  

 He/She will assist the Coy Commander(Adm) in conducting  training of Bn personnel and 

organizing various non technical cadre courses conducted in  Bn 



 He/She will ensure that all personnel in the Bn complete the Annual Range Classification 

Firing before the close of each year and maintain necessary records for the same. 

 He/She will personally supervise the Education Classes and ensure that the personnel are 

duly prepared for appearing in various Departmental Examinations held from time to time. 

 He/She will ensure that all ranks in the Bn are put through the PE and JD Tests before the 

close  of each year and maintain necessary records for the same 

 He/She will ensure that games are played by all the ranks of the Bn regularly and will be 

responsible for the maintenance of playgrounds and availability  of sports gear 

 He/She will be responsible for organizing recreational activities for the personnel of the 

Bn and shall arrange supply of Newspapers, Periodicals and Equipments for Indoor 

Games. 

 He/She will supervise the duty and functions of Sub-Inspector(Trg). 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.6 Duties of Section Commander for  SI/GD (Total -9 x7= 63 Nos) :- 

 He/She will maintain duty roster and ensure fair distribution of duties amongst under 

officers and personnel of his/her Section. 

 He/She will be responsible for the smart turn out of the personnel of his/her section at all 

times. 

 He/She will work directly under the orders of Platoon commander and be responsible for 

the training discipline and well being of the personnel of his/her Section. 

 He/She will acquaint himself thoroughly with the character, habits, capabilities, family 

background and problems of the personnel of his/her section to be able to give them 

proper guidance at all times. For this purpose He/She will maintain  details of the 

personnel posted under him/her.  

 He/She will thoroughly brief the men of his/her section before proceeding on duty.  

 He/She will exercise strict control over the personnel of his/her Section to ensure that he 

do not indulge in any act of indiscipline, disobedience or misconduct. 

 He/She will ensure efficient performance of duties by the personnel of his/her section. 

 Duties of Kote SO/Mess SO/ Store SO etc may be assigned by Coy Commander in Coys. 

 He/She will carry out any other duties assigned to him/her by superiors. 

7.7 Duties of SI(Adjutant) 

 The Sub-Inspector (Adjutant) is the Chief Assistant to the Adjutant in maintaining 

discipline, smartness and a high standard of drill and training in the Force. 

 He/She will report immediately to the Adjutant any serious breach of discipline or 

irregularities. 

 He/She will deal all Guards and working parties as ordered by the Adjutant. 

 He/She will inspect all Guards and Escorts, leaving the Bn, brief them adequately and 

ensure that they are properly dressed, fully equipped and understand their duties.  

 He/She will ensure that the Quarter Guard is well maintained. 

 He/She will attend Guard Mounting at least thrice a week. 



 He/She will ensure that the following Registers are correctly maintained at the Quarter 

Guard;- 

(a)   Inspecting Officers register. 

(b)  Sentries Duty Roster. 

(c)  Defaulters Register. 

(d)  Prisoners Kit Ledger. 

(e)  Handing/Taking over Register. 

(f)  Prisoners Fatigue Register. 

(g)  Emergency Vehicle Register. 

(h)  Kote opening/closing Register. 

 He/She will ensure that the following Orders are displayed at the Quarter Guard and are 

strictly complied with.  

(a) Duties of the Guard Commanders  and sentries. 

(b) Orders for the Defaulters. 

(c) Orders for the Prisoners. 

(d) Fire Alarm Orders. 

(e) General Alarm Orders. 

(f) Security Orders. 

(g)Weekly Force Orders.                                                                                                                                   

(h)Camp Standing Orders. 

(i) Golden Rules and Traditions of CRPF. 

 He/She will be responsible for the correct maintenance of the following Registers in 

his/her office:- 

(a)  Orderly Room Register. 

(b)  Daily Parade Statement. 

(c)  SOs and UOs Duty Roster. 

(d)  Test and Examination Register. 

(e)  Posting Register. 

(f)  In and Out Register 

(g)  Upto date Strength Statement of the Battalion.  

 He/She will assist the Fire Fighting Officer in his/her duties and ensure that regular fire 

fighting practices are carried out. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.8 Duties of Sub-Inspector (Liaison Officer) 

 He/She will work under the general control of the Coy Commander (Adm/Building ) for 

liaison duties 

 He/She will assist the Coy Comdr(Adm/Building) in maintenance of buildings, allotment 

of family quarters, keep records pertaining to buildings and supervise the cleanliness of 

the camp area. 

 He/She will maintain liaison with the local Police and other Civil Authorities. 

 He/She will conduct Law Classes for the personnel of the Bn and the trainees of various 

Cadres and Courses. 

 He/She will assist in prosecution of cases under the CRPF Act before the Commandant of 

the Bn and any other Court 

 He/She will be the Ops writer of the Battalion and will maintain Ops deployments and 

other force requirements. 



 He/She will  carry out any other duty assigned by superiors. 

7.9 Duties of SI( Education) 

 He/She will work under the orders of the AC(Adm) and will assist him in organizing 

Education Classes in the Bn. 

 He/She will prepare Weekly Training Programme for conducting Education Classes 

according to the approved syllabus and will be responsible for its implementation. 

 He/She will prepare weekly progress report on trainees and submit them to the Adjutant.  

 He/She will ensure that Unit personnel due for various Education Examinations are fully 

trained and well prepared. 

 He/She will conduct briefing classes for the Education Instructors and will ensure that 

their knowledge of the subjects taught are upto date. 

 He/She will ensure regular attendance of personnel required to attend Education Classes. 

 He/She will under the guidance of AC(Adm) to organize special classes for those who do 

not know Hindi. 

 He/She will be responsible to provide Education Instructors to Coys detached from Bn 

Hqrs for conducting Education Classes according to approved programme. 

 He/She will arrange supply of  Education books,  maps and charts to Coys for use in 

Education Classes and will maintain proper record. 

 He/She will be responsible for the proper upkeep and safe custody of all Govt. properties 

in his/her charge and will maintain relevant records. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.10 Duties of Sub-Inspector (Tear Smoke & Garrison) 

 He/She will command the Tear Smoke Platoon and will be responsible for the discipline, 

efficiency and training of Tear Smoke Platoon personnel. 

 He/She will ensure proper upkeep and safe custody of all Tear Smoke Equipments and 

munitions on charge, keep the keys of the store room with him/her and maintain up-to date 

record of the Tear smoke Stores 

 He/She will be responsible for the regular training of the personnel of the Tear Smoke 

Platoon and will impart training in Tear Smoke to the trainees of various Cadres and 

Courses in the Bn. 

 He/She will be responsible for the efficient and effective performance of duty by the Tear 

Smoke personnel sent on Detachment duty. 

 He/She will be In charge of the Garrison Platoon and its Platoon Commander and will be 

responsible for the discipline, efficiency, training and administration of the Garrison 

Platoon 

 He/She will carry out surprise checks of Guards and Piquet’s at frequent intervals. 

 He/She will  carry out any other duty assigned to him/her by superiors. 

 

7.11 Duties of Sub-Inspector (QM) 



 He/She will function under supervision and control of DC(Stores) and will be responsible 

for all matters pertaining  to clothing  items, equipment, barrack furniture Arms, Ammn, 

Tear Smoke munitions and other ordinance stores etc. 

 He/She will keep correct accounting of clothing stores and maintain all relevant records 

 He/She will put up data required for consolidation of Indents, Reports and Returns to DC 

(Stores). 

 Receipt and issue of clothing stores to Bn  and its coys will be done by him/her. 

 Consolidation of demands of the stores items received from coys is his/her responsibility 

 He/She will ensure that after the transaction, stores are properly secured . the keys of the 

stores will be personally  kept by him/her. 

 He/She will be responsible for the care and preservation of stores of stores and to ensure 

against losses, damages, shortages of the stores, in his/her custody. 

 He/She will deposit kits of the discharged personnel of the Bn. 

 He/She will responsible  to issue clothing items and on payment and maintain corrected 

records 

 He/She will put up papers for condemnation and disposal of stores. 

 He/She will maintain proper records of all the samples and will keep such samples till 

their disposal is ordered 

 He/She will be incharge of the QM’s Armoury and will be responsible for all stores held 

therein except Pistols. He/She will lock and seal the Armoury at close of work and deposit 

the key in the inner box of the “Armoury Key box” kept at the Quarter Guard. He/She will 

personally keep the key of the inner box. 

 He/She will  maintain all registers pertains to Quarter master. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.12 Duties of Sub Inspector  ( Manager -Wet & Dry Canteen)  

 He/She will responsible for general supervision of all transactions and to arrange the 

supply of all goods locally or otherwise on reasonable price. 

 He/She will also be responsible to see that Canteen in charge(ASI/Canteen) deposited sale 

cash and coupons on the following working in the Treasury Chest and would see that no 

such amount is detained without sufficient cause. 

 He/She will bring to the Line Committee to check and inspect the fresh purchases and put 

them up before the Vice-Chairman or Chairman. 

 He/She will report all cases to damage to dead stock or items of sale to the Vice-

Chairman. 

 He/She will check the registers once a month and the stock quarterly and will sign the 

registers in token of having done so. He/She will immediately inform the chairman/Vice-

Chairman of any discrepancies discovered by him/her. 

 He/She will also be responsible for running of the Wet Canteen. 

 He/She will maintain separate sanction books for Dry and Wet Canteen and obtain 

sanction in those books from the Vice-Chairman before any purchase is made. 



 He/She will summon the Line Committee to check and inspect the fresh purchases and put 

up the Line Committee Report before the Chairman or Vice Chairman for approval. No 

freshly purchased item/store will be sold before approval of the Line Committee Report by 

the Competent authority.  

 He/She will carry out any other duty assigned to him/her by Superiors. 

 

7.13 Duties of ASI (Section 2-I/C) 

 He/She will work directly under the orders of the Section Commander and will assist the 

Section Commander for the training, discipline and well being of the personnel of his/her 

Section. 

 He/She will acquaint himself thoroughly with the character, habits, capabilities, family 

back ground and problems of the personnel of his/her Section to be able to give them 

proper guidance at all times.  For this purpose, He/She will assist to the section 

Commander to maintain details of the personnel posted under him/her. 

 He/She will thoroughly brief the men of his/her Section before proceeding on duty. 

 He/She will exercise strict control over the personnel of his/her Section to ensure that they 

do not indulge in any act of indiscipline, disobedience or misconduct. 

 He/She will ensure efficient performance of duties by the personnel of his/her Section. 

 In absence of Section Commander, he/she will perform the duties of Section Commander. 

 If more than 4 Insp/SI are not available for duty, the Unit and Company ASI may also be 

detailed as Subordinate Officer of the Day. 

 He/She will perform the duties of Guard Commander and night patrolling duties. 

  He/She will carry out any other duty assigned to him/her by superiors. 

 

7.14 ASI(Adjutant-BN HQR) 

 By virtue of his/her appointment he/she takes precedence over other Asstt. Sub Inspectors 

posted in  Bn.  

 He/She is assistant to the Sub-Inspector (Adjutant) in the Battalion in all his/her duties and 

will be responsible for the discipline of the personnel posted in the Unit.  

 He/She will ensure meticulous compliance of orders by the Under Officers and personnel 

of Bn. 

 He/She will supervise distribution of duties made by the ASI(Adjutant) of HQ Coy in the 

case of personnel of HQ Coy. 

 He/She will ensure that all ASI/GD & Other Ranks punctually turn up at evening Roll 

Calls and that Unit Orders are read out and fully explained to all those present. 

 He/She will exercise close watch over the personnel detailed on staff duties like office 

runners,  Regimental Police etc and arrange for their rotation from time to time, as 

ordered by the Dy. Commandant (Adjutant) in the  Battalion. 

 He/She will report cases of indiscipline promptly to the Subedar Major through the Sub-

Inspector (Adjutant) in the Battalion for necessary action. 

 He/She will personally maintain the Daily Parade Statement of the Unit and will keep 

correct record of all arrivals and departures. 

 He/She will attend Guard Mounting Parade and ensure proper turn-out of personnel 

detailed on Guard duty. 

 He/She will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He/She will carry out any other duty assigned to him/her by superiors. 



 

7.15 ASI(Adjutant) (Service Coy) 

 The ASI(Adjutant) is responsible to his/her Coy. Commander for the training and 

discipline of the Coy. Personnel. 

 He/She will ensure compliance of orders by all Under Officers and personnel of his/her 

Coy. 

 He/She will personally maintain the Daily Parade Statement in the prescribed Form and 

 put up the same before the Coy. Comdr. for scrutiny. 

 He/She will take Roll Call and will see that Unit Orders are read out to his/her Coy. and 

will report to the Coy Inspector the correctness or otherwise of the Parade at Roll Call. 

 He/She will fill in the Daily Sick Report Register and pass it over to the Medical Officer 

through the Coy. Commander. 

 He/She will attend Guard Mounting Parade daily and ensure smart turn out of personnel 

detailed on Guard duty. 

 He/She will detail working parties according to the requisition received through the Sub-

Inspector (Adjutant) or the Coy Inspector and ensure their relief according to the 

 time schedule given. 

 He/She will maintain an up-to date strength statement of his/her Coy and keep record of 

all arrivals and departures, sick, leave etc in his/her Coy. 

 He/She will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishments in the Orderly Room. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.16 ASI(QM)-(BN HQR) 

 He/She will work directly under the orders of the QM. 

 He/She will assist the QM in arranging from the supplies of Clothing, Arms, Ammunition, 

Barrack Furniture, Tentage and other Government stores required for the Battalion. 

 He/She will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 

 He will assist the QM in making Local Purchase of articles required for immediate use in 

the Battalion after observing due formalities. 

 He/She will personally maintain all relevant Stock Ledgers and will ensure that the  entries 

made are correct and up-to-date. 

 He/She will arrange verification of company records with corresponding records 

maintained in the Battalion HQ once in every year and any variation noticed should 

immediately be brought to the notice of the QM for further action. 

 He/She will compare his/her ledger entries with corresponding entries made in the ledgers 

of the Bn once a year . 

 He/She will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking and 

accounting by the said Board. 

 He/She will scrutinize all Deduction Memos received from various Coys for their 

correctness before obtaining approval of the Head of Office. 

 He/She will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles.  



He/She will also obtain Certificate to that effect from the Railway Authorities.  Thereafter 

He/She will arrange immediate inspection of the consignments by the Line Committee. 

 He/She will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instructions. 

 He/She will ensure safe custody of all Government properties kept in the Store and will 

take appropriate measures to prevent any deterioration. 

 He/She will ensure that stores are kept clean and tidy at all times and are properly 

arranged along with Bin Cards. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.17 ASI (QM)-(Service Coys) 

 The Coy ASI(QM) is responsible to his/her Coy. Commander for the receipt, maintenance 

and issue of Arms, Ammunition, Equipment stores, Clothing and other necessities of the 

Coy. He is responsible to maintain the Arms History Sheet of the Coy. 

 He/She will collect the Government clothing and equipment of all personnel living in the 

Unit for any reason, men in confinement and men admitted to hospital. 

 He/She will be responsible to his/her Coy. Commander for the general cleanliness of 

his/her store areas. 

 He/She will ensure correct maintenance of records pertaining to Coy. Stores, Kit 

Inventories and account of expendable stores. 

 He/She will be responsible for timely Medical Examination of the cooks. 

 He/She will submit Quarterly Statements of Arms and Ammunition to the Bn HQr. 

 He/She will compare his/her ledger entries with corresponding entries  made in the ledgers 

of the Bn once a year and obtain the Verification Certificate from the Bn. 

 He/She will carry out any other duty assigned to him by superiors. 

 

7.18 ASI(Canteen-Bn Hqr) 

 He/She will work directly under close supervision of 2-I/C(Adm/Accts)   

 He/She will be responsible for all articles on charge of the Canteen according to the Stock 

and Dead Stock  Register. 

 He/She will regularly maintain the Stock Register, Daily Sale Register (Pucca and 

Kuccha), Credit Sale Ledger, Dead Stock Register, The Daily Sale Register (Pucca) and 

General Stock Register will be completed daily from the Daily Sale Register (Kuccha) and 

Daily Sale Register (Pucca). 

 He/She will be responsible for all retail business transactions and for the correct deposit of 

money against daily sales which should be entered in the  stock and sale registers daily. 

 It will be his/her duty to bring to the notice of the vice-chairman all articles lying unsold 

for more than six months. 

 He/She will inform the vice-chairman as soon as any article is damaged or rendered 

unserviceable or unfit for sale. 

 He/She will be responsible for the cleanliness of the Canteen and Recreation Room. 

 He/She will invariably deposit the cash obtained from daily sales in the Treasury Chest on 

the next working day. 

 He/She will be responsible for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He/She will perform any other duty assigned to him/her by superiors.  



7.19 ASI(Education)-(Bn Hqr) 

 He/She will work directly under the orders of the Sub-Inspector (Edn) in the Bn. 

 He/She will conduct education classes regularly and punctually. 

 He/She will prepare notes and précis on the subjects to be taught by him/her well in 

advance and put up the same to the Sub-Inspector (Edn) in the Battalion. 

 He/She will  ensure that candidates earmarked for various Examinations attend his/her 

Classes regularly punctually and maintain proper discipline and orderliness during the 

School hours. 

 He/She will conduct Education Classes as per syllabus and according to the Weekly 

Programme approved by Second-in-Command in the Battalion. 

 He/She will conduct Weekly Test and maintain Progress Report of each candidate under 

the Sub-Inspector (Edn) in the Bn. 

 He/She will ensure proper upkeep and safe custody of all education books, maps and other 

accessories issued to him/her for running Education Classes. 

 He/She   will   ensure   that Class Rooms are kept neat and tidy. 

 He/She will remain in working dress during School hours. 

 He/She will promptly report any absentees to the Sub-Inspector (Edn) in the Battalion for 

necessary action. 

 He/She will conduct extra coaching classes for those who are found weak and not making 

the expected progress. 

 He/She will take steps to carry out programme for teaching Hindi to the illiterate/semi-

illiterate personnel of the Unit under the supervision of Sub-Inspector (Education) in the 

Bn. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.20 ASI(Coy Writer-HQ & Service Coy) 

 He/She will attend to all correspondence connected with coy and will be responsible for 

the correct maintenance of all the files / registers in coy. 

 He/She will be responsible for maintenance of correct data of coy personnel and for 

utilization during detailment of course/ approved list / promotion etc. 

 He/She will be responsible for proper maintenance/account for of Govt/Mess cash book 

and related documents. 

 He/She will responsible for all equipments and machinery available at Office.  

 He/She will maintain online/offline backups of all important Coy correspondence. 

 He/She will work under close supervision of Coy Commander and Coy 2-I/C. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.21 ASI(Line & Hygiene-Bn Hqr) 

 He/She will work under the control of the  Quarter Master in the Battalion.   

 He/She will be responsible for the general supervision and co-ordination of all security and 

hygienic measures under him/her and will carry out his/her instructions.  His/her duties 

may be defined under an Unit Order. 

 He/She will be responsible for the security and general cleanliness of the entire CRPF 

Campus and pay special attention to Barracks, Cook Houses, Latrines, Parade Grounds, 

Family Lines etc. 



 He/She will supervise the working of the Tradesmen such as Safai Karmacharis engaged 

for sanitation duties. 

 He/She will arrange for proper disposal of night soil, manure and filth as per sanitation 

orders issued from time to time and will remain in attendance during all Sanitary 

Inspections by the Medical Officer. 

 He/She will ensure that stray dogs are not allowed to liter about in the Camp and none 

keeps any cattle or poultry in the CRPF Lines. 

 He/She will be responsible for proper maintenance and safe custody of the sanitation and 

other stores entrusted to him/her. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.22 ASI(Garrison) (Bn Hqr) :- 

 He/She will maintain the Building Register, Building Inventory and Damage Memo Form 

and will keep him/her up-to-date at all times. 

 He/She will be responsible for ensuring occupation of family quarters by the allottees and 

will bring to the notice of the Quarter Master in the Bn the quarters falling vacant or any 

unauthorized occupation. For this purpose He/She will maintain a Register of Family 

Quarters allotment and Waiting List of Applicants. 

 He/She will be responsible for regular inspection of all buildings and bring to the notice of 

Quarter Master in the Bn of any damage or unauthorized construction. 

 He/She will keep a copy of the Security Standing Orders and will instruct the Regimental 

Police personnel on security instructions once a week and ensure that all such Security 

Orders and Instructions are fully understood and strictly enforced. 

 By maintaining proper liaison, he/she will ensure that cordial relationship is kept with the 

local population and any grievance of the local population would be immediately brought 

by him/her to the notice of the Quarter Master in the Bn. 

 He/She will collect intelligence through the sources within and outside the Force and 

report all matters of importance affecting the Force to the Quarter Master in the Bn, 

keeping the Subedar Major informed. 

 He/She will ensure that the Check Posts are manned within the hours prescribed. 

 He/She will ensure that the Regimental Police Section, when working outside lines, 

operates in pairs and not individually. 

 He/She will be responsible for the discipline, turnout and efficiency of the Regimental 

Police personnel. 

 He/She will visit the Family Lines twice a week to find out specially difficulties, if any, of 

the families whose husbands are posted out and bring them to the notice of the Quarter 

Master in the Bn through the Subedar Major for necessary action. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.23 Duties of ASI(Ops writer) 

As the nomenclature shows, the Ops writer are meant to do the writing work in the offices of 

2-I/C(Ops) under their personal direction and supervision and will carry out duties assigned 

to him.  His/her duties will be broadly as under:- 



 He/She will assist the 2-I/C(Ops) in all official correspondence connected with the 

operation matter. 

 He  will also do the necessary filing and despatch of the dak. 

 He/She will prepare all Reports and Returns and put up before the respective Branch 

Officers Incharge for scrutiny and onward transmission to higher authorities concerned. 

 He/She will do all the typing work for respective Sections. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.24 Duties of Assistant Sub-Inspector (Hospital)  

 He/She will work directly under the orders of the Coy Comdr (Hqr) and carry out duties 

assigned to him/her from time to time. 

 He/She will collect sick personnel on parade and march them to the unit Hospital for 

treatment by the Doctor. 

 He/She will ensure that only those sick personnel whose names are entered in the Sick 

Report Register are taken to the Hospital for treatment. 

 He/She will sign the Sick Report Register in token of the fact that the medical treatment 

has been given to the sick personnel in the Hospital. 

 He/She will inform the Mess UOs for providing special diet to the outdoor patients 

according to the advice of the Doctor. 

 He/She will produce the Sick Report Register before the Coy Commander (HQ Coy) daily 

on return from the Hospital for his/her perusal and further action, as necessary. 

 He/She  will  visit  the indoor patients in Unit Hospital or Civil Hospital thrice a week and 

report any request to be made to the Coy Comdr. (HQr). 

 He/She will ensure prompt evacuation of serious and emergency cases from the Lines to 

the Unit Hospital against Special Sick Report prepared for treatment by the Doctor. 

 He/She will arrange to provide Medical Attendant under the orders of the Coy 

Comdr.(Adm) for indoor patients requiring such assistance and as recommended by the 

Doctor. 

 He/She will arrange immediate medical aid for the personnel and families taken seriously 

ill and staying in Family Lines. 

 He/She will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.25 Duties of Assistant Sub-Inspector( Instructor-WT / PT)  

 He/She will work directly under the orders of the Sub-Inspector (Trg) in the unit. 

 He/She must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly 

 He/She will attend briefing classes regularly and will keep himself/herself fully acquainted 

with the latest training instructions. 

 He/She will ensure regular and punctual attendance of candidates earmarked for various 

Cadres and Courses. 

 He/She will ensure that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different subjects. 



 He/She will ensure that training aids required for conducting classes on different subjects 

are available and fully utilized. 

 He/She will ensure proper upkeep and maintenance of all training stores / pamphlets and 

will take suitable measures to prevent damage or their mishandling 

 He/She will conduct Training Classes according to the approved Syllabus and Training  

Programme. 

 He/She will assist the Sub-Inspector  (Training) in the Bn HQr in preparing Weekly 

Progress Reports on the trainees attending various Cadres and Courses. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.26 Duties of HC/General Duty 

 In the absence of Section Commander/Section 2-I/C, the senior most Head Constable in 

the Section will perform the duties of Section Commander. 

 In the absence of Section Commander/Section 2-I/C, he/she will maintain duty Roster and 

ensure fair distribution of duties amongst the Under Officers and personnel of his/her 

section. 

 2 Head Constable in each section will perform the duties of Group Commander as LMG & 

Rifle Group and 1 each as UBGL/Specialized Weapon handler and will work under 

Section Commander and Section 2-I/C. 

 He/She will  perform the duty NCO of the Day. 

 He/She will perform the duties of  Regimental Police and  work under the orders of the 

Quarter Master in Bn Hqr. 

 He/She will perform the duties of Guard Commander/Patrolling duties/ Sentry duties 

whenever required. 

 He/She will perform the duties of  Mess Commander of ORS Mess/SOs Mess/ GOs Mess 

in Bn Hqr and will work directly under the Mess SO/Secretary.    

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.27HC(Training- Bn Hqr) 

 He/She will work directly under the orders of the Sub-Inspector (Training) in the Bn. 

 He/She must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly. 

 He/She will  attend briefing classes regularly and will keep himself fully acquainted with 

the latest training instructions.  

 He/She will ensure  regular and punctual attendance of candidates earmarked for various 

Cadres and Courses. 

 He/She will  ensure  that candidates are properly dressed and fully equipped as per 

standing instructions for attending classes in different subjects. 

 He/She will ensure that training aids required for conducting classes on different subjects 

are available and fully utilized. 

 He/She will ensure proper upkeep and maintenance of all training stores/pamphlets and 

will take suitable measures to prevent damage or their mishandling. 

 He/She will conduct Training Classes according to the approved Syllabus and Training 

Programme. 



 He/She will assist the Sub-Inspector (Training) in the Bn in preparing Weekly Progress 

Reports on the trainees attending various Cadres and Courses. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.28 HC(Canteen - Bn Hqr) 

 He/She will be responsible to assist ASI(Canteen) in discharging his/her duties efficiently. 

 He/She will be responsible to maintain all articles on charge of the Canteen according to 

the Stock and Dead Stock  Register. 

 He/She will be responsible for all retail business transactions and for the correct deposit of 

money against sales which should be entered in the  stock and sale registers daily. 

 It will be his/her duty to bring to the notice of the ASI(Canteen) all articles lying unsold for 

more than six months. 

 He/She will inform the ASI(Canteen) as soon as any article is damaged or rendered 

unserviceable or unfit for sale. 

 He/She will be responsible for the cleanliness of the Canteen and Recreation Room. 

 He/She will be responsible for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He/She will perform any other duty assigned to him/her by superiors.  

 

7.29 HC(Kote) (Bn Hqr & Service coy) 

 The Kote UO will work directly under the Kote SO.  He/She will be responsible for the 

Government and Private Arms, Ammunition as well as Government and Force Properties 

deposited in the Kote (Except Pistols, as Such arms will be under the custody of the Kote 

SO. 

 Any defect / damage to the Arms will be promptly recorded and brought to the notice of 

the Kote SO and Armourer for remedial action. 

 He/She will ensure that the Arms of absentees are properly cleaned once a week. 

 He/She will strictly adhere to the procedure laid down for opening and closing of the Kote 

and ensure that the Kote Key is deposited in the Kote Key box on completion of his/her 

duty in the Kote. 

 He/She will not issue or receive any Arms, Ammunition or other security items without 

being properly authorized to do so. 

 He/She will ensure that proper entry is made in the issue/receipt register and Signatures 

obtained before any Arm, Ammunition or other security item is issued from or received for 

deposit in the Kote. While issuing weapons He/She will ensure that the weapon is being 

issued to bonafide personnel only after verification of  I/Card. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.30 HC(Line & Hygiene)  

 He/She will assist ASI(Line & Hygiene) in discharging his/her duties efficiently. 

 He/She will work under the control of the  Quarter Master in the Battalion.  He/She will be 

responsible for the general supervision and co-ordination of all security and hygienic 

measures under him and will carry out his/her instructions.  His/her duties may be defined 

under an Unit Order. 



 He/She will be responsible for the security and general cleanliness of the entire CRPF 

Campus and pay special attention to Barracks, Cook Houses, Latrines, Parade Grounds, 

Family Lines etc. 

 He/She will supervise the working of the Tradesmen such as Safai Karmacharis engaged 

for sanitation duties. 

 He/She will arrange for proper disposal of night soil, manure and filth as per sanitation 

orders issued from time to time and will remain in attendance during all Sanitary 

Inspections by the Medical Officer. 

 He/She will ensure that stray dogs are not allowed to liter about in the Camp and none 

keeps any cattle or poultry in the CRPF Lines. 

 He/She will be responsible for proper maintenance and safe custody of the sanitation and 

other stores entrusted to him/her. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.31 HC(Garrison) 

 He/She will assist ASI(Garrison) in discharging his/her duties efficiently. 

 He/She will maintain the Building Register, Building Inventory and Damage Memo Form 

and will keep them up-to-date at all times. 

 He/She will be responsible for ensuring occupation of family quarters by the allottees and 

will bring to the notice of the Quarter Master in the Bn  for the quarters falling vacant or 

any unauthorized occupation. For this purpose He/She will maintain a Register of Family 

Quarters allotment and Waiting List of Applicants. 

 He/She will be responsible for regular inspection of all buildings and bring to the notice of 

Quarter Master in the Bn of any damage or unauthorized construction. 

 He/She will keep a copy of the Security Standing Orders and will instruct the Regimental 

Police personnel on security instructions once a week and ensure that all such Security 

Orders and Instructions are fully understood and strictly enforced. 

 By maintaining proper liaison, he/she will ensure that cordial relationship is kept with the 

local population and any grievance of the local population would be immediately brought 

by him/her to the notice of the Quarter Master in the Bn. 

 He/She will collect intelligence through the sources within and outside the Force and 

report all matters of importance affecting the Force to the Quarter Master in the Bn, 

keeping the Subedar Major informed. 

 He/She will ensure that the check Posts are manned within the hours prescribed. 

 He/She will ensure that the Regimental Police Section, when working outside lines, 

operates in pairs and not individually. 

 He/She will be responsible for the discipline, turnout and efficiency of the Regimental 

Police personnel. 

 He/She will visit the Family Lines twice a week to find out specially difficulties, if any, of 

the families whose husbands are posted out and bring them to the notice of the Quarter 

Master in the Bn through the Subedar Major for necessary action. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.32 HC(Storeman) 

 He/She will assist the ASI(QM) in the maintenance of the respective stores. 



 He/She will perform other duties assigned by the Dy. Commandant/ Coy Commander  

concerned. 

 He/She will go through with the Store instructions. 

 He should have good knowledge about the preservatives. 

 Any damage noticed by him to the Stores will be promptly reported to the Dy. 

Commandant/ Company Commander concerned through the respective ASI(QM). 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.33 Duties of Head Constable (Education) 

 He/She will work directly under the orders of the Inspector (Trg) in the Bn.  

 He/She will conduct his/her classes regularly and punctually. 

 He/She will prepare notes and précis on the subjects to be taught by them well in advance 

and put up the same to the Inspector (Trg) in the Bn. 

 He/She will ensure that candidates earmarked for various Examinations attend his/her 

Classes regularly punctually and maintain proper discipline and orderliness during the class 

hours. 

 He/She will conduct Education Classes as per syllabus and according to the Weekly 

Programme approved by the Dy. Commandant (Adjt) in the Bn. 

 He/She will conduct weekly Test and maintain Progress Report of each candidate under the 

supervision of Inspector (Trg) in the Bn. 

 He/She will ensure proper upkeep and safe custody of all education books, maps and other 

accessories issued to him/her for running Education Classes. 

 He/She will ensure that Class Rooms are kept neat and tidy. 

 He/She will remain in working dress during Class/Training hours. 

 He/She will promptly report any absentees to the Inspector (Trg) in the Bn for necessary 

action. 

 He/She will conduct extra coaching classes for those who are found weak and not making 

the expected progress. 

 He/She will take steps to carry out programme for teaching Hindi to the illiterate/semi-

illiterate personnel of the Unit under the supervision of Inspector (Trg) in the Bn. 

 He/She will perform any other duty entrusted to him/her by superiors. 

 

7.34 Duties of Head Constable (Mess NCO- GOs/SOs/ORs) 

 He/She will supervise the entire mess staff and will be responsible for the efficient working 

of the mess staff. 

 He/She will be responsible the General cleanliness of all the rooms, mess, etc. 

 He/She will the custodian of all cutlery, Glass, Linen, Plate, etc., and for reporting of 

breakage and loss to the  Mess Secretary. 

 He/She will ensure that the safe custody of the keys of the safe and stock cupboard 

 The maintenance of a supply of writing materials on the writing tables and vouchers for the 

supply of the same being signed by the  Mess Secretary. 



 He/She will handle the liquor properly and will keep of a proper account of it and submit 

the same to the Mess secretary in GO’s Mess. 

 He/She will responsible for prompt maintenance of  Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He/She will be medically examined by the CRPF Medical Officer once a month. 

 He/She will maintain proper discipline. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.35Duties  of  CT/GD (As Sentry):- 

 

 He/She will perform his/her duties under the direct orders of the Guard Commander. 

 During his/her tenure of duty he is responsible for the security in his/her beat.  The beat 

will  be specified through the local guard orders by the Commandant. 

 Throughout his tenure of duty He/She will exercise utmost vigilance . 

 He/She will challenge any person approaching  his/her post during night and will allow 

him/her to pass only after identifying the person. 

 On seeing fire or any untoward incident, he/she will turn the guard out and inform the 

matter to the Guard Commander. 

 During day time, he/she will pay compliments to the officers passing through/visiting 

his/her post according to his status. 

 He/She will not allow any unauthorized person to approach the Guard post either in day or 

night. 

 He/She will keep contact with the sentry of the nearest guard. 

 His/Her dress, turn out and drill will be smart. 

 He/She will not consume any liquor after having been detailed for duty and while on guard 

duty. 

 He/She will maintain best discipline. 

 He/She will promptly obey all the orders of the Guard Commander and bring all incidents 

to  the notice of the Guard Commander immediately. 

 Between retreat and reveille,  the sentry will come to ‘Attention’ to pay compliments 

whenever any Officer who is entitled  for compliments for a particular sentry post. 

 He/She will abide by the orders issued for the sentry by the Commandant for a particular 

sentry post. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

 

7.36Duties of CT/GD  for GO’s/SO’s &Or’s Mess:- 

 He/She will work under the direct control of the Mess Commander(Mess NCO) of 

concerned mess. 

 He/She will maintain all kind of furniture/crockery etc neat and clean of the mess.  

 Any damage to the mess property will be promptly reported by him/her to the Mess 

Commander. 

 He/She will assist the mess Commander to maintain the mess record properly. 



 He/She will be medically examined by the CRPF Medical officer once a month. 

 Mess assistant detailed for GO’s Mess will ensure that all the rooms, kitchen, bath room etc 

are kept neat and clean. 

 Mess Ct for GO’s mess while on mess duty will wear white pant, shirt(full sleeves) 

inserted, PT shoes with socks and mufty camp during the night. During the day He/She will 

wear working dress with PT Shoes. 

 He/She will maintain proper discipline. 

 He/She will serve food to all Officer and to perform such other catering duties as ordered. 

 Detailed Mess Ct/GD  for any mess will responsible to perform any kind of duties assigned 

to him/her by superiors.  

 

7.37Duties of Office runner duty :- 

 He/She will open the office rooms at morning parade time and supervise the sweeping out. 

 He/She will keep all the Officers table neat and tidy. 

 He/She will be responsible for all articles of stationery etc on Officers table. 

 He/She will watch for and report the entry of any unauthorized person into the Office to 

his/her superiors. 

 He/She will lock office main door after seeing all other doors secured when the staff have 

left and will keep the key in the control room/handed over to the head clerk concerned.  

 The permanent office runner is excused all duties except such parades as are compulsory 

for employed personnel and attendants. 

 The office runner will be of good character. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

7.38Duties of Buddy :- 

 Under the circumstances such as grave sickness,  domestic emergency etc., one Buddy will 

be detailed by the Coy Comdr (HQr) to attend  the particular case. This Buddy will be 

given to the officer on duty as a special on an application from him/her to the 

Commandant. 

 Buddy should be of good character who are not ordinarily suitable for a desirous of 

becoming Under Officer. 

 Buddy when proceeding outside Lines or when on duty will wear uniform or Force Mufti. 

 Buddy will attend parade  regularly. 

 Buddy are not to be employed on menial duties in households. 

 Buddy will be detailed by the SI(Adjt) . The SI(Adjt) will keep up to date list of such 

buddy. 

 No Constable who has worked as Buddy for a period of 2 years will be retained as Buddy 

by anybody. He/She should be returned to the General Duties for a similar period before 

he/she can be re-employed as a Buddy again. 

 Gazetted Officers attending any Course in any CRPF/Other organisations, institutions can 

keep one buddy throughout the training and during to and fro journey . In case two or more 

officer are undergoing training at the same Institution, only one Buddy will be detailed for  

two such officers. 

 He/She will carry out any other duty assigned to him/her by superiors. 



 

7.39Duties of Telephone attendant duty in control room  :- 

 

 The telephone attendant wherever detailed will be responsible for attending all the 

telephone call during day and night. 

 He/She will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of a Gazetted 

Officer with the least possible delay. 

 He/She will ensure that the telephone is not mis-handled. 

 He/She will ensure that no unauthorized person use the telephone. 

 He/She will be excused from PT/Parade and other duties.  

 He/She will carry out any other duty assigned to him/her by superiors.  

 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx  



APPENDIX-H 

8. RAF BATTALION 

 

A) STRENGTH :- 

 

SL 

No.  

Rank Pre-cadre strength 

(Total=10 Bns) 

Post-cadre strength 

(Total=15 Bns) 

Remarks 

1 Inspector  32 in each Bn 

(33 each in 99 & 

100 RAF)  

 

32 in each Bn 

(33 each in 99 & 

100 RAF)  

 

No change 

2 Sub-Inspector 71 71 No Change 

3 Asstt. Sub-

Inspector 

75 88 (13 post of ASI/GD 

increased in each RAF 

Bn) 

4 Head 

Constable 

117 183 (79 post upgraded fm 

CT), whereas 13 post 

of HC upgraded as 

ASI 

5 Constable  645 546 (99 post of CT/GD 

abolished in each RAF 

Bn) 

 

B) DUTIES ASSIGNED:- 

SL 

No.  

Rank Strength  DUTIES 

1 Inspector  32 in each Bn 

(33 each in 99 & 

100 RAF)  

 INSP (TEAM COMDR) 

 INSP (HQR COY) 

 

2 Sub-Inspector 71  SI/ADJT 

 SI/TRG 

 SI/EDUCATION  

 SI/LIAISON OFFICER  

 SI/GARRISON/TS 

 SI/QM 

3 Asstt. Sub-Inspector 88  ASI/ADJT (BN HQr)-01 

 ASI/ADJT (BN HQr & 04 SERVICE 

COYS)-05 

 ASI/CANTEEN-01 

 ASI/COY WRITER (BN HQr & 04 

SERVICE COYS)-05 

 ASI/GARRISON-01 

4 Head Constable 183  HC/CANTEEN(BN HQ)-01 

 HC/KOTE (BN HQr & 04 SERVICE 

COYS)-05 

 HC/TRG (BN HQr)-02 

 HC/HOSP. (BN HQr)-01 

 HC/STOREMAN (02 BN HQr & 04 

SERVICE COYS)-06 

(2 HC in 4 teams of 2 Pln of 4 coys=64) 



5 Constable  566  

 

 

8.1 DUTIES OF TEAM COMMANDER (INSPECTOR) :- 

 

Inspector (Team Commander) will perform following duties as enumerated at para 6.3 of 

RAF Manual :-  

 

 He will work directly under the orders of Platoon Commander and will be responsible 

for the discipline, turnout, training, efficiency and general well being of all men in his 

team. 

 He will exercise general supervision and co-ordination amongst team elements. 

 He will ensure proper upkeep and safe custody of all arms/amn, equipment and other 

property in charge of his team. 

 He will inspect his team or any of his element before it proceeds for duty and ensure 

that the turnout is good, the men are thoroughly briefed, the required scale of 

equipment, arms and ammunition etc, are carried and the orders are clearly 

understood by his men.  

 He will hold kit inspection and supervise maintenance of arms every week and report 

deficiencies/defects to platoon commander for necessary action. 

 He will extract explicit obedience from his men and ensure that the men carry out his 

orders promptly and efficiently. 

 He will report any grievances of his team on any matter affecting their morale and 

discipline to his platoon commander and persue follow up action for the same. 

 He will ensure men under his command have through knowledge of RAF SOP and 

RAF riot drill etc. 

 He will acquaint himself thoroughly about the character, habit, capability, family back 

ground and problems of the men of his team to be able to give them proper guidance 

at all times. For this purpose, he will maintain details of the men posted under him. 

 In his capacity as team commander, he will be responsible for the safety of vehicles, 

arms ammunition, equipment etc. entrusted to his charge. 

 He will exercise strict control over his men and ensure that they do not indulge in any 

indiscipline/misconduct. 

 He will ensure efficient performance of duties by his men. 

 In case he notices indifferent attitude/behavioural problem of any of his team person 

he will bring it to the notice of platoon commander/Coy commander and take 

corrective measures.  

 He will try to use minimum force in terms of fire power, firing of tear smoke 

monition and use of lathies under the instruction of platoon commander/any 

magistrate etc detailed for the specific job. 

 He will carry out any other duty assigned to him by his Platoon Commander/Coy 

Commander. 

 

 

 

8.2 INSPECTOR (HQ COY):- 

 

 He will be Second-in-Command of the HQ Coy and will perform the duties of the 

Coy Commander (Hqr Coy) in the letter’s absence. 



 He will assist they Coy Commander (Hqr coy) in maintenance of discipline and 

general administration of the Coy. 

 He will remain present and assist the Coy Commander (Hq Coy) during disbursement 

of pay and allowances and report to Coy Commander any instance of non-receipt of 

pay and allowances by men. 

 He will supervise the working of the QM Havidar and ensure that all documents 

pertaining to his branch are correctly maintained.  

 He will supervise the duties of Coy Havildar Major and ensure fair distribution of 

duties amongst Coy personnel. 

 He will supervise the running of Hq Coy mess and ensure recovery of mess dues in 

time and report to the Coy Commander about genuine grievances of the men on 

account of messing or mess accounts. 

 He will be responsible for organising indoor and outdoor games, preparing Coy teams 

and encouraging the Coy personnel to participate in different sports activities. 

 He will put up Orderly room cases before the Coy Commander for disposal.  

 He must know thoroughly both on and off parade, all the Subordinate Officers, under 

Officers and men of his Coy and take real interest in their well being and bring to 

notice of the Coy Commander any of their grievances. 

 He must be fully acquainted with the general tone of the Coy and bring promptly to 

the Coy Commander’s notice any matter which may be affecting the discipline and 

morale of the Coy. 

 He must invariably be an example in smartness both on and off parade and ensure that 

both the Coy Commander’s and his own orders are carried out promptly and 

efficiently by all ranks subordinate to him. ‘ 

 He will carry out any other duty assigned to him by the Coy Commander (Hqr Coy.) 

 

 

8.3 SUB-INSPECTOR (ADJUTANT) : 

 The Sub-Inspector (Adjutant) in the Chief Assistant to the Adjutant in maintaining 

discipline. 

 He will report immediately to the Adjutant any serious breach of discipline or 

irregularity. 

 He will detail all guards and working parties as ordered by the adjutant. 

 He will inspect all guards and escorts leaving the Bn., brief them adequately and 

ensure that they are promptly dressed, fully equipped and understand their duties. 

 He will ensure that the Quarter Guard is well maintained. 

 He will attend guard mounting at least thrice a week. 

 He will ensure that the following registers are correctly maintained at the Quarter 

Guard :- 

(a) Inspecting Officers’ Register. 

(b) Sentries Duty Register. 

(c) Defaulters Register. 

(d) Prisoners Kit Ledger.  

(e) Handing/Taking over Register. 

(f) Prisoners Fatigue Register.  

(g) emergency Vehicle Register  

(H) Kote Opening/Closing Register .  

 He will ensure that the following orders are displayed at the Quarter Guard and are 

strictly complied with :-  

(a) Guard and Sentry Orders. 



(b) Orders for the Defaulters. 

(c) Orders for the Prisoners. 

(d) Fire Alarm Orders.  

(e) General Alarm Orders.  

(f) Security Orders.  

(g) Weekly Force Orders.  

(h) Camp Standing Orders. 

 He will be responsible for the correct maintenance of the following registers in his 

officer :- 

(a) Orderly Room Register. 

(b) Daily Parade Statement . 

(c) SOs and UOs Duty Register. 

(d) Tests and examination Register.  

(e) Posting Register.  

 He will prepare weekly training programme for routine, refresher and pre-course 

training according to the approved syllabus and will ensure its implementation. 

 He will conduct briefing classes for the Instructor and will ensure that their 

knowledge of the subjects taught is up-to-date. 

 He will prepare weekly reports on trainees and submit them to the Adjutant. 

 He will ensure proper upkeep and maintenance of training stores. 

 He will assist the fire fighting officers in his duties and ensure that regular fire 

fighting practices are carried out. 

 He will carry out any other duty assigned to him by the Adjutant. 

 

 

8.4 SUB-INSPECTOR (TRAINING) :- 

 He will assist the DC(Adjutant) in maintenance as high standard of efficiency in drill 

and turn-out. 

 He will set personal example of good turn-out, punctuality and general bearing. 

 He will maintain the Tests and Examination register. 

 He will assist the DC (Adjt) in maintenance of discipline, turn-out and well being of 

the personnel of the training platoon. 

 He will prepare weekly training programmes as per approved syllabus and will be 

responsible for its implementation. 

 He will conduct briefing classes for the instructors and ensure that their knowledge of 

the concerned subjects is up-to-date. 

 He will prepare weekly progress report on trainees and submit it to the DC(Adjt.). 

 He will ensure proper maintenance of training stores. 

 He will be responsible for the management of the Training platoon mess or any other 

mess entrusted to him and will ensure correct maintenance of mess accounts. 

 He will carry out any other duty assigned to him by the DC (Adjt.). 

 

 

8.5 SUB-INSPECTOR (EDUCATION) :- 

 

 He will work under the orders of the Second-in command and will assist him in 

organising education classes in the Bns. 

 He will prepare weekly training programmes for conducting education classes 

according to the approved syllabus and will be responsible for their implementation. 



 He will ensure that unit personnel due for various education examinations are fully 

trained and well prepared. 

 He will conduct briefing classes for the education Instructors and will ensure that 

their knowledge of the subjects taught is up-to-date. 

 He will ensure regular attendance of personnel required to attend education classes. 

 He will, under the guidance of Second-in-Command organise special classes for those 

who do not know Hindi. 

 He will be responsible to proved Education Instructors to Coy detached from Bn 

Hqrs, for conducting education classes according to approved programmes. 

 He will arrange supply of education books, maps and charts to Coy for use in 

education classes and will maintain proper record. 

 He will be responsible for the proper upkeep and safe custody of all Govt. property on 

his charge and will maintain relevant records. 

 He will carry out any other duty assigned to him by the Second-Command. 

 

 

8.6 SUB-INSPECTOR(LIAISON OFFICER) :- 

 

 He will work under the general control of the Deputy Commandant (Ops) for liaison 

duties. 

 He will conduct law classes for the personnel of the Bn and the trainees of various 

cadres and courses. 

 He will assist in the prosecution of cases under the CRPF Act before 

Commandant/Deputy Commandant and in civil courts. 

 He will maintain liaison with local Police and other civil authorities. 

 He will carry out any other duty assigned to him by the Commandant/Deputy 

Commandant (Ops). 

 

 

8.7 SUB-INSPECTOR (GARRISON/TEAR SMOKE) 

 He will command the Tear Smoke Platoon and will be responsible for the discipline, 

efficiency and training of the Platoon personnel. 

 He will ensure proper upkeep and safe custody of all tear smoke equipment and 

munitions on charge, keep the keys of the store room with him and maintain u-to-date 

record of the tear smoke stores. 

 He will be responsible for the regular training of the personnel of the Tear Smoke 

Platoon and will impart training in tear smoke to the trainees of various cadres and 

courses at the Bn. 

 He will be responsible for the efficient and effective performance of duties by the 

Tear Smoke personnel. 

 

 

8.8 SUB-INSPECTOR (QUARTER MASTER) : 

 

 He will perform the duties enumerated as under :-  

(a) He will keep correct accounting of clothing stores and maintain all 

connected records.  

(b)  He will up-date required for consolidation of indents, reports and returns 

to DC(QM).  



(c)  Receipt and issue of Clothing stores to the Hq and service Coys will be 

done by him.  

(d)  He will ensure that transaction, stores are properly secured. The keys of 

these stores will be personally kept by him.  

(e)  He will be responsible for care and preservation of stores and ensure 

against losses, damage, shortages of the stores in his custody. (f) He will 

deposit kits of the discharged personnel in the Bn stores. (g) Issue of 

clothing items on payment and maintenance of connected records.  

(h)  Putting up papers for condemnation and disposal of stores.  

(i)  Any other duty assigned to him by Deputy Commandant (QM).  

(j)  He will maintain proper records of all the samples and will keep such 

samples till their disposal in ordered. 

 He will maintain the following registers :-  

(a)   Individual Clothing Ledger     - CRPF 14 

(b)   Stock book of Uniforms      - CRPF 15 

(c)   Line Committee form      - CRPF 35 

(d)  Bill Book of stores issued from Bn store    - CRPF 38 

(e)   Indent Register       - CRPF 101 

(f)    Auction Register       - CRPF 103 

(g) Deduction register (being renamed as payment register)  – CRPF 115 

(h)  Railway receipt Register      - CRPF111 

(i)   New, Resume and Condemned clothing Reg.-  

To be maintained in a combined register in form No. CRFP – 15A by 

allotting separate portions. 

(j)   E.I. Clothing and Web equipment Register . 

 

 

8.9 ASI (ADJT) (BN HQR)  

 By virtue of his appointment he takes precedence over all other ASI in the Battalion. 

 He is assistant to the Sub-Inspector(Adjutant) in the Battalion in all his duties and will 

be responsible for the discipline of the personnel posted in the unit. 

 He will ensure meticulous compliance of orders by the Under Officers and men of the 

unit. 

 He will supervise distribution of duties made by the Coy ASI/ADJT of HQ Coy in the 

case of personnel of HQ Coy. 

 He will ensure that all other ranks punctually turn up at evening roll call and that unit 

orders are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office 

orderlies, runners, regimental police and arrange for their rotation from time to time, 

as ordered by the Astt. Commandant(Adjutant) in the Battalion. 

 He  will report cases of indiscipline promptly to the Subedar Major through the Sub-

Inspector Adjutant in the Battalion, for necessary action.  

 He will personally maintain the daily parade statement of the unit and will keep 

correct record of all arrivals and departures. 

 He will depute under officers to conduct punishment drill and extra fatigue by the 

defaulters who have been awarded such punishment in the orderly room. 

 He will carry out any other duties assigned to him by Sub-Inspector Adjutant the 

Battalion. 

 

8.10ASI/ADJT (Service Coy):-  



 The Coy ASI/ADJT is responsible to his Coy Commander for the training and 

discipline of the Company personnel. 

 He will ensure compliance of orders by all under officers and men of his Coy. 

 He will personally maintain the daily parade statement in the prescribed form and put 

up the same before the Coy Comadr. For scrutiny. 

 He will take roll call and will see that unit orders are red out to his Coy and will report 

to the Coy Inspector the correctness or otherwise of the parade at roll call. 

 He will fill in the daily sick report register and pass it over to the Medical Officer 

through the Coy Commander. 

 He will attend guard-mounting parade daily and ensure smart turn out of personnel 

detailed on guard duty. 

 He will detail working parties according to the requisition received though the Sub-

Inspector(Adjutant) or the Coy Inspector and ensure their relief according to the time 

schedule give. 

 He will maintain an up-to-date strength statement of his Company and keep record of 

all arrivals and departures, sick leave etc, in his Company. 

 He will depute under officers to conduct punishment drill and extra fatigue by the 

defaulters who have been awarded such punishment in the orderly room. 

 He will carry out any other duty assigned to him by the Coy Commander. 

 

 

 

8.11 ASI (QM) (BN HQR) :- 

 

 He will work directly under the orders of the Quarter Master. 

 He will assist the Quarter Master in arranging supplies of clothing, Arms, 

Ammunition, Barrack Furniture, Tentage and other Government stores required for 

the Battalion. 

 He will assist the Quarter Master in making local purchases of articles required for 

immediate use in the Battalion after observing due formalities. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the Quarter Master. 

 He will personally maintain all relevant stock ledgers and will ensure that the entries 

made are correct and up-to-date. 

 He will arrange verification of Company records with corresponding records 

maintained in the Battalion HQrs once in every year, and any variation noticed should 

immediately be brought to the notice of the Quarter  Master for further action. 

 He will scrutinize all deduction memos received from various Coys for its correctness 

before obtaining approval of the Commandant/Head of officer. 

 He will submit quarterly statement of arms and ammunition as required through the 

Quarter Master. 

 He will take open delivery of consignments found tempered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles. 

He will also obtain certificate to the effect from the Railway authorities. Thereafter, 

he will arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequated security measures for storage of inflammable stores and 

strictly comply with the fire fighting instructions.’ 

 He will ensure safe custody of all Government property kept in the stores and will 

take appropriate measures to prevent any deterioration. 



 He will ensure that stores are kept clean and tidy and all items are properly arranged 

alongwith Bin Cards. 

 He will carry out any other duty assigned to him by the Quarter Master. 

Note :- As indicated in Para 1.13(x) of the Provisioning Manual since only one 

QM ASI is authorised in the QM platoon of the un-attached Bn, he may be used 

in any section in the light of duties indicated above to be specifically detailed by 

the Commandant or the Quarter master of the Battalion. 

 

 

 

8.12 ASI (QM) (Service Coys):-  

 

He will function under the supervision of Coy Commander HQ and will be responsible 

for the matter pertaining to Clothing items and stores. His main duties are enumerated as 

below :- 

 

 He will keep correct accounting of clothing stores and maintain all connected records. 

 He will keep prepare timely kit classification, drawl of new clothing from Bn stores 

and further issue to Coy personnel. He will also make necessary entry in the KIULS 

according to distribution list. 

 He will ensure that after the transaction stores are properly secured. The keys of stores 

will be personally kept by him. 

 He will be personally responsible for care and preservation of stores and ensure 

against losses, damages, shortages of the stores in his custody. 

 He will deposit kit articles of discharged personnel of the Coy. 

 He will be responsible for submission of papers for condemnation and further deposit 

to Bn stores. 

 He will be responsible to his Coy Commander for the reveipt, maintenance and issue 

of arms and ammn, clothing and other essential items. 

 He will be responsible for keeping an up-to-date Rifle Rolls of the Coy. 

 He will collect the clothing and equipment of all men leaving the unit for any reasons, 

men in confinement and men admitted to Hospital. 

 He will be responsible to his Coy Commander for general cleanliness of his Coy area. 

 He will be responsible for timely medical examination of cooks. 

 He will carry out any other duty assigned to him by the Coy. Commander. 

 

8.13 ASI (CANTEEN) (Bn HQR) :-  

 His duties are enumerated as under :- 

 He is responsible for all articles on charge of the Canteen according to the Stock and 

Dead Stock Register. 

 He will regularly maintain the stock register, daily sale register (Pucca and Kucha),. 

Credit sale ledger, dead stock register. The daily register (Pucca) and general stock 

register shall be completed aily form the daily sale register (Kucha) and daily sale 

register(Pucca). 

 He is responsible for all retail business transactions and for the correct deposit of 

money against daily sales, which should be entered daily in stock and sale register. 

 It will be his duty to bring to the notice of the Manager all articles lying unsold for 

more than six months. 

 He will inform the Manager as soon as any article is damaged or rendered 

unserviceable or unfit for sale. 



 He will be responsible for the cleanliness of the Canteen and recreation room. 

 He will invariably deposit the cash obtained from daily sales in the treasury chest on 

the next working day. 

 He will be responsible for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 Further instruction of a local nature would be issued by the Commandant concerned. 

 

8.14 ASI(Coy Writer-HQ & Service Coy) 

 He/She will attend to all correspondence connected with coy and will be responsible for 

the correct maintenance of all the files / registers in coy. 

 He/She will be responsible for maintenance of correct data of coy personnel and for 

utilization during detailment of course/ approved list / promotion etc. 

 He/She will be responsible for proper maintenance/account for of Govt/Mess cash book 

and related documents. 

 He/She will responsible for all equipments and machinery available at Office.  

 He/She will maintain online/offline backups of all important Coy correspondence. 

 He/She will work under close supervision of Coy Commander and Coy 2-I/C. 

 He/She will carry out any other duty assigned to him/her by superiors. 

 

8.15 ASI (garrison) (Bn Hqr) :- 
 He will be the section commander of the Garrison Platoon. 

 He will work under the supervision of Garrison Platoon Commander. 

 He will be responsible for each and every task /security his section, and assignment of 

duties to the personnel posted in his section. 

 He will be responsible to perform all the duties assigned to him by the Platoon 

commander. 

 He will be responsible to distribute the weapons to the personnel of his section 

according to his capability. 

 He will ensure to maintain the strength of his section and ensure to timely sanction of 

leave. 

 He will also note the grievances of personnel of his section and bring to the notice of 

his seniors for further prompt action. 

 He will perform any other duty entrusted to him by his superiors. 

 

8.16 QUARTER MASTER HAVILDAR (EQPT. BKF & TENTAGE) HQ COY. 

 

He will function under the supervision and control of CC HQ and will assist him in all 

matters pertaining to stores, equipment, barrack furniture etc. His main duties are outlined 

as under :- 

 

 He will be responsible for correct accounting of stores on his charge and maintenance 

of connected records. 

 He will be responsible for proper care and preservation of stores. 

 He will issue stores to various establishments at Bn HQ under orders of Coy 

Commander HQ. 

 He will also ensure against losses/damage/shortages of stores under his charge. 

 He will be responsible for timely action for condemnation and deposit of stores. 



 He will be responsible for timely action for condemnation and deposite of sores. 

 He will also be responsible for general maintenance of Coy area, lines, timely 

replacement of niwar, tentage etc. 

 He will carry out any other duty assigned to him by the Coy Commander HQ. 

 

 

8.17 HC/QM(WRITER):-  

 ASI (QMW) will assist the Quarter Master in matters relating to QM branch. 

 He will deal with all official correspondence connected with procurement and 

distribution of QM and Ordnance stores. 

 He will also do the filing work and despatch of Dak. 

 He will prepare all reports and returns bases on the data provide by the QM SI and put 

up before the QM for scrutiny and onward despatch to higher authorities. 

 He will maintain sanction book. 

 He will do all typing work for respective sections. 

 He will carry out any other duty allocated by the QM. 

 

 

8.18 HC/(EDUCATION INSTRUCTOR):-  

 He will work directly under the orders of the Sub-Inspector (Education) in the Bn. 

 He will attend their classes regularly and punctually. 

 He will prepare notes and précis on the subject to be taught will in advance and put up 

same to the Sub-Inspector (Education) in the Bn. 

 He will ensure that candidates earmarked for various examination attend their classes 

regularly, punctually and maintain proper discipline and orderliness during school 

hours. 

 He will conduct education classes as per syllabus and according to the weekly 

programme approved by the Second-in Command in the Bn. 

 He will conduct weekly tests and maintain progress report on each candidate under the 

supervision of Sub-Inspector (Education) in the Battalion. 

 He will ensure proper upkeep and safe custody of all education books, maps and other 

accessories issued to them for running education classes. 

 He will ensure that classrooms are kept neat and tidy. 

 He will remain in working dress during school hours. 

 He will promptly report any absentees to the Sub-Inspector (Education) in the 

Battalion for necessary action. 

 He will conduct extra coaching class for those who are found weak and not making 

the expected progress. 

 He will take steps to carry out programme for teaching Hindi to the illiterate/semi-

illiterate men of the Unit under the supervision of Sub-Inspector (Education) in the 

Battalion. 

 He will carry out any other duty assigned to them by the Sub-Inspector (Education) in 

the Battalion. 

Note:- Distribution of duties between the available Education Instructors for timely 

preparation and submission of weekly training programmes, maintenance of school 

library register, education examination register, stock book of Govt. property on 

charge of the school, stock book of amenity stores and other items of the recreation 

room, records of supply of newspapers to the other ranks recreation room and 

collection of current important news from the daily newspapers and display on the 

news board etc. will be issued by the Second-in Command in the Bn. 



 

 

8.19 WEAPON TRAINING/PHYSICAL INSTRUCTORS (HEAD CONSTABLE) 

 They will work directly under the orders of the Sub-Inspector(Adjutant) in the 

Battalion. 

 They must set a personal example for punctuality, promptness to obey orders and 

should turn out properly and smartly. 

 They will attend briefing classes regularly and will keep themselves fully acquainted 

with the latest training instructions. 

 They will ensure regular and punctual attendance of candidates earmarked for various 

cadres and courses. 

 They will ensure that candidates are properly dressed and fully equipped as per 

standing instructions for standing classes in different subjects. 

 They will ensure that training aids required for conducting classes on different 

subjects are available and fully utilized. 

 They will ensure proper up-keep and maintenance of all training stores/pamphlets and 

will take suitable measures to prevent damage or their mishandling. 

 They will conduct training classes according to the approved syllabus and training 

programmes. 

 They will assist the Sub-Inspector (Adjutant) in the Battalion in preparing weekly 

progress reports on the trainees attending various cadres and courses. 

 They will carry out any other duty assigned to them by the Sub-Inspector (Adjutant) 

in the Battalion.  

 

 

8.20 REGIMENTAL POLICE AND SANITATION HEAD CONSTABLE:- 

 In partial super session of paragraph 1.13(xviii) of the Provisioning Manual, he will 

work under the control of the Quarter Master in the Bn. He will be responsible for the 

general supervision and co-ordination of all security and hygienic measures under 

Asstt. Commandant “A” & “Q”  and will carry out their instructions. His duties may 

be fixed under a unit order. 

 He will be responsible for the security and general cleanliness of the entire CRPF 

Campus and pay special attention to barracks, cook houses, latrines, parade grounds, 

family lines etc. 

 He will maintain the building register, building inventory and damage memo from 

and will keep them up to date at all times. 

 He will be responsible for ensuring occupation of married quarters by the allottees 

and will bring to the notice of the Quarter Master in the Bn the quarters falling vacant 

or any unauthorized occupation. 

 For this purpose he will maintain a register of family quarter’s allotment and waiting 

list of applicants. 

 He will be responsible for regular inspection of all buildings and bring to the notice of 

Quarter Master in the Battalion of any damage or unauthorized construction. 

 He will supervise the working of the followers engaged for sanitation duties and will 

be responsible for the correct and up to date maintenance of C.N. Paid followers 

registers. 

 He will arrange for proper disposal of garbage, manure and filth as per sanitation 

orders issued from time to time and will remain in attendance during all sanitary 

inspections by the Medical Officer. 



 He will ensure that stray dogs are not allowed to loiter about in the Campus and no 

one keeps and cattle or poultry in the CRPF lines. 

 He will keep a copy of the security standing orders and will instruct the regimental 

police personnel on security instructions once a week and ensure that all such security 

orders and instruction are fully understood and strictly enforced. 

 By maintaining proper liaison, he will ensure that cordial relationship is kept with the 

local population andy any grievance of the local population would be immediately 

brought by him  to the notice of the Quarter Master in the Bn. 

 He will collect intelligence through his sources within and outside the Force and 

report any matter of importance affecting the Force to the Quarter Master in the Bn, 

keeping the Subedar Major informed. 

 He will ensure that the check posts are manned within the hours prescribed. 

 He will ensure that regimental police section, when working outside lines, operate in 

pairs and not individually. 

 He will be responsible for the discipline, turn out and efficiency of the regimental 

police personnel. 

 He will be responsible for proper maintenance and safe custody of the sanitation and 

other stores entrusted to him. 

 He will visit the family lines twice a week to find out specially the difficulties of the 

families whose husbands are posted out and bring them to the notice of the Quarter 

Master in the Battalion through the Subedar major for necessary action. 

 He will carry out any other duty assigned to him by the Quarter Master in the 

Battalion. 

 

 

8.21 HEAD CONSTABLE (TEAR SMOKE):-  

 He will work under the control of the Sub-Inspector (Tear Smoke) and be responsible 

for the training, discipline, efficiency and morale of the section put under his charge 

while in the Bn as well as outside Hqes. 

 He will be responsible for the safe custody of the Tear Smoke equipment and 

munitions committee to his charge. 

 He will perform instructional duties for conducting local Tear Smoke Courses and for 

imparting pre-course training. 

 He will obey and execute all legal orders of the officers of other units under whom he 

is attached for law and order duty. 

 He will carry out any other duty assigned to him by the Sub-Inspector (Tear Smoke) 

 

Note :- One selected Tear Smoke Head Constable would be detailed by the Deputy 

Commandant (Adjutant) to be responsible for the receipt, proper storage, maintenance 

and documentation of Tear Smoke equipment and munitions as well as for preparation 

of weekly programme for routing and refresher training of Tear Smoke personnel. 

 

8.22 HC(CANTEEN):- 

1. He will work under the direct control of the canteen ASI and will assist him in 

day-to-day work and will perform the following duties :- 

2. He will arrange articles in the show room and store room as directed by the 

canteen ASI and will be responsible for the cleanliness of the Canteen and 

recreation Room and all articles therein. 

3. He will lay out newspapers and other journals on the table in the Recreation 

Room daily by 0700 hours. 



4. He will be responsible to effect sales of l all items of food and drink 

maintained by the wet Canteen against coupons only. 

5. He will prepare tee and could drinks according to daily requirements. 

6. He will be responsible for general cleaning and upkeep of the Wet Canteen 

part of the premises. 

7. He  shall sell the dry/wet canteen items against cash payments and will ensure 

that they are correctly accounted for. 

8. In dealing with customers, he shall maintain ‘Aye One’ discipline and be 

polite. 

9. He shall obey all the orders of the Canteen ASI/IC. 

10. He will have no private dealings with contractors or customers and will not 

issue or sell items to unauthorized persons. 

 

8.23 HC(Kote) (Hqr & 4 service coys) :-   

 The Kote UO will work directly under the Kote SO.  He will be responsible for the 

Government and Private Arms, Ammunition as well as Government and Force Properties 

deposited in the Kote (Except Pistols as such arms will be under the custody of the Kote 

SO). 

 Any defect / damage to the Arms will be promptly recorded and brought to the notice of 

the Kote SO and Armourer for remedial action. 

 He  will ensure that the Arms of absentees are properly cleaned once a week. 

 He  will strictly adhere to the procedure laid down for opening and closing of the Kote and 

ensure that the Kote Key is deposited in the Kote Key box on completion of his duty in the 

Kote. 

 He  will not issue or receive any Arms, Ammunition or other security items without being 

properly authorized to do so. 

 He will ensure that proper entry is made in the issue/receipt register and Signatures 

obtained before any Arm, Ammunition or other security item is issued from or received for 

deposit in the Kote. While issuing weapons, he  will ensure that the weapon is being issued 

to bonafide personnel only after verification of  I/Card. 

 He  will carry out any other duty assigned to him by his superiors. 

 

 

8.24 HC/GD (TRG) (BN HQR):-  

 He will assist SI (Trg) in performance of their duties as assigned by INSP/TRG under 

overall supervision AC/TRG. 

 Hw will act as instructor as per his field of expertise as per responsibilities assigned by 

INSP/TRG. 

 He will assist S/TRG smooth conduct of various indoor as well as outdoor classes 

physically tra8ining WT, Tactics  etc. 

 He will be responsible for upkeep and maintenance of various infrastructure, equipments 

gadgets , documents etc under charge of training branch. 

 He must in verbally be an example In smartness both on and off parade and ensure that 

both the seniors and his own orders are carried out properly and efficiently by all ranks 

subordinate to him. 

 He will perform any other duties assigned to him by SI/INSP/AC(TRG) or any other 

officer senior to him. 



 

8.25HC (HOSPITAL):-  

 He will work directly under the orders of the Deputy Commandant (Adjutant) and 

carry out duties assigned to him from time to time. 

 He will collect sick personnel on parade and march them to the Unit Hospital for 

treatment by the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the sick 

report register are taken to the Hospital for treatment. 

 He will sign the sick report register in token of the fact that the medical treatment has 

been given to the sick personnel in the hospital. 

 He will inform the mess SOs for providing special diet to the outdoor patients 

according to the advice of the doctor. 

 He will produce the sick report register before the Coy Commander (HQ coy) daily 

on return from the Hospital for his perusal and further necessary action. 

 He will visit the indoor patients in the Unit Hospital or Civil Hospital thrice a week 

and report any request to be made to the Deputy Commandant. 

 He will ensure prompt evacuation of serious and emergency cases from the lines to 

the Unit Hospital against special sick report prepared for treatment by the Doctor. 

 He will arrange to provide medical attendant under the orders of the Deputy 

Comdt.(Adjutant) for indoor patients requiring such assistance and as recommended 

by the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously 

ill and staying in family lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He will be Mess NCO of Hospital mess. 

 He will carry out any other duty assigned to him by the Deputy Commandant 

(Adjutant). 

 

8.26 HC (STOREMAN) 

 He  will assist the ASI(QM) in the maintenance of the respective stores. 

 He  will perform other duties assigned by the Dy. Commandant/Coy Commander  

concerned. 

 He  will go through with the Store instructions. 

 He should have good knowledge about the preservatives. 

 Any damage noticed by him to the Stores will be promptly reported to the Dy. 

Commandant/ Company Commander concerned through the respective ASI(QM). 

 He will perform any other duty entrusted to him by his superiors. 

 

8.27 REGIMENTAL POLICE (SECURITY):- 

 They should have a keen sense of duty and efficient in intelligence work and be strict 

disciplinarians. 

 They will work under the orders of the Dy. Commandant (General). They will be 

correctly dressed at all times. They will be in proper uniform while on duty and will 

wear prescribed arm’s bank with brass letters “R.P.” and carry the Central Reserve 

Police Force Cane. 



 Regimental Police sentries will be on duty form reveille to retreat in the lines and 

during cinema hours in the bazaar and the cinema. They will be in the Railway 

Station during the train timings. 

 Functions :-  

a) To maintain order in the lines. 

b) To prevent unauthorized persons and cattle entering the Lines and 

Family Quarters. 

c) To check Force personnel leaving the lines without proper 

pass/permission for visiting cinema/bazaar. 

d) To check that Rapid Action Force personnel are properly dressed outside 

the Lines. 

e) To check violation of speed limits of vehicles in Rapid Action Force 

campus area. 

f) To watch and ensure safeguarding of Government property. 

g) To watch and ensure security of personnel, material and information. 

h) To prevent illicit distillation, possession of country liquor by Unit 

personnel. 

i) To watch movements, discipline, turn out and behaviour of Force 

Personnel in and out of lines in bazaar, cinema and at the Railway 

Station. 

j) In addition the regimental Police Section may be assigned such other 

duties as may be considered necessary for security and discipline in the 

Force. 

 

8.28 CONSTABLE GARDENER-IN-CHARGE:-  

  The senior most Constable will be In-charge Gardener. 

 He will be responsible to the Subedar Major and Deputy Commandant (General) for 

the execution of all works relating to the garden. 

 He will supervise the work of all other gardeners. 

 He will responsible for the planning, planting and maintenance of gardens in the 

Group Centre area. 

 He will attend to the Quarter Guard and Officers’ Mess gardens personally. 

 The Unit vegetable gardens, flowerbeds, lawns etc, of the Children’s Park, Hospital, 

and Regimental Institution, etc, will be supervised by him. 

 He will procure seeds and plants as ordered by the Deputy Commandant (General) 

and will take timely action for seasonal plantation, stocking of manure and upkeep of 

nursery. 

 He will take suitable action to prevent damage to plants by animals and indiscreet 

persons plucking flowers. 

 He will keep the accounts of all the vegetables produced in the garden and its 

disposal. Money collected through sale of vegetables will be credited to the Garden 

Fund. 

 

8.29 TELEPHONE ATTENDANT:- 

  The telephone attendant wherever detailed shall be responsible for attending all the 

telephone calls during day and night. 

 He will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of 

Gazetted Officer with the least possible delay. 

 He will ensure that the telephone is not mis-handled. 



 He shall ensure that no unauthorized person use the telephone. 

 He shall ensure that any Trunk call booked by any officer/official of the Central 

Reserve Police Force through the Government telephone is entered in the “Trunk Call 

Register” by the individual booking the call and is signed by him. 

 He shall be excused from PT/Parade and other duties. 

 

8.30 MESS CONSTABLE (GOS MESS):- 

 

 He will work under the direct control of the Mess Head Constable of the Officers’ 

Mess. 

 He shall maintain the Officers’ mess furniture, crockery's etc neat and clean. 

 He shall ensure that all the rooms , kitchen, bathroom etc, are kept neat and clean. 

 He will promptly report any damage to the Mess property to the Mess Head 

Constable. 

 He will handle the liquor properly and will keep a proper account of it and submit the 

same to the Mess Head Constable daily. 

 He shall assist the Mess Head Constable in bringing ration items and other stores from 

the market. 

 While on Mess duty he will wear white pant, white shirt(full sleeves) inserted, PT 

shoes with socks and mufti cap during the night. During the day he will wear working 

dress with PT shoes. 

 The CRPF Medical Officer will medically examine him once a month. 

 He will maintain proper discipline. 

 He will serve food to all Officers and perform such other catering duties as ordered. 

 

 

8.31 SENTRY DUTY(CONSTABLE):-  

 

  He shall perform his duties under the direct orders of the Guard Commander. 

 During his tenure of duty, he is responsible for the security in his beat. The beat will 

be specified through the local guard ordered by the Commandant. 

 Throughout his tenure of duty he will exercise utmost vigilance. 

 He will challenge any person approaching his post during night and will allow him to 

pass only after indentifying the person. 

 On seeing fire or any untoward incident he shall turn the guard out and inform the 

matter to the Guard Commander. 

 During daytime he shall pay compliments to the officers passing through/visiting his 

post according to their status. 

 He shall not allow any unauthorized person to approach the Guard post either in day 

or night. 

 He will keep contact with the sentry of the nearest guard. 

 His dress, turn out and drill shall be smart. 

 He will not consume any liquor after having been detailed for duty and while on guard 

duty. 

 He shall maintain best discipline. 

 He shall promptly obey all the orders of the Guard Commander immediately. 

 Between retreat and reveille the sentry will come to ‘Attention’ to pay compliments 

whenever any Officer who is entitled for compliments passes by the sentry post. 

 He shall abide by the orders issued for the sentry by the Commandant for a particular 

sentry post. 



 

 

8.32 OFFICER RUNNER:- 

 

  He will open the Office rooms at morning parade time and supervise the sweeping 

out. 

 He will keep all the Officers’ tables neat and tidy. 

 He will be responsible for all articles of stationery etc, on Officers’ tables. 

 He will watch for and report the entry of any unauthorized person into the Office to 

the Office Superintendent. 

 He will lock the office main door after seeing that all other doors  are secured when 

that staff have left and hand  over the keys to the Head Clerk concerned. 

 The permanent office runner is excused all duties except such parades as are 

compulsory for employed personnel and attendants. 

 The office runner will be of good character. 

 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

  



APPENDIX-I 

9. CoBRA BN 

a) STRENGTH :- 

SL 

No.  

Rank Pre-cadre strength  Post-cadre strength Remarks  

1 Inspector  Insp/GD  - 22 

Insp/Int.  - 01 

Total     =  23 

Insp/GD  - 22 

Insp/Int.  - 01 

Total    =  23 

No change 

2 Sub-Inspector SI/GD       -  63 

SI/BDD    -  01 

SI/Int.      – 08 

Total        -  72 

SI/GD       -  63 

SI/BDD     -  01 

SI/Int.    – 08 

Total        -  72 

No change 

3 Asstt. Sub-

Inspector 

--- --- No authorization  

4 Head 

Constable 

126 164 (38 posts 

upgraded fm CT) 

.02 posts of 

HC/GD  in each 

team total team 18 

X 2 = 36 . 02 posts 

upgraded in trg 

branch (36 + 2 = 

38) 

5 Constable  CT/GD       -   542 

CT/GD(BDD)-    03 

CT/GD (Int).  -    16 

CT/GD (DH) -    01  

(Each in 201 & 202 

CoBRA) 

Total      =    562 

CT/GD            -  504 

CT/GD (BDD)  -    03 

CT/GD (Int).   -    16 

CT/GD (DH)    -    01  

(Each in 201 & 202 

CoBRA) 

Total = 524 

(38 posts of 

CT/GD abolished) 

 

B) DUTIES ASSIGNED :- 

SL No. Rank Authorize DUTIES 

1 Inspector  23  INSP (TEAM 2-I/C) 

 INSP (ADM) 

 INSP (OPS Br) 

 INSP (QM PLN) 

 INSP (TRG)  

2 Sub-Inspector 72  SI/GD (ADM PLN) -01 

 SI/GD (OPS Br) - 03 

 SI/GD (QM PLN) - 01 

 SI/GD (TRG PLN) - 03 

 SI/GD (GARRISON PLN) - 01 

4 Head 

Constable 

164  HC/GD (ADM PLN) – 03 

 HC/GD (OPS Br) – 04 

 HC/GD (TRG PLN) – 09 

 HC/GD (GARRISON PLN) - 04 

5 Constable  524  CT/GD (ADM PLN) – 08 

 CT/GD (OPS Br) – 04 

 CT/GD (QM PLN) – 04 



 CT/GD (TRG PLN) – 05 

 CT/GD (GARRISON PLN) -15 

 

 

 

9.1 Inspector (Service Coys) 

 

 He will be the Second-in-Command of the Service Coy and will perform the duties of 

Coy Comdr. in the latter’s absence. 

 He will assist the Coy. Comdr in maintenance of discipline and general administration of 

the Coy. 

 He will remain present and assist the Coy Comdr. during disbursement of pay and 

allowances and report to the Coy Commander. any instance of non-receipt of pay and 

allowances by any one in the Coy. 

 He will supervise the working of the CQMH and ensure that all documents pertaining to 

his Branch are correctly maintained. 

 He will supervise the duties of CHM and ensure fair distribution of duties amongst the 

Coy personnel. 

 He will supervise the running of the Coy Mess and ensure recovery of Mess dues in time 

and report to the Coy Commander. about genuine grievances of the men on account of 

messing or Mess Accounts. 

 He will be responsible to organize indoor and outdoor games, prepare Coy Teams and 

encourage the Coy personnel to participate in different sports activities. 

 He will be responsible for the maintenance of Coy Quarter Guard, discipline in the Coy 

Lines, maintenance of Coy Play ground, training ground and organization of Regimental 

Functions in the Coy. 

 He will carry out surprise check of kit of Coy personnel atleast once in a month and 

ensure that the men are not in possession of any unauthorized items like amn/ contraband, 

country liquor etc. 

 He will  supervise  the working of the Coy Regimental Institutions, if any, like the 

Canteen etc. and bring to the notice of the Coy  Comdr. any irregularity or problem. 

 He will put up Orderly Room cases before the Coy Comdr for disposal. 

 He must know thoroughly, both on and off parade, all the Subordinate Officers, Under 

Officers and men of his Coy, take real interest in their well being and bring to notice of 

the Coy Comdr any of their grievances. 

 He must be fully acquainted with the general tone of Coy and bring promptly to the Coy 

Comdr’s notice any matter which may be affecting the discipline or morale of the Coy. 

 

 He must invariably be an example in smartness both on and off parade and ensure that 

both the Coy Comdr’s and his own orders are carried out promptly and efficiently by all 

ranks subordinate to him. 

 He will carry out any other duty assigned to him by the Coy Commander. 

 

 

9.2 INSPECTOR (ADM) :- 

 

 He will be second in Command of Hqr Coy and will perform the duties of the Coy Comdr 

(Hqr coy/Adm Pln) in the later absence.  

 He will assist the Coy Comdr (Hqr Coy) in maintenance of discipline and general 

administration of the coy. 



 He will monitor timely receipt of pay and allowance to coy personnel and report to coy 

comdr any instance of non receipt of pay and allowances by men.  

 He will superwise the working of QM Havildar and ensure that all documents pertaining 

in each branch correctly maintained.  

 He will superwise the duties of coy Havildar major and ensure fair distribution of duties 

amongst coys personnel.  

 He will superwise messing of his men and ensure recovery of mess dues in time and 

report to the Coy Comdr (Hqr coy) above genuine grievances of the men on account of 

messing or mess account.    

 He will responsible organizing indoor and outdoor games, preparing teams and 

encouraging the coys personnel to participate in different sports activities.  

 He must no thoroughly both on the off parade, all the subordinate Officers, under Officers 

and men of his coy and take real interest in their well being and bring to notice of the Coy 

Comdr any of their grievances.  

 He must be fully acquainted with the general tone of the Coy and bring promptly to the 

Coy Comdr (Hqr Coy) notice any matter which may be affecting the discipline and 

morale of the Hq Coy. 

 He must invariably be an example in smartness both on and off parade and ensure that 

both the Coy Comdr and his own orders are carried out promptly and efficiently be all 

ranks subordinate to him.  

 He will carry out any other duty assigned to him by the Coy Commander (Hqr Coy) 

 

9.3 Inspector (Ops Branch):- 

 

 He will perform duties under direct supervision of DC (Ops) of the unit. 

 He will exercise proper monitoring and control over staff posted in ops branch to maintain 

general discipline and smooth functioning of branch.  

 He will ensure proper distribution of work amongst staff of Ops branch. He will prepare 

leave plan of all personnel of Ops branch and will put up the same to DC (Ops)  

 He will ensure proper up keep and maintenance of all records, documents, equipments 

available with Ops branch.  

 He will prepare ops plans, route plans etc on the basis of available int/ info after taking 

into consideration previous incidents and all other related aspects and will put up to DC 

(Ops)  

 He will ensure timely arrangements for Briefing, De-briefing of troops. He will maintain 

record of various points raised during De-briefing for further analysis and record. He will 

be responsible for obtaining De-briefing note from concerned Ops commanders and will 

submit the same to DC (Ops) for remarks.  

 He will ensure proper monitoring of various on-going ops and keep updating DC (Ops), 2-

I/C, CO regarding any developments. He will also assign monitoring duties to his sub-

ordinates, as per requirement in consultation with DC (Ops). 

 He will ensure proper record keeping and maintenance of ops related data viz. ops plan, 

route plan, pics, info gathered during ops etc. He will also ensure safe custody of 

confidential documents vis maps, plans, int reports etc under directions of DC (Ops). 

 He will prepare, maintain and up-date profile of various Naxal commanders and parties 

active on AOO. He will ensure collection of all required operational data related with 

AOO of unit from different branches and ensure proper maintenance of the same under 

guidance of DC (Ops) 

 He will ensure timely preparation of reports, returns and other routine correspondences of 

ops branch and will submit it to DC (Ops. 



 He will follow up various pending proposals of unit reg. DG Disc, Commendation 

certificates, Gallantry medal etc.  

 He will carry out any other duty assigned to him by the DC (Ops) or any other officer 

superior to him.  

 

9.4 Inspector (QM Pln) :- 

 

 He will assist the Officer-In-charge (QM Branch) in smooth functioning of QM Branch.  

 He will supervise duties of his subordinates and will be responsible for maintaining 

discipline amongst them. In cse of any indiscipline noticed will immediately being it in 

notice of QM<. He will ensure proper distribution of duties in consultation with QM. 

 He will ensure proper maintenance of all documents records, equipments of QM branch 

and carry out periodical checks. Any discrepancy found in functioning of QM branch will 

be immediately brought into the notice of QM. 

 He will update data required for consolidation of various indents, reports and returns and 

ensure timely preparation and submission of report through QM. 

 He will consolidate demand from various constituents of the unit for consolidation of 

indents in respect of various provisioning as well as ordinance related articles of unit and 

will ensure error free and timely preparation of various note sheets, office orders, sanction 

orders, supply orders, LCR, submission of bills to accounts branch etc under close 

supervision of Officer in charge QM. 

 He will assist the QM in preparation of budget for various items relating to provisioning.  

 He will be responsible for proper care and preservation of stores. He will be responsible 

for consolidation of demands received from various constituents of the unit and prompt 

issue of stores to them.  

 He will be responsible for correct accounting of all stores on charge and maintenance of 

connected records, Correct dispatch and receipt of all stores will be his responsibility.  

 He will maintain proper records of all samples received and will keep such samples till 

their disposal is ordered.  

 He will be present when the line committee inspects store. 

 He will ensure prompt clearance of all consignments from the railways/ Transport 

agencies.  

 He will ensure timely preparation of papers for condemnation and disposal of stores and 

produce the same to QM. 

 He will ensure against losses/damages/shortages of stores under his charge.  

 He will assist QM in the supervision of tradesmen’s shops and their work. He will 

exercise direct control over all follower staffs and tradesman under supervision of QM. 

 Any other duties entrusted to him either by the officer in charge QM branch or any other 

officer superior to him.  

 

9.5 Inspector (Training) :- 

 He will assist the AC (Training) in maintenance of high standard of physical fitness and 

Tactical efficiency.  

 He will prepare weekly training programmes as per approved syllabus and submit to AC 

(TRG) and will be responsible for its implementation.  

 He will ensure proper conduct of various training programme viz On the Job Trainng 

(OJT), Pre-ReOT, refresher training etc. He will also prepare weekly progress report on 

trainees and submit it to the AC (TRG) 



 He will prepare schedule for various activities like quarterly 10 km running, DC/PET, 

ARCF, Heli-slithering, Musketry etc in respect of uni personnel and submit to AC 

(Training). 

 He will maintain the Tests and Examination register. He will also maintain records of 

results of various tests and activities viz Pre-ReOT, ReOT 10 km, JD/PET, ARCF etc.  

 He will assist the AC (TRG) in maintenance of discipline, turn-out and will being of the 

personnel of the training platoon.  

 He will conduct briefing classes for the instructors and ensure that their knowledge of the 

concerned subjects is up-to date.  

 He will ensure proper maintenance of training stores.  

 He will work in close co-ordination with ops branch of unit and will also obtain feedback 

from personnel and submit it to AC (TRG) after consolidation for carrying out necessary 

changes in traing schedule based on changing scenario and ground requirement.  

 He will be responsible for safe custody, upkeep and maintenance of all training related 

stores and equipments under charge of Training Branch and will maintain a register in this 

regard.  

 He will be responsible for upkeep and maintenance of training related infrastructure in 

unit viz tactical park, circuit PT Drill-shed, Firing range etc. 

 He will be responsible for smooth and effective functioning of unit training R&D cell to 

ensure quality addition in training for making it result oriented.  

 He will carry out any other duty assigned to him by the AC (TRG), or any other officer 

superior to him.  

 

9.6 Inspector (Int Cell):-  

 He will perform duties as prescribed in Intelligence manual. 

 He will work under direct supervision of AC (Int) of unit and will act as his second-in-

Command to facilitate smooth and effective functioning of unit in cell (UIC). In case of 

absence of the former he may act as in charge init cell.  

 He will collect and consolidate all actionable information and will pass, on priority, to AC 

(Int). 

 He will carry out questioning of the apprehended suspects, with other “Int” staff, and pass 

all actionable information to AC (INT) immediately for further necessary action.  

 He will ensure immediate reporting of all field incidents AC (INT). 

 He will apprise AC (INT) about security lapses, if any, noticed in the unit and to ensure 

that security standing orders are updated and implemented in latter and sprit.  

 He will maintain a watch on the state of discipline and morale in the unit and report the 

same to AC (INT). 

 Hw eill assist AC (INT) during his briefings to the senior visiting officers.  

 He will also ensure to submit reports and return as per chapter II para 6 (A) of 

Intelligence Policy Manual 2013 

 He will ensure compilation of all Data relating to the Naxals/Militants/Insurgents, their 

movements, weaponry, training, camps, communication system etc. 

 He will update the existing Data of UIC. 

 He will collect inputs (written & technical) from sister agencies.  

 In addition to the above, he will perform any other task assigned to him by AC (INT) or 

Commandant of the unit.  

 

9.7 SI/GD (TEAM 2-IC/SECTION COMMANDER):- 



 He will be tiny commander of one of the tiny (Section) of CoBRA team and will work 

under supervision of Team Commander under over all command of Coy Commander. In 

the absence of Insp the senior most SI will perform the duties of Team 2-I/C. 

 He will ensure that troops of his tiny going out for any duty are duly equipped (viz. 

special equipments, GPS, Map, communication sets, DSMD, etc) and are carrying 

personal Arms & Ammunition in prescribed scale. He will also ensure that orders are 

properly understood by men before moving for duty.  

 He will maintain Duty Roster and ensure fair distribution of duties amongst the Under 

Officers and men of his Team.  

 He will ensure that all the men of his tiny are well versed with latest development of ops 

area and will conduct regular briefing to appraise the developments.  

 He will lead different parties of team viz navigation, rear party etc or will perform any 

other responsibility assigned to him, as per direction of Team commander, during 

operations and will exercise proper command and control over his party.  

 He will ensure that all men of his tiny are well trained in use of various equipments, 

gadgets. Software etc being used in ops. In case need of training is felt he will arrange 

conduct of required classes in consultation with Team/Coy Commander.  

 He will ensure compliance of orders by all Under Officers and men of his Team. He will 

be responsible for general discipline and smart turn out of the personnel of his Tiny at all 

times. He will exercise strict control over the men of his tiny to ensure that they do not 

indulge in any act of indiscipline, disobedience or misconduct.  

 He should have a very intimate knowledge of all the Under Officers and men of his Tiny 

and should be able to get the utmost out of his Tiny personnel. He will acquaint himself 

thoroughly with the character, habits, capabilities, family back ground and problems of 

the men of his tiny to be able to give them proper guidance at all times. For this purpose, 

he will maintain details of the men posted under his tiny.  

 He will ensure that all men of his tiny shall achieve optimum level of physical and mental 

fitness by carrying out regular PT and exercises. He will keep proper watch over health 

status of men of his tiny and in case of any problem with immediately report the same to 

his Team commander.  

 He will ensure regular conduct of games and motivate maximum participation of his men. 

He will motivate men of his tiny to participate in various extra-curricular activities.  

 He must invariable be an example in smartness both on and off parade and ensure that 

both the Team Commander’s and his own orders are carried out promptly and efficiently 

by all ranks subordinate to him.  

 He will carry out any other duty assigned to him by the Team commander, Coy 

Commander or any other officer senior to him.  

 

9.8 SI/GD (Adm Platoon):- 

 The Sub-Inspector of Adm Platoon will be SI (Adjutant) of the unit and will perform 

following duties :- 

 The SI/A is the Chief Assistant to the Adjutant in maintaining discipline.  

 He will report immediately to the Adjutant any serious breach of discipline or 

irregularities.  

 He will detail all grounds and working parties as ordered by the adjutant.  

 He will inspect all grounds and escorts, various parties leaving the Bn, brief them 

adequately and ensure that they are properly dressed, fully equipped and understand their 

duties.  

 He will take daily report from any party away from HQr for any govt. duty and will 

apprise the same to Adjutant.  



 He will carry out surprise check of lines to ensure discipline and upkeep in lines and 

barracks.  

 He will attend daily Marker and R/call and ensure that all instructions of higher ups are 

bneing properly disseminated to all unit personnel. He will also enquire about problems, 

grievances, requests of personnel and in case of any will submit the same to Adjutant.  

 He will ensure that the Quarter Guard is well maintained.  

 He will attend guard mounting at least thrice a week.  

 He will ensure that the following registers are correctly maintained at the Quarter Guard :- 

a) Inspecting Officer’s register.  

b) Sentries duty roster.  

c) Defaulters Register.  

d) Prisoners Kit ledger.  

e) Handing/Taking over register.  

f)  Prisoners fatigue register.  

g) emergency vehicle register.  

h) Kote opening/closing register.  

 He will ensure that the following orders are displayed at the QG and are strictly complied 

with :- 

 a) Guard and sentry orders.  

 b) Orders for the defaulters.  

 c) Orders for the Prisoners.  

 d) Fire Alarm Orders.  

 e) General Alarm Orders.  

 f) Security Orders. 

 g) Weekly Force Orders. 

 h) Camp Standing Orders. 

 He will be responsible for the correct maintenance of the following registers in his office 

:- 

 a) Orderly room register.  

 b) Daily Parade statement.  

 c) SOs and UOs duty roster.  

 d) Test and Examination register. 

 e) Posting register.  

 He will assist the fire fighting officer in his duties and ensure that regular fire fighting 

practices are carried out.  

 He will carry out any other duties assigned to him by the Adjutant.  

 

9.9 SI/GD (Ops):- 

 He will perform duties under direct supervision of Inspector (Ops) of the unit.  

 He will set personnel example of good turn-out, punctuality and general bearing and assist 

the Inspector (Ops) in maintenance of discipline, turn-out and well being of the personnel 

of OPS branch.  

 He will assist Inspector (Ops) in preparation of leave plan of all personnel of ops branch.  

 He will ensure proper up keep and maintenance of all records, documents, equipments 

available with Ops Branch.  

 He will assist Inspector (Ops) in preparation of ops plans, route plans etc.  

 He will ensure timely arrangements for Briefing, De-briefing of troops. He will be assist 

Inspector (Ops) in obtaining De-briefing note from concerned Ops commanders  and 

will consolidate for further submission to DC (Ops). 



 He will actively monitor various on-going ops and will keep updating all concerned 

regarding developments. He will assist Inspector (Ops) in proper records keeping and 

maintenance of ops related data viz. ops plan, route plan, pics, info gathered during ops 

etc. 

 He will assist Inspector (Ops) in safe custody of confidential documents viz maps, plans, 

int reports etc.  

 He will prepare, maintain and up-date profile of various naxal commanders and paerties 

active in AOO as per directions of Insp. (Ops). 

 He will ensure timely preparation of reports, return and other correspondences of ops 

branch and will submit it to Inspector (Ops). 

 He will assist Insp (Ops) in routine follow up of various pending proposals of unit reg. 

DG Disc, Commendation certificates, Gallantry medal etc.  

 He will carry out any other duty assigned to him by the Insp (Ops), DC (Ops) or any other 

officer superior to him.  

 

9.10 SI/GD (Training Platoon):- 

 He will assist the Insp (Trg) in maintenance of high standard of physical fitness and 

Tactical efficiency under supervision of ACT (Trg). 

 He will assist Insp (Trg) in preparation of weekly training programmes as per approved 

syllabus and will be responsible for its implementation.  

 He will ensure proper conduct of various training programmes assigned to him. He will 

also prepare weekly progress report on trainees and submit it to the AC (Trg) through Insp 

(Trg). 

 He will assist Insp(Trg) in preparation of schedule for various training related activities in 

respect of unit personnel.  

 He will ensure proper maintenance of various the Tests and Examination register and 

records of results of various tests and activities and will produce the same to Insp (Trg). 

 He will conduct briefing classes for the instructors and ensure that their knowledge of the 

concerned subjects is up-to-date.  

 He will assist Insp (Trg) in proper maintenance of training stores.  

 He will obtain feedback from trainees and submit to Insp(Trg) with remarks and 

suggestions for improvements, if any based on prevailing scenario and ground 

requirement.  

 He will be responsible for safe custody, upkeep and maintenance of all training related 

stores and equipments, if any under his charge and will maintain a register in this regard.  

 He will assist Insp (Trg) in upkeep and maintenance of training related infrastructure in 

unit.  

 He will assist Insp (Trg) in his activities related with unit training R&D cell.  

 He will carry out any other duty assigned to him by the Insp (Trg), AC (Trg) or any other 

officer superior to him.  

 

9.11 SI/GD (BDD):- 

 He will work under direct command of DC (OPS) AND ASSIST HIM to facilities smooth 

and effective functioning of unit BDD squad . In case of absence of the former he may the 

act as in- charge unit BDD squad He will ensure that troop of BDD squad . 

 going out for any duty are duly equipped with all required tools and gadgets and are 

carrying personnel arms & ammunition in prescribed scale / He will also ensure that order 

are properly understand b men before moving for duty 



 He will maintain n duty roster and ensure fair distribution of duties amongst the under 

officer and men of this team  

 He will ensure that all the men of BDD squad shall remain well versed with latest 

advisement in their field . he will conduct regularly briefing to appease he latest 

developments to keep than update . 

 He will be responsible for preparation of training roster for BD squad in construction with 

DC ()ops and training branch and conduct of regular training . 

 He will ensure that all men of BDD squad remain well trained in use of various 

equipment. Gadgets , software etc being use. In case need of training is felt be will 

arrange conduct o9f required classes in consolation with DC (OPS) . 

 He will ensure complains of order by all under officers and men of his team . he will be 

responsible for general discipline and smart turn out of the personnel of all time, he will 

exercise strict control over the men of BDD squad to ensure that they do not indulge in 

any act of indiscipline ,disobedience or miss conduct. 

 Her should have a very intimate knowledge of all the under officer and men of BDD 

squad and should be able to get the almost out of them . 

 He will acquaint himself thoroughly with the character habits, capabilities , family 

background and problem of the men of his tiny to be able to give them proper give 

guidelines at all times, for this purpose, he will mention details of the men posted in BDD 

squad  

 Hw will ensure that all men of BDD squad shall achieve optimum level of physical and 

mental fitness by caring out reburial PT & exercise. 

 He will keep proper watch over health status of men and in case of any problem will 

immediately report be same to DC(OPS). 

 He will ensure reguralar conduct of games and motivation maximum participants of his 

men , he will men of BDD squad to participants in various extra circular activities. 

 He must invariably be an example an smartness both on and off parade and ensure that 

both the seniors and his own orders are carried out promptly and efficiently by all ranks 

sub ordinate to him  

 He will be responsible for safe custody and upkeep of all stores , EQPT etc under charge 

of unit BDD squad and will maintain record for the same periodically produce it to DC 

(OPS) 

 He will ensure cleaning of arms Equipment  after every operation by team members . 

 He will attend all operational briefing and de-briefing and will not all revilements points . 

 He will be responsible for upkeep and maintenance of IED lane ,IED module room etc in 

unit, under proper supervision DC(OPS). 

 He will carry out any other duty assigned to him by the DC(OPS) OR ANY OTHER 

officer senior to him. 

9.12 SI/GD (GARRISON):- 

 He will be in charge of the Garrison platoon and its platoon commander and will work 

under close supervision of officer in-change building branch. 



 He will be responsible for the discipline , efficiency, training and administration of the 

garrison platoon. 

 He will carry out surprise checks of functioning of garrison platoon 

 He will be responsible for safe custody, upkeep and maintenance of various stores , 

equipment etc under charge of garrison platoon and will maintain proper records. 

 He will be responsible for maintenance of various infrastructure and assets of unit carry 

out routine check in case of any descriptions noted hw will immediately reopen it to in-

charge building branch and will carry out required corrective measure under his direction. 

 He will carry out any other duty assigned to him by the in- charge building branch or any 

officer superior to him 

 SI/GD (INT cell):- 

 The sis of the unit intelligence cell will assist Insp/Int in performance of his duty and 

other duties as assist by him from time to time and own direction of AC/INT  

9.13 HC/GD (ADM PLN):- 

 Out of 03 HC/GD posted in HQR coy/ADM PLN of Cobra .The senior most HC/GD will 

perform duty of BHM. 

 Out of remaining 02 HC/GD 01 will perform duties of BQMH and another will perform 

duties of CHM HQ Coy. 

9.14 HC/GD (OPS Br):- 

 He will assist SI(OPS) in performance of their duties as assigned by Insp (ops) under 

overall supervision of dc (ops). 

 He will be responsible for upkeep and maintenance of various equipments, gadgets, 

documents of etc of OPS branch. 

 He must invariably be an example in smartness both on and off parade and ensure that 

both the seniors as own orders are carried out promptly and efficiency by all ranks 

subordinate to him. 

 He will perform any other duties assigned to him by SI/INSP/DC(OPS) or any other 

officers supervisors to him. 

9.15 HC/GD (GARRISON PLN):-  

 He will assist sis garrison in performance their duties under overall supervision of in- 

charge building branch. 

 He will be responsible for upkeep and maintenance of various equipments, gadgets, 

documents etc of building branch. 

 He must invariably be an example in smartness on an off parade and ensure that both the 

seniors and his own orders are carried out properly and efficiency by all ranks. He will 

assist Sis(BDD) squad and their duties under overall supervision DC(OPS). 

 subordinate to him. 

 Hw will perform any other duties to him assigned to him by SI/in-charge or other officer 

superior to him. 



9.16 HC/GD(TRG):-  

 He will assist SI (Trg) in performance of their duties as assigned by INSP/TRG under 

overall supervision AC/TRG. 

 Hw will act as instructor as per his field of expertise as per responsibilities assigned by 

INSP/TRG. 

 He will assist S/TRG smooth conduct of various indoor as well as outdoor classes 

physically tra8ining WT, Tactics  etc. 

 He will be responsible for upkeep and maintenance of various infrastructure, equipments 

gadgets , documents etc under charge of training branch. 

 He must in verbally be an example In smartness both on and off parade and ensure that 

both the seniors and his own orders are carried out properly and efficiently by all ranks 

subordinate to him. 

 He will perform any other duties assigned to him by SI/INSP/AC(TRG) or any other 

officer senior to him. 

9.17 HC/GD(BDD SQUAD):- 

 He will assist Sis(BDD) squad and their duties under overall supervision DC(OPS). 

 He will act instructor as per his field expertise or as per responsibilities as si (BDD). 

 He will accompany parties in OPS and will carry out Bomb detective and disposal related 

responsibilities as per sop under direction of party commander. 

 He will assist SI(BDD) in upkeep and maintenance of various infrastructure , equipments, 

gadgets, documents etc under charge of BDD squad. 

 He must in verbally be an example In smartness both on and off parade and ensure that 

both the seniors and his own orders are carried out properly and efficiently by all ranks 

subordinate to him. 

 He will perform any other duties assigned to him by SI/INSP/AC(TRG) or any other 

officer senior  to him. 

9.18 HC/GD (UNIT INT CELL):- 

 Hw will assist Sis(INT)performance of the and their duties and assigned by INSP/INT 

under overall supervision AC/INT. 

 He will carry out field assessment as per direction of AC/INT. 

 He will be responsible for upkeep and maintenance of various equipments, gadgets, 

documents etc of unit Int cell. 

 He will perform any other duties assigned to him by SI/INSP/AC/INT or any other officer 

superior to him. 

 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

  



APPENDIX-J 

10. SIGNAL BATTALION 

A) STRENGTH :-  

SL 

No.  

Rank Pre-cadre strength Post-cadre strength Remarks  

1 Inspector  -- -- No authorization  

2 Sub-Inspector 02 post only in 03 

Sig. Bn 

02 post only in 03 

Sig. Bn 

No change 

3 Asstt. Sub-

Inspector 

-- 08 08 posted created 

in each Signal Bn. 

4 Head Constable 12 each in 

1st/2nd/05th 

13 each in 3rd/04th 

Bn 

11 each in 1st/2nd/05th 

12 each in 3rd/04th Bn 

07 posts in each 

signal Bns 

upgraded from CT 

as HC. Whereas, 

08 posts in each 

Bn upgraded as 

ASI.  

5 Constable  1st Sig. Bn-63 

2nd Sig. Bn-58 

3rd Sig. Bn-56 

4th Sig. Bn-59 

5th Sig. Bn-74 

1st Sig. Bn-56 

2nd Sig. Bn-51 

3rd Sig. Bn-49 

4th Sig. Bn-52 

5th Sig. Bn-67 

07 post abolished 

(Upgraded as 

HC).  

 

B) DUTIES ASSIGNED: 

SL No.  Rank  DUTIES 

1 Sub-Inspector 02 post only in 03 Sig. Bn  SI/ADJT 

 SI/TRG. 

2 Asstt. Sub-Inspector 08  ASI/ADJT (Hqr)-01 

 ASI/QM (HQR & 04 

S.COY)-05 

 ASI/CANTEEN-01 

 ASI/HOSPITAL-01 

3 Head Constable 11 each in 1st/2nd/05th 

12 each in 3rd/04th Bn 

 HC/Kote (Hqr)-01 

 HC/Storeman (Hqr & 4 

service coys)-06 

 HC(BHM)-01 

 HC(Mess NCO- 

GOs/SOs/Ors)-03 

 HC/Line & Hygiene-01 

4 Constable  1st Sig. Bn-56 

2nd Sig. Bn-51 

3rd Sig. Bn-49 

4h Sig. Bn-52 

5th Sig. Bn-67 

 CT (Sentry) 

 CT(Mess NCO- 

GOs/SOs/Ors) 

 CT (Office Runner) 

 CT (Buddy) 

 CT (C/Room) 



 CT/KOTE 

 CT/STOREMAN (HQR 

& 04 S.COY) 

 

10.1 Duties of Sub-Inspector (Adjutant)  

 Senior most SI/GD will functioning under supervision control of DC(Adm  

 He will assist the DC(Adm) in maintaining  discipline and proper turnout of personnel of 

the Bn). 

 He will ensure that all guards and escorts and other parties detailed by the Bn are 

correctly dressed, properly briefed and understand their duties before leaving HQ.  

 He will report immediately to the DC(Adm) at any time of the day or night  on any 

serious breach of discipline or irregularity.   

 He will ensure that punishment awarded are correctly carried out by the defaulters.  

 He will attend guard mounting thrice a week. 

 He will ensure that the following registers are correctly maintained at the Quarter Guard:- 

 Inspecting Officer Register 2. Sentry Duty Roster 3. Defaulters Register 4. Prisoners 

Fatigue register 5. Prisoners Kit Register. 6. Handing/Taking over Register 7. Emergency 

Vehicle Register 8. Kote opening and closing register. 

 He will ensure that the following order are displayed at the Quarter Guard and are strictly 

complied with:- 

iv.Duties of the Guard Commander and Sentries. 

v.Orders for the defaulters 

vi.Orders for the prisoners 

vii.Fire Alarm Orders 

viii.General Alarm Orders 

ix.Security Orders 

x.Weekly Force orders 

xi.Camp standing orders 

i) Golden Rules and Traditions of CRPF. 

 He will work as Platoon Commander of the Adm Platoon of the Bn and will be 

responsible to the DC(Adm) for the discipline, efficiency and morale of the personnel of 

Adm Platoon. 

 He will carry out any other duty assigned to him by his Superiors. 

 

10.2 Duties of Sub-Inspector (Training) 

 He will assist the DC(Adm) for conducting  training of Bn personnel and organizing 

various non technical cadre courses. 

 He will ensure that all personnel in the Bn complete the Annual Range Classification 

Firing before the close of each year and maintain necessary records for the same. 



 He will personally supervise the Education Classes and ensure that the men are duly 

prepared for appearing in various Departmental Examinations held from time to time. 

 He will ensure that all ranks in the Bn are put through the PT and JD Tests before the close  

of each year and maintain necessary records for the same 

 He will  ensure that games are played by all the ranks of the Bn regularly and will be 

responsible for the maintenance of playgrounds and availability  of sports gear 

 He will be responsible for organizing recreational activities for the personnel of the Bn 

and shall arrange supply of Newspapers, Periodicals and Equipments for Indoor Games.  

 He will carry out any other duty assigned to him  by his Superiors. 

 

10.3Duties of ASI(Adjutant) (HQR) 

 By virtue of his appointment he takes precedence over other Asstt. Sub Inspectors posted 

in  Bn.  

 He is assistant to the Sub-Inspector (Adjutant) in the Battalion in all his duties and will be 

responsible for the discipline of the personnel posted in the Unit. 

 He will ensure meticulous compliance of orders by the Under Officers and men of Bn. 

 He will supervise distribution of duties made by his subordinate. 

 He will ensure that all ASI/GD & Other Ranks punctually turn up at evening Roll Calls 

and that Unit Orders are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

Regimental Police etc and arrange for their rotation from time to time, as ordered by the 

Dy. Commandant (Adjutant) in the Battalion. 

 He will report cases of indiscipline promptly to his senior officer through the Sub-

Inspector (Adjutant) in the Battalion for necessary action. 

 He will personally maintain the Daily Parade Statement of the Unit and will keep correct 

record of all arrivals and departures. 

 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will carry out any other duty assigned to him by his superiors. 

 

10.4 Duties of ASI(QM-BN HQR) 

 He will work directly under the orders of the QM. 

 He will assist the QM in arranging from the Unit supplies of Clothing, Arms, Ammunition, 

Barrack Furniture, Tentage and other Government stores required for the coys. 

 He will assist the QM in making Local Purchases of articles required for immediate use in 

the coy/HQr after observing due formalities. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 

 He will personally maintain all relevant Stock/Ledgers and will ensure that the  entries 

made are correct and up-to-date. 

 He will arrange verification of company records with corresponding records maintained in 

the coy HQ once in every year and any variation noticed should immediately be brought to 

the notice of the QM for further action. 



 He will compare his ledger entries with corresponding entries made in the ledgers of the 

coys once a year. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking and 

accounting by the said Board. 

 He will scrutinize all Deduction Memos received from various Coys for their correctness 

before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition through the Quarter 

Master. 

 He will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles. He 

will also obtain Certificate to that effect from the Railway Authorities. Thereafter, he will 

arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will take 

appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly arranged 

along with Bin Cards. 

 He will carry out any other duty assigned to him by his superiors. 

 

10.5 Duties of ASI (QM-Service Coys) 

 The Coy ASI(QM) is responsible to his Coy. Commander for the receipt, maintenance and 

issue of Arms, Ammunition, Equipment stores, Clothing and other necessities of the Coy. 

He is responsible to maintain the Arms History Sheet of the Coy. 

 He will collect the Government clothing and equipment of all men leaving the Unit for any 

reason, men in confinement and men admitted to hospital. 

 He will be responsible to his Coy. Commander for the general cleanliness of his Store 

areas. 

 He will ensure correct maintenance of records pertaining to Coy. Stores, Kit Inventories 

and account of expendable stores. 

 He will be responsible for timely Medical Examination of the cooks. 

 Any other duty assigned to him by the Coy. Commander will also be performed by him. 

 The duties of other functionaries of these Institutions related to the Provisioning, such as 

Storeman, Tailor, Cobbler, Carpenter and Painter working under the supervision and 

control of Quarter Master, will be laid down by the QM in consultation with the 

Commandant. 

 He will carry out any other duty assigned to him by his superiors. 

 

 

10.6 ASI(CANTEEN)  

 He will work directly under close supervision of 2-I/C(Adm/Accts). 

 He will be responsible for all articles on charge of the Canteen according to the Stock and 

Dead Stock  Register. 

 He will regularly maintain the Stock Register, Daily Sale Register (Pucca and Kuccha), 

Credit Sale Ledger, Dead Stock Register, The Daily Sale Register (Pucca) and General 



Stock Register shall be completed daily from the Daily Sale Register (Kuccha) and Daily 

Sale Register (Pucca). 

 He will be responsible for all retail business transactions and for the correct deposit of 

money against daily sales which should be entered in the  stock and sale registers daily. 

 It will be his duty to bring to the notice to his senior about articles lying unsold for more 

than six months. 

 He will inform his senior as soon as any article is damaged or rendered unserviceable or 

unfit for sale. 

 He will be responsible for the cleanliness of the Canteen and Recreation Room. 

 He will invariably deposit the cash obtained from daily sales in the Treasury Chest on the 

next working day. 

 He will be responsible for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty assigned to him by his superiors.  

 

10.7 Assistant Sub-Inspector (Hospital)  

 He will work directly under the orders of the DC(Adm) and carry out duties assigned to 

him from time to time. 

 He will collect sick personnel on parade and march them to the unit Hospital for treatment 

by the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the Sick Report 

Register are taken to the Hospital for treatment. 

 He will sign the Sick Report Register in token of the fact that the medical treatment has 

been given to the sick personnel in the Hospital. 

 He will inform the Mess UOs for providing special diet to the outdoor patients according 

to the advice of the Doctor. 

 He will produce the Sick Report Register before the Coy Commander (Bn HQr) daily on 

return from the Hospital for his perusal and further action, if necessary. 

 He  will  visit  the indoor patients in Unit Hospital, Composite Hospital or Civil Hospital 

thrice a week and report any request to be made to the DC(Adm) 

 He will ensure prompt evacuation of serious and emergency cases from the Lines to the 

Unit Hospital against Special Sick Report prepared for treatment by the Doctor. 

 He will arrange to provide Medical Attendant under the orders of the DC(Adm) for indoor 

patients requiring such assistance and as recommended by the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously ill 

and staying in Family Lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He will perform any other duty entrusted to him by his superiors.  

 

10.8HC(Kote)   

 The Kote UO will work directly under the Kote SO.  He will be responsible for the 

Government and Private Arms, Ammunition as well as Government and Force Properties 

deposited in the Kote (Except Pistols as such arms will be under the custody of the Kote 

SO). 

 Any defect / damage to the Arms will be promptly recorded and brought to the notice of 

the Kote SO and Armourer for remedial action. 



 He  will ensure that the Arms of absentees are properly cleaned once a week. 

 He  will strictly adhere to the procedure laid down for opening and closing of the Kote and 

ensure that the Kote Key is deposited in the Kote Key box on completion of his duty in the 

Kote. 

 He  will not issue or receive any Arms, Ammunition or other security items without being 

properly authorized to do so. 

 He will ensure that proper entry is made in the issue/receipt register and Signatures 

obtained before any Arm, Ammunition or other security item is issued from or received for 

deposit in the Kote. While issuing weapons, he  will ensure that the weapon is being issued 

to bonafide personnel only after verification of  I/Card. 

 He  will carry out any other duty assigned to him by his superiors. 

 

 

10.9 HC(Storeman) 

 He  will assist the ASI(QM) in the maintenance of the respective stores. 

 He  will perform other duties assigned by the Dy. Commandant/ Coy Commander  

concerned. 

 He  will go through with the Store instructions. 

 He should have good knowledge about the preservatives. 

 Any damage noticed by him to the Stores will be promptly reported to the Dy. 

Commandant/ Company Commander concerned through the respective ASI(QM). 

 He will perform any other duty entrusted to him by his superiors. 

 

10.10 Duties of Head Constable (BHM) 

 By virtue of his appointment he takes precedence over other Head Constables at the 

Battalion. 

 He is assistant to the Sub-Inspector Adjutant in the Battalion in all his duties and will be 

responsible for the discipline of the personnel posted in the Unit.  

 He will ensure meticulous compliance of orders by the Under Officers and men of the Bn. 

 He will ensure that all Other Ranks punctually turn up at evening Roll Calls and that Unit 

Orders are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

Regimental Police etc and arrange for their rotation from time to time, as ordered by the  

Dy. Commandant (Adjutant) in the Battalion. 

 He will report cases of indiscipline promptly to his senior through the Sub-Inspector 

Adjutant in the Battalion for necessary action. 

 He will personally maintain the Daily Parade Statement of the Unit and will keep correct 

record of all arrivals and departures. 

 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will perform any other duty entrusted to him by his superiors. 

 

 

10.11 Duties of Head Constable (Mess NCO- GO’s/SOs/ORs) 



 He will supervise the entire mess staff and will be responsible for the efficient working of 

the mess staff. 

 He will be responsible the General cleanliness of all the rooms, mess, etc. 

 He will the custodian of all cutlery, Glass, Linen, Plate, etc., and for reporting of breakage 

and loss to the  Mess Secretary. 

 He will ensure that the safe custody of the keys of the safe and stock cupboard. 

 The maintenance of a supply of writing materials on the writing tables and vouchers for the 

supply of the same being signed by the  Mess Secretary. 

 He will handle the liquor properly and will keep of a proper account of it and submit the 

same to the Mess secretary in GO’s Mess. 

 He will responsible for prompt maintenance of   Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He will be medically examined by the CRPF Medical Officer once a month. 

 He will maintain proper discipline. 

 He will perform any other duty entrusted to him by his superiors. 

10.12 HC(Line & Hygiene)  

 He  will work under the control of  the  Quarter Master in the Battalion.  He  will be 

responsible for the general supervision and co-ordination of all security and hygienic 

measures under him and will carry out his instructions.  His duties may be defined under an 

Unit Order. 

 He  will be responsible for the security and general cleanliness of the entire CRPF Campus 

and pay special attention to Barracks, Cook Houses, Latrines, Parade Grounds, Family 

Lines etc. 

 He will supervise the working of the Tradesmen such as Safai Karmacharis engaged for 

sanitation duties. 

 He will arrange for proper disposal of night soil, manure and filth as per sanitation orders 

issued from time to time and will remain in attendance during all Sanitary Inspections by 

the Medical Officer. 

 He  will ensure that stray dogs are not allowed to liter about in the Camp and none keeps 

any cattle or poultry in the CRPF Lines. 

 He  will be responsible for proper maintenance and safe custody of the sanitation and other 

stores entrusted to him. 

 He  will carry out any other duty assigned to him by his superiors. 

 

10.13 CT/GD (As Sentry):- 

 He will perform his duties under the direct orders of the Guard Commander. 

 During his tenure of duty, he is responsible for the security in his beat.  The beat will  be 

specified through the local guard orders by the Commandant. 

 Throughout his tenure of duty, he  will exercise utmost vigilance . 

 He  will challenge any person approaching  his post during night and will allow him to pass 

only after identifying the person. 

 On seeing fire or any untoward incident, he will turn the guard out and inform the matter to 

the Guard Commander. 



 During day time, he will pay compliments to the officers passing through/visiting his post 

according to his status. 

 He will not allow any unauthorized person to approach the Guard post either in day or 

night. 

 He  will keep contact with the sentry of the nearest guard. 

 His dress, turn out and drill shall be smart. 

 He  will not consume any liquor after having been detailed for duty and while on guard 

duty. 

 He will maintain best discipline. 

 He will promptly obey all the orders of the Guard Commander and bring all incidents to  

the notice of the Guard Commander immediately. 

 Between retreat and reveille  the sentry will come to ‘Attention’ to pay compliments 

whenever any Officer who is entitled  for compliments for a particular sentry post. 

 He will abide by the orders issued for the sentry by the Commandant for a particular sentry 

post. 

 He will perform any other duty entrusted to him by his superiors. 

10.14 CT/GD  for GO’s/SO’s &Or’s Mess:- 

 He will work under the direct control of the mess commander of concerned mess. 

 He will maintain all kind of furniture/crockery etc neat and clean of the mess. 

 Any damage to the mess property will be promptly reported by him to the Mess 

Commander. 

 He will assist the mess Commander to maintain the mess record properly. 

 He  will be medically examined by the CRPF Medical officer once a month. 

 Mess assistant detailed for GO’s Mess shall ensure that all the rooms, kitchen, bath room 

etc are kept neat and clean. 

 Mess Ct for GO’s mess while on mess duty will wear white pant, shirt(full sleeves) 

inserted, PT shoes with socks and mufty camp during the night. During the day He  will 

wear working dress with PT Shoes. 

 He  will maintain proper discipline. 

 He  will serve food to all Officer and to perform such other catering duties as ordered. 

 He will perform any other duty entrusted to him by his superiors. 

 

10.15 Duties of Office runner duty :- 

 He will open the office rooms at morning parade time and supervise the sweeping out. 

 He  will keep all the Officers table neat and tidy. 

 He  will be responsible for all articles of stationery etc on Officers table. 

 He will watch for and report the entry of any unauthorized person into the Office to his 

seniors. 

 He  will lock office main door after seeing all other doors secured when the staff have left 

and will keep the keys in the control room. 



 The permanent office runner is excused all duties except such parades are compulsory for 

employed personnel and attendants. 

 The office runner will be of good character. 

 He will perform any other duty entrusted to him by his superiors. 

 

10.16 Duties of Buddy :- 

 Under  the circumstances such as grave sickness,  domestic emergency etc., one Buddy 

will be detailed by the Coy Comdr (HQr) to attend  the particular case. This Buddy will be 

given to the officer on duty as a special on an application from him to the 

Commandant/DIGP. 

 Buddy should be of good character who are not ordinarily suitable for a desirous of 

becoming Under Officer. 

 Buddy when proceeding outside Lines or when on duty shall wear uniform or Force Mufti. 

 Buddy will attend parade  regularly. 

 Buddy are not to be employed on menial duties in households. 

 Buddy will be detailed by the SI(Adjt). The SI(Adjt) will keep up to date list of such 

buddy. 

 No Constable who has worked as Buddy for a period of 2 years shall be retained as Buddy 

by anybody. He should be returned to the General Duties for a similar period before he can 

be re-employed as a Buddy again. 

 Gazetted Officers attending any Course in any CRPF/Other organisations, institutions can 

keep one buddy throughout the training and during to and fro journey. In case two or more 

officer are undergoing training at the same Institution, only one Buddy will be detailed for  

two such officers. 

 He will perform any other duty entrusted to him by his superiors. 

 

10.17 Duties of Telephone attendant duty in control room  :- 

 The telephone attendant wherever detailed will be responsible for attending all the 

telephone call during day and night. 

 He will promptly convey the telephonic message to the individual concerned. 

 Any message pertaining to Government work will be brought to the notice of a Gazetted 

Officer with the least possible delay. 

 He  will ensure that the telephone is not mis-handled. 

 He will ensure that no unauthorized person use the telephone. 

 He will be excused from PT/Parade and other duties.  

 He will perform any other duty entrusted to him by his superiors. 

10.18 Duties of Regimental Police 

 He should have a keen sense of duty and efficient in intelligence work and be strict 

disciplinarians.  

 He will work under the orders of Assistant Commandant(Adm) /CC(Bldg)/Quarter Master.  

 To maintain order in the Lines 

 To prevent unauthorized persons and cattle entering the Lines and Family Quarters. 

 To check that force personnel leaving the line without proper pass/permission to outside 

campus. 



 To check violation of speed limits of vehicles in CRPF area. 

 To watch and ensure safeguarding of Government properties. 

 To prevent illicit distillation, possession of country liquor. 

 He will perform any other duty entrusted to him by his superiors. 

 

10.19 Constable (Store man):-  

 He will assist the SI/ASI(QM) in the maintenance of the respective stores. 

 He will perform other duties assigned by the DC (Adm)  concerned. 

 He will be thorough with the Store of Bn. 

 He should have good knowledge about the preservatives. 

 Any damage noticed by them to the Stores will be promptly reported to his officer 

concerned through the respective SI/ASI(QM). 

 He will carry out any other duty assigned to him by his superiors. 

 

 

10.20 Constables (Kote) 

He will be responsible to the kote SO for the following :— 

 Safe custody of Govt. and private arms, ammunition as well as unit property deposited in 

the kote except pistol and  pouch arms, which will be under the custody of kote SO. 

 Any defect/damage of the arms will be promptly recorded and brought to the notice of kote 

SO and Armourer for remedial action. 

 Ensure that the arms of absentees are properly cleaned once a week. 

 Strictly adhere to the procedure laid down for opening and closing of the kote and ensure 

that the kote key is deposited in the kote key box on completion of his duty in the kote.  

 Will not issue/receive any arms, ammunition or other security items without being properly 

authorised to do so. 

 Ensure that proper entry is made in the issue/receipt register and signature obtained before 

any arms/ammunition or other security items is issued from or received for deposit in the 

kote. 

 Carry out any other duties assigned to him. 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 

  



APPENDIX-K 

11. CTC (T & IT) 

 

A) STRENGTH :- 

 

SL 

No.  

Rank Pre-cadre 

strength  

Post-cadre 

strength 

Remarks  

1 Inspector  -- -- No authorization  

2 Sub-Inspector 05 05 No change  

3 Asstt. Sub-

Inspector 

-- 08 08 post of HC 

upgraded as ASI. 

4 Head Constable 24 23 07 post of 

CTupgraded as HC 

and 08 posts of HC 

upgraded as ASI. 

5 Constable  118 111 07 post of CT 

abolished(upgraded 

as HC) 

 

 

B) DUTIES ASSIGNED :- 

 

SL No. Rank Authorize DUTIES 

2 Sub-Inspector 05  QM Sub Inspector 

 Sub Inspector (Adjutant) 

 Manager Subsidiary Bhandar 

 Manager Co-operative shop and wet canteen 

 Manager Master Bhandar/ Training SO 

3 Asstt. Sub-

Inspector 

08  ASI (Adjutant) HQ - 01 

 ASI (QM) (HQ and 4 Coys)-05 

 ASI (Canteen)-01 

 ASI(Hospital)-01 

4 Head 

Constable 

23  QMC-01 

 Kote -01 

 Guard Commander – QG-04 

 HC (Hygiene & Sanitation)-01 

 BQMH-01 

 MT Store / POL Guard-01 

 HC/GD Guard Commander-04 

 Guard Commander Main Gate-01 

 Mess Commander (HC Mess)-01 

 Mess Commander (OR's Mess)-01 

 Mess Commander (SO's Mess)-03 

 Mess Commander (GOs Mess)-01 

 HC/GD RP-02 

 I/C Wet Canteen-01 

5 Constable  111  Guard Main Gate-03 

 Office Orderly/ Runner-10 

 Store Man (BQMH/CQMH-HQ/BLDG/ QM-



TECH/FFC/ FC/FCE/FIT)-08 

 Hospital Runner-03 

 Telephone attendant / Control Room-03 

 Training (WT/PTI/FC/Drill/ Map Reading/ 

GPS)-05 

 Stick Orderly-01 

 Quarter Guard-14 

 HC Mess-01 

 Guard-15 

 School Bus Guard-03 

 Water Truck Guard-02 

 Mess PC (HC/ OR's Mess)-04 

 Mess PC (SO's Mess)-02 

 Mess PC (GO's/ Officers Hostel)-05 

 RP-10 

 FFC-07 

 FCE-05 

 FC-03 

 FIT-04 

 Guard (MT Store/ POL)-03 

  

  

11.1 DUTIES OF THE SI (QM) 

 

 QM/SI, will perform the following duties under the direct supervision of the Q.M. 

 He will prepare data for consolidation of indents, reports and 

 returns in respect of Clothing, Barrack Furniture, Tentage and other Stores,including 

Arms, Ammunition, Explosives, TS Munitions, controlled         Ordnance Stores, etc. 

 He will assist the Q.M. in preparation of budget for various items relating to provisioning. 

 He will be responsible for correct accounting of all stores held on charge and maintenance 

of connected records. 

 He will be responsible for proper safety & security, care and preservation of stores and 

will keep the keys of the Unit / Institution’s store, under his personal custody. 

 He will be responsible for ensuring correct despatch and receipt of all stores. 

 He will maintain proper records of all samples received and will keep        such samples 

till their disposal is ordered by the competent authority. 

 He will be present when the Line Committee inspects stores received. 

 He will ensure prompt clearance of all consignments from the Railways/Transport 

agencies. 

 He will assist Q.M. in the supervision of Tradesmen's shops and their           work/output. 

 He will ensure adequate preventive measures against losses / damages / shortages of 

stores held under his/her charge. 

 Consolidation of demands received from various constituents of the institution 

and     issue of stores to them. 

 He will supervise the work of the institution’s QMC, BQMH and Store men and bring 

irregularities, if any, coming to his notice to the knowledge of the Q.M. for further 

appropriate action and remedial measures. 

 All CT/Followers and CN Paid Followers, if any, will work under his/her supervision and 

control. He will maintain duty roster of these personnel according to work load. 



 He will be in-charge of the QM's Armoury and will be responsible for all Arms, 

Ammunition, Explosives, TS Munitions, other controlled Ordnance stores held therein, 

except Pistols/ Revolvers.  He will lock and seal the Armoury at close of work and 

deposit the Key in the inner box of the "Armoury Key Box" kept in the Quarter 

Guard.  He will personally hold the Key of the inner box. 

 He will be responsible for procurement of goods through GeM. 

 He will ensure disposal of condemn items  through e-auction. 

 He will ensure that Digital signature of all personnel required in flow     of work of 

procurement, e-tendering, e-auction, e-office etc. are available and being updated time-to-

time. 

 He will be responsible for maintenance of CCTV Camera installed at quarter guard. 

 He will ensure proper maintenance of biometric kote management system each 

weapon/equipment should have bar code and being       issued after proper authentication. 

 He will ensure updation/supervision of selo inventory. 

 He will maintain the following records pertaining to stores personally      and will arrange 

to file the relevant vouchers separately supporting  issues and receipts pertaining to these 

classes of stores:- 

(a)     New Clothing Stock.         

(b)     Expendable Clothing. 

(c)     Register of bills/issues of payment. 

(d)     Resumed clothing register.    

(e)     Tailors and Mochi tools register. 

(f)      Individual clothing register (payment). 

(g)     Daily expense register of tailors.      

(h)     In take clothing register. 

(j)      E.I Clothing register.         

(k)     Mochi Shop daily out put register. 

(i)      Tailor shop daily out put register 

(m)    Hospital clothing register. 

(n)     Bicycle parts register.       

(o)     Nominal roll of bicycles.     

(p)     Tailor sewing machine register 

(q)     Cycle issue and receipt register.        

(r)      Cycle daily running register. 

(s)      Barrack furniture.                     

(t)      Equipment Register.           

(u)     Arsenal register. 

(v)     Quarter Master Kote Register. 

(w)    Component parts register. 

(x)      Armourer and Carpenter tools register. 

(y)     Petty expendable register. 

(z)      Tentageregister. 

(aa)   Condemned stores register. 

(ab)   Line committee register. 

(ac)    Indent register. 

(ad)   Auction register. 

(ae)   Railway receipt register. 

(af)    GIA/AdhocGIA register. 

(ag)   Battalion private property register. 

(ah)   Arms/Ammunition register. 



(ai)    Arms history sheet. 

(aj)    Private arms register. 

(ak)   Attendance register of C.N. Paid staff. 

 He will ensure that no private work is done in the Unit tailor and mochi shops without the 

specific sanction of the Quarter Master. 

 He will ensure that issues are made as per payment requisitions passed by the Quarter 

Master and bills prepared correctly and presented to the Account Branch for effecting 

recoveries as also to the respective buyers. 

 He will assist the Quarter Master in the supervision of  BQ, QMC, all tradesmen and 

workshops attached to the branch. 

 He will be responsible for the correct  filing of all issue/receipt vouchers in the respective 

files maintained by him. 

 Before putting up any voucher, for the orders of the Quarter Master, he will be 

responsible to ensure that the same is properly filed in and signed by the issuing/receiving 

officers in accordance withinstructions laid down. 

 He will personally compare all periodical statements and returns other  than of armaments 

received by the Quarter Master from all companies/ detachment/institutes and would 

immediately bring tothe notice of the Quarter Master any irregularities found in the 

same for necessary action. 

 He will bring to the notice of the Quarter Master any unauthorised use or misuse or 

negligence in the upkeep of the Battalion stores issued to    the Companies/ Detachments/ 

Institutions for necessary action. 

 He will ensure condemnation of stores have being done time to time. 

 Timely action for auction and disposal of stores through e-auction. 

 He will ensure reconciliation of stores periodically. 

 He will be responsible for administration, control and discipline of MT staff. 

 Proper and correct indenting of MT spare parts and tools, tyres and        other stores 

required for running of MT. 

 Arrange procurement and stocking of POL. 

 He will maintain the following Registers:- 

(a)     Ammunition Account               - CRPF 31 

(b)     Register of Arms and Ammunition          - CRPF 47-48       

(c)      QM Kote Register                                     - CRPF 93 

(d)     Line Committee Form                      - CRPF 35 

(e)     Indent Register                    - CRPF 101 

(f)      Auction Register      - CRPF 103         

(g)     Payment Register     - CRPF 115 

(h)     Private Arms Register      - CRPF 116 

(i)      Arms History Sheet Register     - CRPF 112 

(j)      Receipt and issue Register    - CRPF-16 

(k)     Stock book of expendable Register  - CRPF-18 

(l)      Cycle inspection report     - CRPF-34 

 Any other duties entrusted to him/her by superior officers. 

  

11.2 SUB-INSPECTOR (ADJUTANT), CTC (T & IT) 
 He will carry out the following duties: — 

a)     The SI (Adjutant) is primarily responsible for the DC(Adm) in maintaining 

discipline, smartness and a high standard of drill and training in the institute. 

b)     He will report all breach of discipline or irregularities to the DC(Adm) 

immediately whether it has occurred in day or night. 



c)     He will be responsible for the upkeep, security and efficiency of the Quarter 

Guard, their turn out, drill and knowledge of all orders. 

d)     He will attend guard mounting twice weekly. 

e)    He will see that the punishment are correctly entered on the Board in the Guard 

Room, and that punishment awarded are correctly carried out by defaulters.    

f)      He must be a standing example in dress, conduct and general bearing. 

g)     He will be responsible that all escorts and all other parties, detailed by institute 

leaving institution are dressed and they understand fully their orders.  

h)     He will be responsible for detailing all Guards and fatigues as ordered by the DC 

(Adm). 

i)      He will be responsible for ensuring that the recruits attend all parades timely. 

j)      He will be responsible to the DC (Adm) for all his functions and will carry out 

any other duties assigned by that officer.   

 He will be responsible for proper operation  and maintenance of           biometric kote 

management system and other special equipments introduced for security of camp/ 

quarter guard. 

 He will be responsible for overall checking of all security light. 

 He will ensure that the following Registers are correctly maintained at     the QG:- 

(a)     Inspecting Officer Register. 

(b)     Sentry Duty Roster. 

(c)      Defaulters Register. 

(d)     Prisoners Fatigue Register. 

(e)     Prisoners Kit Register. 

(f)      Handing/Taking over Register. 

(g)     Emergency Vehicle Register. 

(h)     Kote opening and closing register. 

(I)      Treasury in/out Register. 

 Any other register deemed to maintained. 

 He will ensure that the following orders are displayed at the QG and are strictly complied 

with:- 

(a)     Duties of the Guard  Commander and Sentries. 

(b)     Orders for the Defaulters. 

(c)      Orders for the Prisoners. 

(d)     Fire Alarm Orders. 

(e)     General Alarm Orders. 

(f)      Security Orders. 

(g)     Weekly Force Orders 

(h)     Camp Standing Orders. 

(i)      Golden Rules and Traditions of  CRPF. 

 Any other order deemed to be displayed. 

 He will ensure correct maintenance of the following Registers in his office:- 

(a)     Orderly Room Register. 

(b)     Daily Parade Statement. 

(c)      SOs and UOs Duty Register. 

(d)     Upto date Strength Statement of the Institution . 

(e)     Posting Register. 

(f)      In and Out Register. 

(g)     Any other register deemed to be maintained. 

 Any other duties entrusted to him by superior officers. 

  



11.3 SI/GD Manager Subsidiary Bhandar 
 He is responsible for general supervision of all transactions. 

 He will also be responsible to see that Canteen in-charge (HC) receive all kind of 

payment through POS/Cheque or any other digital mode only and no cash should be 

taken by Canteen-in-charge. 

 He will summon the Line Committee to check and inspect the fresh goods purchased 

from Master CPC and put them up before the Vice – Chairman or Chairman. 

 He will bring to the notice of the Vice – Chairman about all articles lying unsold for more 

than six months and obtain his orders regarding their disposal. 

 He will check and update feedback register/ cash book daily. 

 He will ensure that monthly physical checking of stock being carried out by board of 

officers detailed for it and entry made in Register. 

 He will consolidate demand of goods and put up demand to Master Bhandar after 

approval of Vice Chairman/Chairman. 

 He will maintain approval register for Subsidiary Bhandar and obtain approval from Vice 

– Chairman / Chairman before any payment /purchase is made. 

 He is responsible for regular and proper up keep of cashbook. 

 He will undertake all correspondence connected with Canteen affairs. 

 He will prepare balance sheet every month and put up before the          Chairman. 

 He will ensure that settlement report of POS and transaction statement being prepared by 

stock-in-charge (NCO) daily duly signed by Vice Chairman. 

 He will be responsible for proper upkeep maintenance and timely updation of POS 

machine. 

 He will be responsible for proper upkeep maintenance and timely updation of Flexi-POS 

Software. 

 He will be responsible for disposal of P.M. and making entry in concern register. 

 He will ensure to generate daily sale proceed showing sale and balance stock duly signed 

by Vice Chairman. 

 He will ensure timely filing of GST return. 

 He will ensure to return damage/spare items to Master Canteen with  list and collect 

credit note against it. 

 He will ensure physical security of POS machine. 

 He will be responsible for opening of POS machine and ensure safe custody of password 

and copy of password should also be kept at Vice-Chairman. 

 He will be responsible for timely renewal of various license related to the quality control 

of items in canteen.           

 He will ensure extra fund should be kept in fixed deposit periodically after approval of 

Chairman and also ensure timely renewal of Fixed deposits 

 The following registers and Files will be maintained: 

a)    Cash book (Containing separate column for POS and cheque sale. 

b)    RV / PV files in which all vouchers will be kept. 

c)     Misc. correspondence file. 

d)    Stock Register. 

e)    Local purchase/Approval register. 

f)     Daily sales register. 

g)    Bill book and receipt book. 

h)    Dead stock register. 

i)     P.M. Register. 

j)  Complaint Register 

k)  LCR Register. 



l)  Daily POS settlement register/file. 

m)   Demand/Feedback Register. 

n)  Demand file. 

o)  Credit note file. 

p)  Unsold/damage/expiry file. 

q)  Monthly stock checking file. 

 Any other Register / Account Book deemed necessary. 

  

11.4 SI/GD Manager Master Bhandar 
 He is responsible for general supervision of all transactions. 

 He will also be responsible to see that stock in-charge (HC) receive from Subsidiary 

Bhandar all kind of payment through digital/Chequeonly and payment to firms through 

NEFT/RTGS.  No cash transaction should be made except under the explicit orders of the 

Chairman. 

 He will summon the Line Committee to check and inspect the fresh goods received from 

firm against supply order and put them up before the Vice – Chairman or Chairman. 

 He will bring to the notice of the Vice – Chairman about all articles lying 

unsold/damaged/expiry for the term specified by KPKB and obtain his orders regarding 

their disposal. 

 He will ask demand from various Subsidiary Bhandar and after consolidation and 

approval of Chairman place supply order to firms. 

 He will check  and update cash book/RV/PV File/Payment Register/Pass Book daily. 

 He will ensure that monthly physical checking of stock being carried out by board of 

officers detailed for it and entry made in Register. 

 He will maintain approval register for Master Bhandar and obtain approval from Vice – 

Chairman / Chairman before any purchase is made. 

 He will undertake all correspondence connected with Master Bhandar      affairs. 

 He will comply instructions issued time to time from KPKB and instruct all the 

Subsidiary Bhandar. 

 He will be responsible for daily sale bill checking and making entry in cash book. 

 He will be responsible for proper upkeep maintenance and timely updation of Flexi-POS 

Software. 

 He will ensure to reconcile his cash book with stock balance of stock-in-charge. 

 He will ensure to generate daily sale proceed showing sale and balance stock duly signed 

by Vice Chairman. 

 He will ensure timely filing of GST and TDS return. 

 He should have viewing right of bank accounts to monitor transaction and update cash 

book on daily basis. 

 He will be responsible for profit distribution to various branch as per latest instructions 

issued by Dte. Welfare and KPKB. 

 He will be responsible for timely renewal of various license related to     the quality 

control of items in canteen.           

 He will ensure extra fund should be kept in fixed deposit periodically after approval of 

Chairman and also ensure timely renewal of Fixed deposits. 

 The following registers and Files will be maintained: 

a) Cash book. 

b) RV / PV files in which all vouchers will be kept. 

c)  Misc. correspondence file. 

d) Stock Register. 

e) Demand Note sheet file. 



f)   Supply order file. 

g) Approval register. 

h) Daily sales register. 

i)    Payment register. 

j)  Dead stock register. 

k) Feedback/Complaint/demand Register 

l) LCR Register. 

m)  Free items Register. 

n)  Part time worker Register. 

o)  Credit Note File. 

p)  Honorarium Register. 

q)  Profit distribution file. 

r)   GST Return file. 

s)   Invoice file. 

t)   TDS deduction and return file. 

u) Permanent Instruction file. 

 Any other Register / Account Book deemed necessary by the Chairman / Vice  Chairman . 

  

11.5 SI/GD MANAGER CO-OPERATIVE SHOP/WET CANTEEN 
 He will be responsible for the general supervision of all transactions. 

 He will be responsible to arrange supply of goods through local purchase committee on 

reasonable price. 

 He will also be responsible to see that Co-operative shop/Wet Canteen In – charge 

generates daily sale proceed. 

 He is responsible for regular and proper up keep of cashbook. 

 He will undertake all correspondence connected with Co-operative and Wet Canteen 

affairs.  

 He will ensure that monthly physical checking being done by board of officers and entry. 

 He will generate settlement report of POS and prepare statement daily duly signed by 

Vice Chairman. 

 He will comply instructions issued time to time regarding cashless payment.       

 He will immediately report any deficiency or irregularities on the part of the Subordinates 

to the Chairman or Vice – Chairman as soon as such deficiency / irregularity comes to his 

notice. 

 He will bring to the notice of the Vice – Chairman all articles lying  unsold for more than 

six months and obtain his / her orders  regarding their disposal. 

 He will check and update daily sale register and cash book on daily basis. 

 He will also be responsible to see that standard weights are used in  the Co-operative shop 

. 

 He will obtain approval of the Chairman / Vice – Chairman for purchases of local 

items.      

 He will summon the Line Committee to check and inspect the fresh  purchases and put up 

the Line Committee Report before the Chairman or Vice – Chairman for approval.  No 

freshly purchased  item / store will be sold before approval of the Line Committee 

Report by the competent authority.  

 He will ensure that rate fixation committee is formed periodically/on  requirement basis 

for Wet Canteen. 

 He will ensure that all commodities purchased from co-operative shop and vegetable 

purchasing committee in Wet Canteen. 

 He will ensure that there is no credit sale in the Co-operative shop and  wet canteen. 



 He will be responsible for updation and maintenance of POS machine. 

 He  will also maintain Audit / Inspection Note Register and closely watch the progress of 

settlement of pending Audit paras / Inspection Notes and  submit compliance within the 

prescribed time frame. 

 The following registers and Files will be maintained in Co-operative Shop:         

a)    Cash book. 

b)    RV / PV files in which all vouchers will be kept. 

c)    Misc. correspondence file. 

d)    Daily sale/Profit/Balance Register. 

e)    Local purchase/Approval register. 

f)    Board of Officers for purchasing committee Register. 

g)    Dead stock register. 

h)    P.M. Register. 

i)     Monthly stock checking Register. 

j)     Complaint/suggestion Register. 

k)    Distribution Register. 

l)     LCR Register. 

m)  Grinding Register. 

 Any other Register / Account Book deemed necessary. 

 The following registers and Files will be maintained in Wet Canteen:- 

a)    Cash book. 

b)    RV / PV files in which all vouchers will be kept. 

c)     Misc. correspondence file. 

d)    Daily sale/Profit/Balance Register. 

e)    Local purchase Register. 

f)    Approval Register. 

g)    Dead stock register. 

h)    P.M. Register. 

i)     Complaint/suggestion Register. 

j)      Bill file. 

k)    Stock Register. 

 He will be responsible for any other clerical work assigned to him by the  Chairman / 

Vice – Chairman. 

 

11.6 SUB-INSPECTOR/GD ( TRAINING) 
 He will carry out the following duties: — 

a)    Assist concern   Company Commander in maintaining discipline, smartness and a 

high standard of drill, field craft, map reading and weapon training of the recruits/ 

trainees. 

b)    Maintain an up to date nominal roll of all trainees. 

c)     Detail guards, pickets and working parties. 

d)    Supervise training of recruits/trainees and ensure that all training is properly carried 

out according to the programme and as per orders of the Company Commander. 

e)    Ensure that recruits/trainees attend all parades regularly. 

f)      Perform the duties of platoon commander of recruits undergoing basic training. 

g)    Maintenance of documentation, progress sheets, other training records. 

h)    Supervise the work of instructors and report progress of trainees to the Company 

Commander. 

 He will check lesson plan of  trainers under him. 



 He will ensure regular briefing of trainers to keep themselves abreast  with latest 

technology and teaching methodology. 

 He will ensure proper upkeep/maintenance of parade ground/BOAC/ Training Area / 

equipments. 

 He will ensure proper upkeep of sports items and detailment of PTI for  various sports 

activities. 

 He will ensure that every trainees are medically fit for physical training/BOAC/JD/PET. 

 Carry out any other duties assigned to him by Company  Commander/Officer in charge. 

  
 

11.7 ASI(Adjt)HQ 
 The ASI(Adjt) is responsible to his Coy. Commander for the training and discipline of the 

Coy.Personnel. 

 He will ensure compliance of orders by all Under Officers and men of his Coy. 

 He will personally maintain the Daily Parade Statement in the prescribed  Form and put 

up the same before the Coy Comdr for scrutiny. 

 He will take Roll Call and will see that Unit Orders are read out to his   Coy. and will 

report to the Coy Commander the correctness or otherwise  of the Parade at Roll Call. 

 He will attend Guard Mounting Parade daily and ensure smart turn out  of personnel 

detailed on Guard duty. 

 He will assist Sub-Inspector (Adjutant) in detailment of working parties  according to 

requirement. 

 He will Maintain an up-to date strength statement of his Coy and keep of all arrivals and 

departures, sick, leave etc. in his Coy. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishments in the Orderly Room. 

 He will carry out any other duty assigned to him by the DC(Adm)/Coy. Commander. 

 

 

11.8 ASI(QM)(Hqr& 4 Service Coy) 

 

 The ASI(QM) is responsible to his Coy. Commander for the receipt,  maintenance and 

issue of Arms, Ammunition, Equipment stores, Clothing and other necessities of the Coy. 

He is responsible to maintain the Arms History Sheet of the Coy. 

 He will collect the Government clothing and equipment of all men leaving the Unit for 

any reason, men in confinement and men admitted to hospital. 

 He will be responsible to his Coy. Commander for the general cleanliness of his 

Coy.areas. 

 He will ensure correct maintenance of records pertaining to Coy. Stores, Kit Inventories 

and account of expendable stores. 

 He will be responsible for timely Medical Examination of the cooks. 

 He will maintain the following Registers:- 

(a)    Ammunition Account   -  CRPF 31 

(b)   Register of Arms and Ammunition   - CRPF 47-48       

(c)    QM Kote Register    -  CRPF 93 

(d)   Line Committee Form  - CRPF 35 

(e)    Indent Register  - CRPF 101 

(f)    Auction Register     -  CRPF 103         

(g)    Payment Register - CRPF 115 

(h)   Private Arms Register  - CRPF 116 



(i)     Arms History Sheet Register -CRPF 112 

(j) Stock book of expendable Register -CRPF-18 

(k)    Cycle inspection report - CRPF-34 

 Any other duty assigned to him by the Coy. Commander will also be performed by him. 

 He should preferably be the senior most ASI/GD. 

 He is assistant to the Sub-Inspector Adjutant in all his duties and like the SI Adjutant he is 

largely responsible for the discipline and training of  the recruits. 

 He will extract respect and instant obedience from all Under Officers and men in the 

Force. 

 He will take charge of Government Stores held on charge by the Dy. (Adm). 

 Apart from the above, he will perform duties of ASI(Adjt) HQ in respect of  personnel at 

Headquarters of detached companies. 

 He is responsible under the DC(Adm)'s orders for the training of all UO's as drill and 

weapon training instructors and men for annual classification and physical efficiency 

tests. 

 He will assist the SI /Adjutant in the maintenance of up to date records and registers and 

submission of reports and returns. 

 He will attend roll call parades and ensure that all orders regarding  detailing of guards, 

pickets and working parties are conveyed to all concerned. 

 He will supervise distribution of duties made by the ASI(Adjt) HQ Company and other 

Company located at Headquarters. 

 He will ensure that other ranks punctually turn up at evening roll call and that unit orders 

are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like  office orderlies, 

runners, and regimental police and arrange for their  rotation from time to time as ordered 

by Dy. Commandant (Adm). 

 He will report cases of indiscipline promptly to the Subedar Major through the  Sub-

Inspector (Adjt) for necessary action. 

 He will personally maintain the daily parade statement and will keep  correct record of all 

arrivals and departures. 

 He will attend guard mounting parade and ensure proper turnout of men detailed on guard 

duty. 

 He will depute under Officer to conduct punishment drill and extra  fatigue by the 

defaulters who have been awarded such punishments in  the orderly room. 

 He will check duty of all guards. 

 He will ensure maintenance of quarter guard. 

 He will ensure that best guards who have good drill/turnout are placed at quarter guard. 

 He will carry out any other duties assigned to him by the senior officers time to time. 

 He will assist SI(A) and carry out duties assigned to him from time to time. 

 He will collect sick personnel on parade and march them to the CTC(T&IT) Hospital for 

treatment by the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the Sick Report 

Register are taken to the Hospital for treatment. 

 He will sign the Sick Report Register in token of the fact that the medical treatment has 

been given to the sick personnel in the Hospital. 

 He will inform the Mess UOs for providing special diet to the outdoor  patients according 

to the advice of the Doctor. 

 He will produce the Sick Report Register before the DC(Adm) daily on  return from the 

Hospital for his perusal and further action, as necessary. 



 He  will  visit  the indoor patients in the CTC (T&IT) or Civil Hospital thrice a week and 

report any request to be made to the DC (Adm). 

 He will ensure prompt evacuation of serious and emergency cases from  the Lines to the 

CTC(T&IT) Hospital against Special Sick Report prepared for treatment by the Doctor. 

 He will arrange to provide Medical Attendant under the orders of the DC(Adm) for indoor 

patients requiring such assistance and as recommended by the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously ill 

and staying in Family Lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor and handover patient after getting checked by medical staff. 

 He will keep watch on health condition of patients suffering from HIV,   Psychological 

problem and other contagious disease. 

 He will watch medical examination of LMC personnel/mess staff timely. 

 He will be responsible for indenting of vehicle/Ambulance for patients going out side for 

treatment. 

 He will be responsible for keeping watch on  Attend-B/C personnel and bring into notice 

of DC(Adm) in this regard. 

 He will carry out any other duty assigned to him by the DC(Adm). 

 

11.9 ASI(CANTEEN)  

 He will work directly under close supervision of 2-I/C(Adm/Accts). 

 He will be responsible for all articles on charge of the Canteen according to the Stock and 

Dead Stock  Register. 

 He will regularly maintain the Stock Register, Daily Sale Register (Pucca and Kuccha), 

Credit Sale Ledger, Dead Stock Register, The Daily Sale Register (Pucca) and General 

Stock Register shall be completed daily from the Daily Sale Register (Kuccha) and Daily 

Sale Register (Pucca). 

 He will be responsible for all retail business transactions and for the correct deposit of 

money against daily sales which should be entered in the  stock and sale registers daily. 

 It will be his duty to bring to the notice to his senior about articles lying unsold for more 

than six months. 

 He will inform his senior as soon as any article is damaged or rendered unserviceable or 

unfit for sale. 

 He will be responsible for the cleanliness of the Canteen and Recreation Room. 

 He will invariably deposit the cash obtained from daily sales in the Treasury Chest on the 

next working day. 

 He will be responsible for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty assigned to him by his superiors.  

 

11.10 Assistant Sub-Inspector (Hospital)  

 He will work directly under the orders of the DC(Adm) and carry out duties assigned to 

him from time to time. 

 He will collect sick personnel on parade and march them to the unit Hospital for treatment 

by the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the Sick Report 

Register are taken to the Hospital for treatment. 



 He will sign the Sick Report Register in token of the fact that the medical treatment has 

been given to the sick personnel in the Hospital. 

 He will inform the Mess UOs for providing special diet to the outdoor patients according 

to the advice of the Doctor. 

 He will produce the Sick Report Register before the Coy Commander (Bn HQr) daily on 

return from the Hospital for his perusal and further action, if necessary. 

 He  will  visit  the indoor patients in Unit Hospital, Composite Hospital or Civil Hospital 

thrice a week and report any request to be made to the DC(Adm) 

 He will ensure prompt evacuation of serious and emergency cases from the Lines to the 

Unit Hospital against Special Sick Report prepared for treatment by the Doctor. 

 He will arrange to provide Medical Attendant under the orders of the DC(Adm) for indoor 

patients requiring such assistance and as recommended by the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously ill 

and staying in Family Lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

11.11ASI/GD Training (WT/Drill/FC) 

 They will work directly under the orders of the SI/GD (Training). 

 They should have qualified specified course from any CRPF institutions and proficient in 

their work. 

 They must set a personal example for punctuality, promptness to obey           orders and 

should turn out properly and smartly. 

 They  will  attend briefing classes regularly and will keep themselves fully acquainted 

with the latest training instructions, technology and methodology. 

 They will ensure  regular and punctual attendance of candidates earmarked for various 

Cadres and Courses. 

 They  will  ensure  that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different subjects. 

 They will ensure that training aids required for conducting classes on different subjects 

are available and fully utilized. 

 They will ensure proper upkeep and maintenance of all training stores/pamphlets and will 

take suitable measures to prevent damage or their mishandling. 

 They will conduct Training Classes according to the approved Syllabus and Training 

Programme. 

 They will assist the SI/GD (Training) in the CTC(T&IT) and in preparing Weekly 

Progress Reports on the trainees attending various Cadres and Courses. 

 They will carry out any other duty assigned to them by the SI/GD (Training) and other 

superior officers. 

 

11.12QM WRITER        

 He should be  proficient  in his work and keen to update himself with latest instructions. 

As the nomenclature reveals the QM Writer is meant   to do the scriptory work in the 

Office of QM/MTO under their personal direction and supervision and will carry out all 

duties assigned to him by the QM/MTO.  

 The QMW will assist the QM/MTO through QM/SI in all official correspondence 

connected with the provisioning cycle of stores and equipment.  

 He will also do the necessary filing and despatch of the dak.  



 He will prepare all reports and returns based on the data provided by the QM SI and put 

up before the QM/MTO for scrutiny and onward transmission to concerned higher 

authorities. 

 He will maintain Sanction Books. 

 He will assist QM/SI in operation of e-auction,  e-tendering, procurement through GeM 

and Digital signature. 

 He will ensure keeping permanent guard file related to QM branch. 

 He will ensure full utilization of allotted budget during the financial year. 

 He will ensure audit of his branch and submission of compliance. 

 He will ensure initiation of purchase formalities according to demand received from 

various branches.  

 He will assist QM/SI in preparation of data for consolidation of indents, reports and 

returns in respect of Clothing, Barrack Furniture, Tentage  and other Stores, including 

Arms, Ammunition, Explosives, TS Munitions, controlled Ordnance Stores, etc. 

 He will assist the QM/SI in preparation of budget for various items relating to 

provisioning. 

 He will assist QM/SI in prompt clearance of all consignments from 

the  Railways/Transport agencies. 

 He will assist QM/SI for procurement of goods through GeM. 

 He will assist QM/SI in disposal of condemn items  through e-auction. 

 He will assist QM/SI in maintaining Digital signature of all personnel required in flow of 

work of procurement, e-tendering, e-auction, e-office etc. are available and being updated 

time-to-time. 

 He will assist QM/SI issues are made as per payment requisitions  passed by the Quarter 

Master and bills prepared correctly and presented  to the Account Branch for effecting 

recoveries as also to the respective buyers. 

 He will assist QM/SI for the correct  filing of all issue/receipt vouchers in the respective 

files maintained by him. 

 He will assist QM/SI  in condemnation of stores done time to time. 

 He will assist QM/SI for timely action for auction and disposal of stores through e-

auction. 

 Any other duties assigned to him by QM/MTO/ QM(SI). 

 

11.13HEAD CONSTABLES (GUARD COMMANDER) 

 He will be responsible for security of his post/beat. 

 He will brief guard under him before going on duty. 

 He will ensure proper turnout of guard under him. 

 He will pass compliment to officer passing through the post. 

 He will ensure that sufficient hygiene and sanitation item, mosquito repellent cream etc. 

are available for post as well as guard room. 

 He will ensure fire control order in case of firing. 

 He will ensure to convey information to control room/DC(Adm) regarding  any 

incident/unusual act. 

 He will ensure that spare filled magzines of guard are kept properly in box. 

 He will responsible for rotation of the guard and brief them about all security measures. 

 He will maintain the duty register  and entry of duty time will be entered  at the time 

when sentry take place. 

 He will ensure safety and security of all equipments/stores under his charge. 

 During stand-to he will ensure the position of all sentries at left, right flank and main 

sentry post. 



 He will convey password to all sentries securely and brief them for its effective use. 

 He will draw a wireless set from signal centre and be well versed of all call signs of all 

out station and control. 

 He will arrange to provide HHSL  in the absence of deep search light should be with him 

and sentry. 

 He will ensure that sentries are taking over their post five minutes before  commencement 

of their duty. 

 He will report to Day SO/Day NCO in case seen/found any suspicious movement. 

 He will properly check weapons, ammunition of guard. 

 He will ensure that sentry discharge from duty has cleared his weapon properly. 

 He will ensure sighting of weapon/clearing of arc of fire of morcha. 

 He will ensure that morcha is covered by net to prevent grenade attack. 

 He will ensure to display camp standing order, range card, duties of   sentry, duties of 

guard commander, telephone directory inside morcha. 

 He will ensure that structure of morcha is made in such a way that  sentry is secure from 

360 degree. 

 He will ensure that morcha has minimum loop-holes without hampering arc of fire. 

 He will ensure to camouflage morcha according to surroundings. 

 He should also check other necessary equipments  light/torch/whistle/inter com/radio set/ 

spare battery of radio set etc. 

 He should brief and rehearsh guard regarding Arc of fire, standing orders of camp and 

various situation reaction tests. 

 He will keep all personnel in guard mentally/ physically alert and well equipped all time. 

 He will ensure that all guards are aware of using fire extinguisher. 

 

 He will ensure that alarm system from sentry morcha to guard room is functional. 

 He will comply the orders /instructions  given to him by DC(Adm) time to time. 

 

11.14GUARD COMMANDER QUARTER GUARD 
 He will ensure kote opening and closing according to provisions  contained in GC&Bn 

Officer’s Manual. 

 He will ensure guard mounting with great traditional drill of the force. 

 He will take over the duty of quarter guard from predecessor in proper way. 

 He will ensure that second guard commander and sentry placed near magazine. 

 He will ensure that all registers are available in the quarter guard and maintained up-to-

date. 

 He will ensure that kote and magazine are locked with wax sealed and  opened by kote 

SO. 

 He will ensure to pass the compliment to senior officer as per their status. 

 He will ensure daily drill of guard by line up in desired formation. 

 He will ensure that prisoner register is being maintained and prisoner if any being dealt as 

per the direction. 

 He will carry out stand-to practice regularly. 

 He will draw a wireless set from signal centre and ensure its functionality/operation. 

 He will contact to the other post through Intercom/ wireless set for coordination. 

 He will convey password to all sentries securely and brief them for its  effective use. 

 He will arrange HHSL or other gadget for emergency use. 

 He will ensure that sentries are taking over their post five minutes before  commencement 

of his duty. 

 He will ensure safety and security of all equipments/stores under his charge. 



 He will ensure to comply with instructions/camp standing orders issued  time to time. 

 He will keep all personnel in guard mentally/ physically alert and well equipped all 

time.        

 He will properly check weapons, ammunition of guard. 

 He will ensure that sentry discharge from duty has cleared his weapon properly. 

 He will ensure sighting of weapon/clearing of arc of fire of morcha of   quarter guard. 

 He will ensure that morcha is covered by net to prevent grenade attack. 

 He will ensure to display camp standing order, range card, duties of  sentry, duties of 

guard commander, telephone directory inside morcha. 

 He will ensure that structure of morcha is made in such a way that sentry is secure from 

degree. 

 He will ensure that morcha has minimum loop-holes without hampering  his arc of fire. 

 He will ensure to camouflage morcha according to surroundings. 

 He should also check other necessary equipments light/torch/whistle/inter com/radio set/ 

spare battery of radio set etc. 

 He should brief and rehearsh guard regarding Arc of fire, standing orders  of camp and 

various situation reaction tests. 

 He will keep all personnel in guard mentally/ physically alert and well  equipped all time. 

 He will ensure that prisoners and treasury being sent under escort of two   guards under 

command of second guard commander if required to move from quarter guard. 

 He will be responsible for operation of fire/general alarm. 

 He will ensure that all guards are aware of using fire extinguisher. 

 He will ensure that alarm system from sentry morcha to guard room is  functional. 

 He will comply the orders /instructions  given to him by DC(Adm) time to time. 

 

 

11.15HEAD CONSTABLE (SO’S MESS) 
 He will work under the supervision of the Honorary Mess Secretary.  

 He will bring to the notice of the Honorary Mess Secretary any instance of negligence. 

 He will particularly be responsible for general cleanliness of all Rooms  and of the 

furniture, etc.    

 He will also ensure safe custody of all mess stocks, furniture andCrockery etc.   

 He will report to the Secretary of any loss or breakage / damage of the  Mess property.  

 He will be responsible for the safe custody of keys of cup boards, almirah and store 

rooms.  

 He will responsible for maintenance of all Mess Accounts, which will be balanced every 

month.  

 He will responsible Maintenance of the Cashbook.  

 He will responsible the collection of subscriptions and issue bills for  payment. 

 He will comply the orders regarding cashless/cheque payment issued time to time.  

 He will responsible maintenance of the passbook of Saving Bank Account  of the Mess 

and deposits and withdrawals of Mess money. 

 He will responsible  Quarterly statement of assets and annual balance  sheet. 

 He will responsible general internal economy of the Mess. 

 He will responsible to display mess etiquettes and table manners properly. 

 He will ensure that no member will use mess property for personalpurpose without 

permission of mess secretary. 

 He will responsible to maintain suggestion/ complaint book and put up  for perusal of vice 

president through mess secretary for necessary action. 

 He will responsible to display general rules of the mess. 



 He will ensure that guests of mess members are being entertained only  after permission 

of President. 

 He will ensure periodical pest control of mess. 

 He will be responsible for proper upkeep and maintenance/operation of all kind of 

equipments/ electronic equipments/stores under his charge. 

 He will ensure that only trained personnel are engaged in operation of special equipments. 

 The following accounts Books and Registers shall be maintained by him:- 

 (i)     Cash Account Book.                        

(ii)     Stock Book of Mess property showing separately the articles   purchased from the 

CRPF Unit Welfare & Amenities Fund and  those received from    Govt. Stores. 

(iii)    Bill Book and Monthly Mess Bills. 

(iv)    Ration Stock Book. 

(v)     Attendance Register. 

(vi)    Stock Book of Wines, etc. 

(vii)   Breakage Register. 

(viii)  P.M. Register.     

(ix)     Mess Meeting Register. 

(x)      Suggestion/complaint Register. 

(xi)     R.V./P.V. File. 

(ix)     Any other register / Account Book as deemed necessary. 

 Instruction / Standing Orders File. 

 Any other duties assigned to him by Honorary Mess Secretary. 

 

 

11.16HEAD CONSTABLE (HC’S MESS) 
 The maintenance of all Mess accounts which shall be balanced every month.  

 He will assist Mess (SO) in collection of mess dues.  

 He will assist Mess (SO) in Quarterly statement of assets and annual balance sheet.  

 He will assist Mess (SO) in Maintenance of up to date copy of Mess  Rules.  

 He will assist Mess (SO) in General Internal economy of the Mess. 

 He will ensure general cleanliness of the Mess room, kitchen and  furniture.  

 He will ensure control of all stock of items.  

 He will ensure all arrangements in connection with holding of barakhana or other special 

entertainments.  

 He will ensure the maintenance of the Stock Book and for carrying out  the Half Yearly 

check of all Mess Properly. 

 He will be responsible for proper upkeep and maintenance/operation of   all kind of 

equipments/ electronic equipments/stores under his charge. 

 He will ensure that only trained personnel are engaged in operation of special equipments. 

 He will responsible for Preparation of quality food as per mess menu. 

 He will responsible for Collection and stock of rations. 

 He will responsible for Attendance of members. 

 He will responsible for Proper distribution and serving of food, etc. 

 He will responsible for Supervision of the work and personal hygiene of  the Cook and 

Water Carrier .. 

 He will comply the orders regarding cashless/cheque payment issued  time to time.  

 He will ensure periodical pest control of mess. 

 The following account books and registers shall be maintained by him: - 

(i)      Cash Account Book. 



(ii)     Stock Book of Mess property showing separately the articles purchased from the 

Unit Welfare & Amenities Fund and received from Government Stores. 

(iii)    Bill Book and Monthly mess bills. 

(iv)    Visitors’ Book. 

(v)     Ration stock Book. 

(vi)    Attendance register. 

(vii)   Stock book of other miscellaneous items. 

(viii)  Breakage register. 

(ix)     Local purchase register. 

(x)      PM register. 

(xi)     Instruction file. 

xii)     Dead stock register. 

xiii)    Complaint/suggestion register.  

 Any other duties assigned to him by superiors. 

 

11.17HEAD CONSTABLE (OR’S MESS) 

 He will ensure the maintenance of all Mess accounts. 

 He will assist Mess SO in  collection of mess dues and issue payment bills. 

 He will ensure Quarterly statement of assets and annual balance sheet. 

 He will ensure maintenance  and display of up to date copy of Mess Rules. 

 He will ensure general Internal economy of the Mess. 

 He will ensure general cleanliness of the Mess room, kitchen and furniture. 

 He will ensure control of all stock of items.  

 All arrangements in connection with holding of barakhana or other special 

entertainments.  

 The maintenance of the Stock Book and for carrying out the Half Yearly check of all 

Mess Properly.  

 He will responsible for Preparation of quality food as per mess menu. 

 He will responsible for Collection and stock of rations. 

 He will responsible for Attendance of members. 

 He will comply the orders regarding cashless/cheque payment issued time to time.  

 He will ensure periodical pest control of mess. 

 He will be responsible for proper upkeep and maintenance/operation of  all kind of 

equipments/ electronic equipments/stores under his charge. 

 He will ensure that only trained personnel are engaged in operation of  special 

equipments. 

 He will responsible for Proper distribution and serving of food, etc. 

 He will responsible for Supervision of the work and personal hygiene of the Cook and 

Water Carrier. 

 The following account books and registers shall be maintained by him: - 

(i)      Cash Account Book. 

(ii)     Stock Book of Mess property showing separately the articles purchased from the 

Unit Welfare & Amenities Fund and received from Government Stores. 

(iii)    Bill Book and Monthly mess bills. 

(iv)    Visitors’ Book. 

(v)     Ration stock Book. 

(vi)    Attendance register. 

(vii)   Stock book of other miscellaneous items. 

(viii)  Breakage register. 

(ix)     Local purchase register. 



(x)      PM register. 

(xi)     Instruction file. 

xii)     Dead stock register. 

xiii)    Complaint/suggestion register. 

xiv)    Any other register deemed to be maintained.  

 Any other duties assigned to him by superiors. 

 

11.18HEAD CONSTABLE-1 (GO’S MESS) 

 The Mess Head constable will supervise the kitchen and dining hall of mess. 

 He  will immediately bring to the notice of the Honorary Mess Secretary neglect or 

disobedience of orders by any of the mess staff, if any. 

 He will responsible for timely demand of vegetables, groceries and  condiments to 

purchasing items. 

 He will responsible General cleanliness of kitchen, dining hall, kitchen  store and its 

surrounding area. 

 The organising of room service to the senior officers stay. 

 The custody of all cooking items, plate, etc. and for reporting of breakage and loss to the 

Honorary Mess Secretary. 

 He will responsible for timely PEST control of kitchen, dining hall and surrounding area. 

 He will ensure FSSI license/registration renewed timely. 

 The safe custody of the keys of the  stock cupboard. 

 He will responsible for collection of Mess advance for new Dinning members.  

 He will ensure timely collection of WAF subscription, GIA (Once in a year), Memento 

fund  and issue payment bills. 

 He will responsible for timely submission of electricity and room rent received from 

officers staying in mess to concerned Govt fund. 

 He will comply the orders regarding cashless/cheque payment issued  time to time. 

 He will ensure to maintain and display up-to-date mess rules. 

 He will ensure all kitchen equipment are working properly and get them  in service 

condition immediately. 

 He will allocate duties of mess PC and cook staff. 

 He will daily cancel the bill from Mess secretary. 

 He will consolidate demand of items required for mess and put up  through mess secretary 

for necessary procurement. 

 He will maintain the following records- 

a)    Room Rent register. 

b)    Room rent, Water and electricity register. 

c)     Mess advance register. 

d)    Memento register. 

e)    Mess stock register. 

f)      POS register. 

g)    WAFregister. 

h)    Diet off register. 

i)       Extra diet register. 

j)       Daily purchase register. 

k)    RV/PV file. 

l)       Rum adv. Reg. 

m) Daily cutting register. 

 Any other duties entrusted with him by PMC and Mess Secretary. 

 



 

11.19HEAD CONSTABLE-2 (GO’S MESS) 

 The Mess Head Constable will supervise the entire mess establishment will immediately 

bring to the notice of Honorary Mess Secretary instant of neglect or disobedience of order 

by any of the mess staff, if any. 

 The general cleanliness of all the rooms ,store room, surrounding area of  GO’S Mess and 

of the Trophies etc. 

 The organizing of service from  the bar at guest night or any function in the mess. 

 The custody of all trophies , cutlery , glass, linen , plate etc. and for reporting of breakage 

and loss to the Honorary Mess Secretary 

 The bar stock of wines , etc. and for seeing that consumption thereof is duly entered by the 

barman in prescribed stock register . 

 He will ensure that books are issue from GOs mess library returned on stipulated time. 

 He will draw monthly Bar balance and put up timely demand of  alcoholic  and non-

alcoholic drinks. 

 He will ensure the sufficient availability of  newspaper and magazine for  VIP rooms and 

Lounge. 

 He will ensure cleaning of all rooms, corridor and surrounding area on  daily basis. 

 He will ensure all rooms are equiped with hygiene, sanitation and  mosquito repellent 

liquid. 

 He will ensure rooms are equip as per room inventory list before occupy   and 

after  vacation of room. 

 He will ensure bedsheets and blankets are issued to rooms as per  periodicity and put 

up  fresh demand through Mess SO for additional purchase. 

 He will ensure all GYM equipment are working properly and any fault  must be reported 

to Mess secretary through Mess SO. 

 The safe custody of the keys of the wines stock cupboard. 

 He will consolidate demand of items required for mess and put up through mess secretary 

for necessary procurement . 

 He will allocate duties of bar mess staff . 

 He will provide the Bar bill of officers to Mess NCO-1 for preparation of  monthly bill. 

 The following account books and register will be maintained by him. 

a)          Bar stock register. 

   b)          Combined  stock of Lenin , crockery and furniture and misc.  property register 

Library register. 

c)          Maintain library catalogue and issue register . 

d)           Maintain GYM  in/out Register . 

e)          Visitor in/out reg. 

g)        Room inventory register. 

h)       Bar man stock book of wines . 

i)         Billiard charge book . 

j)         Visitor’s book . 

k)        Dead stock reg 

l)         Dead stock value reg 

 Any other duties entrusted with him by PMC and Mess secretary. 

 

11.20HEAD CONSTABLE (REGIMENTAL POLICE) 
 Subject to direction issued he will be responsible for the general  supervision and 

coordination of all security work in the unit under the  orders of the Security Officer. He 



will be particularly vigilant about the undesirable activities or tendencies amongst 

the  Under Officers and  Constables. 

 He will keep a copy of the security standing order and will instruct the personnel security 

staff with regard to security instructions once a week. 

 He will ensure that all security orders and instructions are fully understood and strictly 

followed. 

 He will encourage all ranks to bring to his notice at once all suspects and incidents either 

directly or indirectly for this purpose. 

 He will maintain close liaison with the civil population. 

 He will investigate in conjunction with the appropriate authorities any  matter arising 

outside the unit which may endanger the security of  information, personnel or material in 

the Unit, on orders issued by the HOO. 

 He will be responsible to see that the check posts are manned within the hours prescribed. 

 He will be responsible to see that the Regimental Police Section when working outside the 

lines operate in pairs and not individually. 

 He will be responsible for reporting to his superior officer any incident that may either be 

brought to his notice or he may learn of. 

 He will be responsible for the discipline of Regimental Police 

Section  personnel.                  

 He will ensure that stray dogs are not allowed to loiter in the campus and none keeps any 

cattle or poultry in the CRPF lines without specific permission. 

 By maintaining proper liaison, he will ensure that cordial relationship is  kept with the 

local population and any grievance of the local population  would be immediately brought 

by him to the notice of the QM. 

 He will collect intelligence through his sources within and outside the  unit and report any 

matters of importance affecting the unit to the QM  and will also keep the Subedar Major 

informed of the said intelligence. 

 He will visit the family lines twice a week to find especially any difficulties of the families 

whose husbands are posted out and bring them to the notice of the Company Commander 

of the concerned Company QM through Subedar Major for necessary action. 

 He will ensure that no body is taking video/photograph anywhere inside  the camp. 

 He will check gate pass of visitors and ensure that they are not roaming in beyond 

specified area. 

 Any other duties assigned to him by the QM. 

 

11.21HEAD CONSTABLE (HYGIENE AND SANITATION ) 

 He will be responsible to the QM for all his duties and will work under his orders. 

 He will be responsible for the general cleanliness of the entire CRPF Lines, Barracks, 

Cook Houses, Latrines and Parade Ground etc. 

 He will be responsible for controlling all categories of CT (Tradesmen)/SK as per orders 

of the QM. 

 He will be directly responsible for regular inspection of all buildings and will bring to 

notice of the DC(Building) any damage or unauthorised  constructions. 

 He will be responsible for proper storage and custody of hygiene and sanitation 

items/equipments and other stores required to him. 

 He will be responsible for training of operation and safety of hygiene and sanitation 

equipments. 

 He will ensure that no stray dogs/animals are roaming in the camp. 

 He will ensure to segregate bio-degradable and other waste and their  timely disposal. 

 He will ensure to place sufficient dustbin at appropriate in the campus. 



 He will ensure cleanliness of drainage system, operation of STP. 

 He will ensure functionality and operation of compost machine. 

 He will ensure that bio-degradable waste have been used in compost machine. 

 He will ensure general maintenance of camp in family lines. 

 He will keep liaison with local municipal authorities for hygiene and  sanitation. 

 He will indent and stock sufficient hygiene and sanitation and  disinfectant items and 

ensure its proper utilization. 

 He will ensure to indent diesel/petrol and chemical used  for fogging machine. 

 He will ensure proper use of fogging machine. 

 He will carry out any other duties assigned to him by the senior officers. 

 

 

11.22HC/GD (WT,DRILL,MAP READING/GPS) 
 They will work directly under the orders of the SI/GD (Training). 

 They should have qualified specified course from any CRPF institutions  and proficient in 

their field. 

 They must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly. 

 They  will  attend briefing classes regularly and will keep themselves fully acquainted 

with the latest training instructions, technology and methodology. 

 They will ensure  regular and punctual attendance of candidates  earmarked for various 

Cadres and Courses. 

 They  will  ensure  that candidates are properly dressed and fully  equipped as per standing 

instructions for attending classes in different subjects. 

 They will ensure that training aids required for conducting classes on different subjects are 

available and fully utilized. 

 They will ensure proper upkeep and maintenance of all training stores/pamphlets and will 

take suitable measures to prevent damage or their mishandling. 

 They will conduct Training Classes according to the approved Syllabus and Training 

Programme. 

 They will assist the SI/GD (Training) in the CTC(T&IT) and in preparing  Weekly 

Progress Reports of  trainees attending various Cadres and   Courses. 

 They will carry out any other duty assigned to them by the SI/GD   (Training) and other 

superior officers. 

 

 11.23HC (KOTE) (HQR) 

 He will be responsible to the Kote SO. 

 He will be responsible for safe custody of Govt. and private arms, ammunition as well as 

unit property deposited in the kote except pistol and  pouch arms, which will be under the 

custody of kote SO. 

 Any defect/damage of the arms will be promptly recorded and brought to the notice of 

kote SO and Armourer for remedial action. 

 Ensure that the arms of absentees are properly cleaned once a week. 

 Strictly adhere to the procedure laid down for opening and closing of the kote and ensure 

that the kote key is deposited in the kote key box on completion of his duty in the kote. 

 Will not issue/receive any arms, ammunition or other security items  without being 

properly authorised to do so by QM/MTO. 

 He should be proficient in maintenance/operation of biometric Kote Management system. 

 He will ensure to enter details of all personnel in biometric  kote management system and 

issue weapon after proper authentication. 



 Ensure that proper entry is made in the issue/receipt register and  signature obtained before 

any arms/ammunition or other security items is issued from or received for deposit in the 

kote. 

 He will comply with orders/ instructions issued time to time in this regard. 

  

11.24 HC (Storeman) (HQR & Service Coys):-  

 He will assist the Insp./ASI(QM)  in the maintenance of the respective stores. 

 He will go through with the Store instructions. 

 He should have good knowledge  about the preservatives. 

 Any damage notice by him to the Stores will be promptly reported to the Dy. Commandant 

(Adm) concerned through the respective ASI/QM. 

 He will arrange articles in the store as directed by the Insp./ASI/QM  and will responsible 

for the cleanliness of the store. 

 He will obey all the orders of the Store in-charge. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

11.25BATTALION QUARTER MASTER HAVILDAR 
 He will personally verify  correctness of all issues and receipts of the  stores. 

 He will maintain the following stores records and such other records as may be ordered 

from time to time by the competent authority 

a)    Cycle Stock Book and History Sheets. 

b)    Cycle parts stock book. 

c)     Hospital clothing register.          

d)    Packing material stock book. 

e)    Schedule of approved sizes and measurements of manufactured uniform items of the 

clothing stores and scale of expendable material authorised for such manufacture. 

f)    E. I. Clothing registers. 

 He will be responsible for correct maintenance of the ledgers entrusted to him by the 

Quarter Master.  He will personally make entries in these registers and put up the same 

before the Quarter Master for initialling. 

 On behalf of the Quarter Master Sub Inspector he will be responsible for the cleanliness, 

proper stocking and proper labelling of the stores and up to date maintenance of bin cards. 

 At the end of each month, he will draw out the stock balance in respective ledgers and put 

up to the Quarter Master for checking and verification. 

 He will lay out all Govt. stores before the stock taking board for the  annual verification of 

ground balances and will also produce all records  for thorough checking and accounting 

by the board. 

 He will scrutinise all deduction memos received from various Companies and its 

correctness before obtaining approval of the HOO. 

 He will prepare the statement of arms and ammunition in each quarter and will submit to 

the Quarter Master for checking and onward submission. 

 He along with Quarter Master S.I. will take open delivery of  consignments found 

tampered with in the presence of Railway authorities and record any deficiencies and 

damages caused to the  articles. He will also obtain certificate to this effect from 

Railway authorities. 

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the fire fighting orders/instructions. 



 He will ensure safe custody of all Govt. property kept in the store and will  take 

appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy and all items are  properly arranged along 

with bin cards. 

 He will assist QM/SI for correct accounting of all stores held on charge andmaintenance of 

connected records. 

 He will assist QM/SI for proper safety & security, care and preservation of stores and will 

keep the keys of the Unit / Institution’s store, under his personal custody. 

 He will assist QM/SI for ensuring correct despatch and receipt of all stores. 

 He will assist QM/SI in maintaining proper records of all samples received and will keep 

such samples till their disposal is ordered by the competent authority. 

 He will be present when the Line Committee inspects stores received. 

 He will ensure adequate preventive measures against losses / damages / shortages of stores 

held under his charge. 

 He will assist QM/SI in consolidation of demands received from various constituents of 

the institution and  issue of stores to them. 

 All CT/Followers and CN Paid Followers, if any, will work under his/her  supervision and 

control. He will maintain duty roster of these personnel according to work load. 

 He will assist QM/SI in proper maintenance of biometric kote management system each 

weapon/equipment should have bar code and being issued after proper authentication. 

 He will ensure updation of selo inventory. 

 He will assist QM/SI in maintaining the following records pertaining to stores personally 

and will arrange to file the relevant vouchers separately supporting issues and receipts 

pertaining to these classes of stores:- 

(a)     New Clothing Stock.         

(b)     Expendable Clothing. 

(c)      Register of bills/issues of payment. 

(d)     Resumed clothing register.    

(e)      Tailors and Mochi tools register. 

(f)      Individual clothing register (payment). 

(g)     Daily expense register of tailors.      

(h)     In take clothing register. 

(j)      E.I Clothing register.         

(k)     Mochi Shop daily out put register. 

(i)      Tailor shop daily out put register 

(m)    Hospital clothing register.. 

(n)     Bicycle parts register.       

(o)     Nominal roll of bicycles.     

(p)     Tailor sewing machine register 

(q)     Cycle issue and receipt register.        

(r)      Cycle daily running register. 

(s)      Barrack furniture.                      

(t)      Equipment Register.           

(u)     Arsenal register. 

(v)     Quarter Master Kote Register. 

(w)    Component parts register. 

(x)      Armourer and Carpenter tools register. 

(y)     Petty expendable register. 

(z)      Tentageregister. 

(aa)   Condemned stores register. 



(ab)   Line committee register. 

(ac)    Indent register. 

(ad)   Auction register. 

(ae)   Railway receipt register. 

(af)    GIA/AdhocGIA register. 

(ag)   Battalion private property register. 

(ah)   Arms/Ammunition register. 

(ai)    Arms history sheet. 

(aj)    Private arms register. 

(ak)   Attendance register of C.N. Paid staff. 

 He will ensure that no private work is done in the Unit tailor and mochi shops without the 

specific sanction of the Quarter Master. 

 He will ensure reconciliation of stores periodically. 

 He will assist QM/SI  in maintaining the following Registers:- 

(a)     Ammunition Account        -  CRPF 31 

(b)     Register of Arms and Ammunitio - CRPF 47-48 

(c)      QM Kote Register          -  CRPF 93 

(d)     Line Committee Form    - CRPF 35 

(e)     Indent Register             - CRPF 101 

(f)      Auction Register          -  CRPF 103 

(g)     Payment Register  - CRPF 115 

(h)     Private Arms Register   - CRPF 116 

(i)      Arms History Sheet Register  -CRPF 112 

(j)      Receipt and issue Register - CRPF-16 

(k)  Stock book of expendable Register-CRPF-18 

(l)      Cycle inspection report   - CRPF-34 

 Any other duties entrusted to him by superior officers. 

  

11.26MAIN GATE GUARD COMMANDER 
 He will be responsible for proper checking  of incoming personnels and vehicles. 

 No person or vehicle should  inter in camp without proper authentication. 

 He will ensure that visitors coming to camp are authenticated through biometric visitor 

management system and appropriate pass being issued to them. 

 He will ensure that no visitor leaving the camp without depositing his/her pass. 

 He will keep accounting of all incoming and outgoing vehicle/personnel and maintain 

register in this regard. 

 He will brief guard under him before going on duty. 

 He will ensure proper turnout of guard under him. 

 He will pass compliment to officer passing through. 

 He will ensure fire control order in case of firing. 

 He will watch movements of unauthorized people near gate and anything found suspicious 

be brought in knowledge of DC(Adm)/Week Officer/Day  SO/Day NCO. 

 He will keep thermal imager and breath analyzer to detect temperature and alcoholic 

symptom of incoming/outgoing personnel. 

 He will ensure that all incoming personnel are passing through DFMD. 

 He will ensure that any vehicle entering in the camp during night the cabin light is on and 

headlight is off by the driver to authenticate them. 

 He will ensure that camp standing order is being followed strictly. 

 He will draw a wireless set from signal centre and well versed in its operation and use of 

call sign of all outstation and control station. 



 He will contact to the other post through wireless set to ensure security. 

 He will convey password to all sentries securely and brief them for its effective use. 

 He will ensure that HHSL and other gadget required are being kept in morcha. 

 He will ensure that sentries are taking over their post five minutes before commencement 

of his duty.          

 He will properly check weapons, ammunition of guard. 

 He will ensure that sentry discharge from duty has cleared his weapon properly. 

 He will ensure sighting of weapon/clearing of arc of fire of morcha. 

 He will ensure that morcha is covered by net to prevent grenade attack. 

 He will ensure to display camp standing order, range card, duties of  sentry, duties of 

guard commander, telephone directory inside morcha. 

 He will ensure that structure of morcha is made in such a way that sentry is secure from 

360 degree. 

 He will ensure that morcha has minimum loop-holes without hampering his arc of fire. 

 He will ensure to camouflage morcha according to surroundings. 

 He should also check other necessary equipments  light/torch/whistle/inter com/radio set/ 

spare battery of radio set etc. 

 He should brief and rehearsh guard regarding Arc of fire, standing orders           of camp 

and various situation reaction tests. 

 He will ensure to convey information to control room/DC(Adm) regarding any 

incident/unusual act. 

 He will ensure proper placing and operation of barriers/boom barrier/tyreburster and brief 

and rehearsh his guard about this. 

 He will ensure that each and every personnel coming in and going out with bike are 

wearing the helmet properly. 

 He will ensure to have sufficient protective gear/gloves/masks for use in case of expansion 

of any contagious disease. 

 He will ensure that alarm system from sentry morcha to guard room is functional. 

 He will ensure comply orders/instructions issued time to time by DC/Adm. 

 

 

11.27HC/GD Wet Canteen 

 He is responsible for selling of all items as per prescribed rate.  

 He will ensure that all kind of payment are being made 

through                          POS/Cheque.  No cash payment will be made at any cost. 

 He will ensure that items are prepared as per standard fixed by rate fixation committee. 

 He will responsible for generating daily POS settlement and transaction statement and put 

up to Manager on daily basis. 

 He will ensure that  no daily cooked items lying unsold  and bring in  notice of Manager if 

such thing happen for further disposal. 

 He will report all cases of damage to dead stocks or items of sale to the Manager 

immediately. 

 He will immediately inform the Manager about any discrepancies  discovered by him.  

 He will ensure proper operation/maintenance of POS Machine. 

 He is responsible for all articles on charge of the Canteen according to  the stock and dead 

stock registers. 

 He will be responsible for cleanliness of the Canteen. 

 He will ensure timely medical examination, personal hygiene like, nail  cutting, hair cut of 

staff. 



 He will be responsible for the rate list being updated and displayed at a  suitable place in 

the Canteen. 

 He will ensure quarterly medical examination of cook. 

 He will ensure that sufficient protective gears  for cook and apron is available for cook. 

 He will ensure periodical pest control. 

 He will assist Canteen Manager in obtaining food license and its renewal. 

 He will ensure functionality, operation of electric equipments like food warmer, 

refrigerator system etc. 

 

11.28 OFFICE ORDERLY/RUNNER 

 He will ensure to open the office rooms at morning parade time and  supervise the 

sweeping out. 

 He will ensure to keep tidy  the officer's  tables. 

 He will ensure that all articles of stationery etc. are placed properly on officer's tables. 

 He will ensure to prevent any unauthorised person into the office and to report to the 

concern officer. 

 He will ensure to  lock office main door after seeing all other doors secured when the 

officer left, and deposit the key in Control Room/Quarter Guard. 

 He may be exempted from other duties except such parades which are  compulsory. 

 He should preferebly  be an old Constable and of good character/certified integrity. 

 He will ensure availability of toiletries in officer’s toilet. 

 He will ensure changing of towels. 

 He will ensure that the office has been disinfected properly in all respect. 

 He will ensure that foot mat are available and properly placed at entry. 

 He will ensure that office telephone is functional. 

 Any other duties defined for him time to time by concern officer. 

 

 

11.29TELEPHONE ATTENDANT/CONTROL ROOM 
 The Telephone Attendant detailed in Control Room shall be responsible  for attending all 

the telephone calls/fax during day and night. 

 He will promptly convey the telephonic message/fax message to the individuals concerned. 

 Any message pertaining to Government work will be brought to the  notice of a DC(Adm) 

with the least possible delay. 

 He will ensure that the telephone/fax machine is not mis-handled. 

 He shall ensure that no unauthorized person uses the telephone/fax machine. 

 He will maintain proper log book for all equipments installed in control room and 

responsible for maintenance/operation of these equipments. 

 He will ensure that telephone directory of CRPF and other sister agencies as well as 

emergency service department are up-to-date. 

 He shall be excused from PT/Parade and other duties. 

 He will never provide contact number of any officer without verification and consent of 

that officer. 

 He will never disclose any information regarding movement of troops on telephone except 

officers posted in institution. 

 He will monitor CCTV camera installed for camp security. 

 Before handing over charge to his reliever he will brief him about important activities to be 

monitored. 

 He should keep watch on important news and if found urgent and relevant be conveyed to 

DC(Adm) immediately. 



 He will maintain call history register. 

 He must be aware of current situation in the country. 

 Any other duties assigned to him by superior officers. 

 

 

11.30CONSTABLE (PTI, WT, DRILL, MAP READING/GPS) 

 

 They will work directly under the orders of the SI/GD (Training). 

 They must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly. 

 They  will  attend briefing classes regularly and will keep themselves fully acquainted with 

the latest training instructions. 

 They will ensure  regular and punctual attendance of candidates earmarked for various 

Cadres and Courses. 

 They  will  ensure  that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different               subjects. 

 They will ensure that training aids required for conducting classes on  different subjects are 

available and fully utilized. 

 They will ensure proper upkeep and maintenance of all training stores/pamphlets and will 

take suitable measures to prevent damage or  their mishandling. 

 They will conduct Training Classes according to the approved Syllabus and Training 

Programme. 

 They will assist the SI/GD (Training) in the CTC(T&IT) and in preparing  Weekly 

Progress Reports on the trainees attending various Cadres and  Courses. 

 They should have done course from any recognized  CRPF institution and proficient in 

their work as well as keen to update their knowledge and training methodology. 

 They will carry out any other duty assigned to them by the SI/GD   (Training) and other 

superior officers.    

 They will ensure that all equipment using for PT training is in good and working condition. 

 They will ensure maintenance of PT/Parade ground and keep it neat and tidy. 

 They will ensure maintenance of all sports ground and arrange all types of sports activity 

in The CTC(T&IT). 

 They will be tactful in enhancing the endurance of all trainees. 

 They will comply  task assigned  to him by senior officers. 

 

 

11.31SENTRY DUTY CONSTABLE. 
 He shall perform his duties under the direct orders of the Guard Commander. 

 During his tenure of duty he is responsible for the security in his                          beat/post. 

 Throughout his tenure of duty he will exercise utmost vigilance. 

 He will challenge any person approaching his Post during night and will allow him to pass 

only after identifying the person. 

 On seeing  fire  or any untoward incident he shall turn the Guard out  and inform the matter 

to the Guard Commander. 

 During day time he shall pay compliments to the Officers passing through/visiting his Post 

according to their status. 

 He shall not allow any unauthorized person to approach the Guard Post either during day 

or night. 

 He will keep contact with the sentry of the nearest Guard through Radio set/intercom. 

 His dress, turnout and drill shall be smart. 



 He will not consume any liquor after having been detailed for duty and while on Guard 

duty. 

 He shall maintain best discipline. 

 He will be well equipped with arms, ammunition and other equipments. 

 He shall promptly obey all the orders of the Guard Commander and  bring all incidents to 

the notice of the Guard Commander immediately. 

 He will properly check his weapons, ammunition. 

 He will ensure to clear his weapon properly after discharge from duty. 

 He will ensure his sighting of weapon/clearing of arc of fire of morcha. 

 He will ensure that his morcha is covered by net to prevent grenade attack. 

 He will be aware of camp standing order, arc of fire, duties of sentry, call  sign of out 

stations and control station and important contact numbers. 

 He will ensure that structure of morcha is made in such a way that sentry is secure from 

360 degree. In case of vulnerability immediately inform his guard commander to resolve it. 

 He will ensure that morcha has minimum loop-hole to cover his arc of  fire. 

 He will ensure to camouflage morcha according to surroundings. 

 He will carry all other necessary equipments light/torch/whistle/radio  set/ spare battery of 

radio set etc. 

 He will ensure to convey information to guard commander regarding any incident/unusual 

act. 

 He will be well versed in operation of barriers/boom barrier/tyreburster and other 

equipments in case of guarding at main gate. 

 He will follow orders/instructions issued time to time by DC/Adm. 

  

11.32CONSTABLE STORE MAN 
 He will assist the store in-charge for the maintenance and upkeep of the  stores. 

 He will be thorough with the storage instructions. 

 He should have good knowledge about preservation. 

 Any damage noticed by him to the stores will be promptly reported to the   stores incharge. 

 He will ensure that all stores are properly packed in his presence before  despatch. 

 He will ensure safety and security precautions by switching off the lights,   closing 

of  ventilations/windows/ doors before locking the store room. 

 He will ensure the pest control systems are being done periodically. 

 He will assist store incharge to update the data and its   reconciliation . 

 He will keep clothing and other items dry and precautionary measures be  taken to avoid 

moisture. 

 He will ensure proper storage of all items in the store. 

 He should be well conversant in operation of fire safety equipment. 

 He should be well conversant in storing procedure  in keep him self  updating in this 

regard. 

 Any other duties assigned to him. 

 

 

11.33 MESS CONSTABLE (SO’S MESS) 

 He will work under the direct control of the Mess Head Constable of the Mess. 

 He  shall  maintain  the  Mess furniture, crockery etc neat and clean. 

 He shall ensure that kitchen etc are kept neat and clean. 

 Any damage to the Mess property will be promptly reported by him to the  Mess Head 

Constable. 



 He shall assist the Mess Head Constable in bringing/storage/ of ration items and other 

stores from the market/Cooperative Shop. 

 During the day he will wear working dress with PT shoes. 

 He will be medically examined by the CRPF Medical Officer once a  month. 

 He will maintain proper discipline. 

 He will ensure self hygiene  like cutting of nails,hair cuts, and proper cleaning of  hands . 

 He assist mess commander in maintenance/ functionality / operation  of   special 

equipment's install in mess. 

 He will serve food to all SO’s and perform such other catering duties as  ordered. 

 

11.34MESS CONSTABLE (HC’S/OR’S MESS) 
 He will work under the direct control of the Mess Head Constable of the Mess. 

 He  shall  maintain  the  Mess furniture, crockery etc neat and clean. 

 He shall ensure that kitchen etc are kept neat and clean. 

 Any damage to the Mess property will be promptly reported by him to the Mess Head 

Constable. 

 He shall assist the Mess Head Constable in bringing/storage/ preservation of ration items 

and other stores from the  market/Cooperative Shop. 

 During the day he will wear working dress with PT shoes. 

 He will be medically examined by the CRPF Medical Officer once a  month. 

 He will maintain proper discipline. 

 He will distribute food to all personnel and perform such        other duties as 

ordered/specified time to time. 

 He will ensure that fire safety measures are available in the    mess and its   operation. 

 He should be self hygienic person and ensure timely hair cut, nail cut  etc. 

 He will ensure to spray the pest control periodically. 

 He will ensure that all the equipment/ gadget are functional. 

 

 

11.35MESS CONSTABLE (GOS MESS) 

 He will work under the direct control of the Mess Head  Constable of  the Officers’ Mess. 

 He  shall  maintain  the Officers’ Mess furniture, crockery etc   neat and clean. 

 He shall ensure that all the rooms, kitchen, bath room etc are  kept  neat and clean. 

 Any damage to the Mess property will be promptly reported   by him to the Mess Head 

Constable. 

 He will handle the liquor properly and will keep a proper  account of it and submit the 

same to the Mess Head Constable daily. 

 He will handle the liquor properly and will keep a proper  account of it and submit the 

same to the Mess Head         Constable daily. 

 He shall assist the Mess Head Constable inbringing/storage/ of ration items and otherstores 

from themarket/ Shop. 

 While on Mess duty he will wear mufti dress.  During parties he will wear dress specified 

for the same. 

 He will be medically examined by the CRPF Medical Officer once a  month. 

 He will ensure that fire safety measures are available in the mess and its operation. 

 He should be self hygienic person and ensure timely hair cut, nail cut etc. 

 He will assist mess commander in pest control periodically. 

 He will ensure that all the equipment/ gadget are functional. 

 He will serve food to all Officers and perform such other catering duties as ordered. 

 



11.36REGIMENTAL POLICE (SECURITY) 
 They should have a keen sense of duty and efficient in intelligence work and be strict 

disciplinarians. 

 They will work under the orders of the DC (Adm) / Quarter Master. 

 They will be correctly dressed at all times.  They will be in proper uniform while on duty 

and will wear prescribed arms band with brass letters  “R.P” and carry the Central Reserve 

Police Force cane. 

 Regimental Police sentries will be on duty from reveille to retreat  and  other than this if 

specified by competent authority. 

 They must be aware of latest security instructions. 

 They will immediately bring to notice of HC(RP) about any suspected  activity. 

 They will ensure that nobody is taking video/photograph anywhere  inside the camp. 

 They  will check gate pass of visitors and ensure that they are not roaming in beyond 

specified area. 

 

11.37STICK ORDERLY 

 The Stick Orderly will be the best man of the Quarter Guard and will be  selected by the 

Day Officer. 

 The Stick Orderly Register will be shown daily to the DIGP. 

 He will assist the visitor for  accessing to the HOO. 

 He will ensure the personnel appearing before the HOOare line up properly . 

 He will ensure that no unauthorize person roaming outside the office. 

 Any other duty defined for him time to time. 

 

 

11.38SCHOOL BUS GUARD 

 He  will be responsible for safety and security of vehicle and children. 

 He will ensure to pick and drop children from designated places and  handover to school 

warden and guardian. 

 He should display high level of turnout, vigilance, alertness and discipline. 

 In case of any problem he will immediately coordinate with concern  official to resolve it. 

 He will ensure to follow security instructions issued time to time for safety of vehicle as 

well as children. 

 He will ensure that  first aid  box  is available in vehicle . 

 He will ensure to keep whistle , torch light, umbrella with him . 

 He will ensure that all the children are seating properly and no children are standing in the 

vehicle . 

 He will be responsible for proper discipline of children and ensure that no children is being 

bullied by other  children . 

 He will responsible for any kind of medical emergency of children . 

 He will ensure overall safety and security of children . 

 He will ensure that vehicle is not over speeding  and following  traffic rules . 

 He will keep important contact numbers of   all officers , ,control room,   hospital , and 

contact them in case of any emergency . 

 He should be proper uniform and keep his I/card  with him . 

 He will pick children only from designated places after proper authentication by their I/card 

. 

 He will ensure that vehicle is not in start ignition / position and stopper  placed with tyres 

to avoid any kind of unwanted movement of vehicle during pick and drop . 



 He will ensure to keep foot steps  in vehicle and use it during pick and drop of children 

smoothly . 

 He  will ensure  to  drop the children Infront of school gate not opposite  side of road at any 

cost  and  hand over children to school warden . 

 He will follow any other instruction  issued time to time by concern  authorities for  safety / 

security of children . 

 

 

11.39AREA PATROLLING 
 They will carry out patrolling in designated area with due vigilance,  alertness. 

 In case any untoward activity they will immediately alert guards and  inform DC/Adm. 

 They will be fully equipped with arms, ammunition and other allied equipments like search 

light/torch/NVDs required for their duty. 

 They should try to observe any kind of security related issue in camp periphery and 

surrounding area and bring it into notice of DC/Adm. 

 They will ensure to wear anklet and high level boot to avoid snake/insect bite.  

 They must be aware of camp security instructions issued time to time so that they can 

perform their duty in coordination with other patrolling  parties, QAT and guards. 

 At least two third time of their patrolling time they will be in roaming mode not in rest 

mode. 

 They will coordinate with other guards, patrolling parties and QAT with radio sets. 

 In case any suspicious person is found he will interrogate him for his identity. 

 They will perform their duty as per instructions issued time to time by  DC/Adm. 

 

 

11.40WATER TRUCK GUARD 

 He will be responsible for safety and security of vehicle. 

 He will ensure to provide water at designated places according to time  schedule and urgent 

requirement or as specified time to time . 

 He should display high level of turnout, vigilance, alertness and  discipline. 

 In case of any problem they will immediately coordinate with concern  official to resolve it. 

 They will ensure to follow security instructions issued time to time for safety of vehicle. 

 He will ensure that driver is following speed limits specially on turns / path to avoid any 

kind of untoward  incident due to loss of balance of vehicle . 

 He will ensure that vehicle is not kept in start / ignition mode and stoppers are placed with 

wheels to avoid any unwanted movement during halt position. 

 He should be properly dressed up and show high level of discipline . 

 

11.41DUTIES OF CONSTABLE (FC/FFC/FIT/FCE) 
 They will work under concern Coy Commander. 

 They will be responsible for Adm/Training support to  Coy. 

 They will ensure  maintenance of lab/classroom and training area under  supervision of 

concern Class-I/C. 

 They will ensure maintenance of squad post/BOAC ground/PET ground etc. 

 For outdoor/demonstration classes  they will carry out all Adm/security arrangements 

under supervision of course I/C/Coy. Commander. 

 They will be utilised for demonstration purpose if required. 

 Their services will be utilized for maintenance /display of coy store, cleaning of  camp 

area. 



 Their services will be utilized for various functions like mess meeting/sainiksammelan and 

other gatherings. 

 They will actively involve in inspection and be in proper uniform during that. 

 Any other duties assigned to them by concern Coy. Commander. 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 

  



APPENDIX-L 

 

12. ISA M/ABU 

A) STRENGTH :- 

SL 

No.  

Rank Pre-cadre 

strength  

Post-cadre 

strength 

Remarks  

1 Inspector  05 

 

05 

 

No change  

2 Sub-Inspector 06 

 

06 

 

No change  

3 Asstt. Sub-

Inspector 

--- 08 08 post of ASI/GD 

created (Upgraded from 

HC) 

4 Head Constable 19 

 

15 08 post of HC upgraded 

as ASI. Whereas, 04 posts 

of CT upgraded as HC. 

5 Constable  41 

 

37 04 post of CT/GD 

abolished (Upgraded as 

HC) 

 

B) DUTIES ASSIGNED: 

SL No. Rank Authorize DUTIES 

1 Inspector  05 

 

 INSPECTOR/GD (SM) 

 INSPECTOR (BUILDING) 

 INSPECTOR (TRG) 

 INSPECTOR (CANTEEN MANAGER) 

 INSPECTOR/GD (R&D) 

2 Sub-Inspector 06 

 

 SUB-INSPECTOR (TRG)/LO/R&D/COMP. 

AND EQUIP. 

3 Asstt. Sub-

Inspector 

08  ASI/ADJT -01 

 ASI/QM -01 

 ASI/CANTEEN -02 

 ASI (LINE, HYG) -02 

 ASI/GO’s MESS -01 

 ASI/HOSPITAL -01 

4 Head 

Constable 

15  HC/STORE-MAN-02 

 HC/CANTEEN AND CO-OPERATIVE 

SALESMAN-02 

 HC (GD)/WT/PHYSICAL INSTRUCTORS 

 HC (GD)/(COMP. & EQPT) 

 HC (GD)/LIBRARY 

 HC (GD)/CHM 

 HC (GD)/MESS NCO 

(GO’s/SO’s/OR’s)/KOTE NCO/CANTEEN 



NCO/RP/DAY NCO 

5 Constable  37  CT (GD)/LINE-MAN 

 CT (GD)/DAK RUNNER. 

 CT (GD)/MESS PC AT GO’s/SO’s/OR’s MESS 

 CT (GD)/QUARTER GUARD DUTY 

 CT (GD)/OFFICE RUNNER 

 CT (GD)/CONTROL ROOM DUTY 

 CT (GD)/COMPUTER LAB. 

 CT (GD)/(TRG Br/BUILDING Br/ADM Br) 

 CT (GD)/PROTECTION DUTY 

 

A.    Training 

 

Insp(GD):- 

12.1 Subedar Major 

 The Subedar Major is, by virtue of his appointment, is the senior most Subordinate Officer 

of this Academy.  The good name and the general tone of the Academy depend largely on 

the manner in which he carries out his duties. 

  He will also function as 2 IC of the HQ Coy under OC HQ. 

  He is the Confidential SO to the Head of Office and as such occupies position of trust and 

responsibility.  He is responsible for keeping the Head of Office acquainted with any 

occurrence which may be prejudicial to the good order, discipline, esprit-de-corps or the 

good name of the Force.  An excuse that such matters never came to his notice can never 

be accepted. 

 He should bring to the notice of the Head of Office immediately any grievances or any 

other matters which might affect the well being and comfort of Other Ranks. 

 He should be specially watchful about the manner in which the Regimental Institutions 

are being run.  He will frequently visit the Lines, Hospital, School, Family Welfare Centre 

and other Unit Institutions and bring to the notice of the Head of Office any serious 

infringement of the rules and orders. 

 He will be incharge of the Regimental Treasure Chest. 

 He will exercise general supervision over the Subordinate Officers.  He will be Vice-

President of the SOs’ Club and ensure its smooth working/functioning. 

 He will be in attendance at the Head of Office/Commandant’s Orderly Room and Sainik 

Sammelan. 

 He will supervise the Postal arrangements and check on the suitability of the reading 

materials to be issued in the Lines. 

 He will obtain, in the evenings, after roll call, reports from officers concerned regarding 

the Line absentees, sickness and movement of personnel.  He will maintain a register of 

relatives of men who come to Lines on a visit. 

 He will supervise the working of Regimental Police and obtain reports daily on general 

discipline and sanitation of the Lines. 

 He shall look into the well being of all ranks and should personally be in close touch with 

all the activities of the Unit and should be instrumental in maintaining high standard of 

efficiency, morale and good order in the Unit. 

 He will carry out any other duty assigned to him by the Head of Office. 

 

 

12.2 Inspector (Building) 



 He will work under the DC(Building) and perform duties as follows: 

 He will assist DC(Building) in all matters pertaining to barracks, quarters, participant 

hostels, stores and equipment. 

 He will assist DC (Building) in preparation of Indents, Reports and Returns through ASI 

(Building). 

 He will be responsible for correct accounting of stores on his charge and maintenance of 

relevant records. 

 He will be responsible for proper care and preservation of stores. 

 He will issue stores to various branches, quarters, barracks, participant hostel and messes 

against their demands. 

 He will also ensure against losses/damages/shortages of stores under his charge. 

 All stores will be in his personal custody and keys kept by him. 

 Timely action for condemnation and disposal of stores will be taken by him. 

 He will maintain proper records of all the samples and will keep such samples till their 

disposal is ordered. 

 He will perform any other duty assigned to him by DC(Building). 

  

 

12.3 Inspector (Training) 

  

 He will supervise the Trg staff of the Internal Security Academy and will assist the 

DC(Trg) and AC (Trg) in conducting various courses at the internal security academy. 

 He will assist the DC(Trg) in the maintenance of discipline and general administration of 

Training Platoon. 

 He will ensure that all personnel in ISA complete the Annual Range Classification Firing 

and JDPET before the close of each year and maintain necessary records for the same. 

 He will personally supervise the Education Classes and ensure that the staff is duly 

prepared for taking classes. 

 He will ensure that games are played by all the trainees regularly and will be responsible 

for the maintenance of playgrounds and procurement of sports gear. 

 He will be responsible for organizing recreational activities for the Trainees and shall 

arrange supply of Newspapers, Periodicals and Equipments for Indoor Games. 

 He will be responsible for organizing the opening/closing of the courses and various 

classes for the trainees. 

 He will ensure maintenance of the lecture halls and detailment of attendant at each lecture 

hall. 

 He will ensure making of précis and lesson plan for the trainees. 

 He will perform any other duty assigned to him by the Comdt(Trg). 

 

 

12.4 Inspector(Canteen Manager) 

 

 He will function under the Canteen Chairman and will be responsible for all articles on 

charge of the Canteen according to the Stock and Dead Stock Register. 

 He will regularly maintain the Stock Register, Daily Sale Register, Credit Sale Ledger and 

Dead Stock Register. 

 He is responsible for all retail business transactions and for the correct deposit of money 

against sales which should be entered in the stock and sale registers daily through canteen 

NCO. 



 It will be his duty to bring to the notice of the Canteen Chairman all articles lying unsold 

for more than six months. 

 He will inform the Canteen Chairman as soon as any article is damaged or rendered 

unserviceable or unfit for sale. 

 He will be responsible for the cleanliness of the Canteen and Recreation Room. 

 He will invariably deposit the cash obtained from daily sales in the Treasury Chest on the 

next working day. 

 He will be responsible for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty assigned to him by Canteen Chairman. 

 

12.5 Inspector (GD) R&D 

 He will work under DC(R&D) and perform the duties of R&D branch on the orders of 

DC(R&D). 

 He will look after maintenance of Library, AV Cell, and other equipments of R&D 

Branch. 

 He will ensure publication of News Letter and Trend setter timely. 

 He will ensure printing of Course completion certificates on the completion of every 

course at ISA. 

 He will ensure arrangements for group and single photographs and also the photographs 

of the 

 class. 

 He will ensure uploading of all ppts in DVD and their distribution to the course 

participants. 

 He will ensure up-dating the CRPF website in respect of ISA. 

 He will perform any other duty assigned to him by Comdt(Trg). 

 

Note:- Besides the above duties of Insp(GD), they will also perform the duty of Subordinate 

officer of the day, LO with senior guest faculty and during outdoor training sessions or 

jungle camp. 

 

 

12.6 Sub-Inspector (Training)/LO/R&D/Comp. and Equip. 

 

 He will assist the DC(Trg) in maintaining a high standard of efficiency in drill and 

turnout. 

 He will set personal example in good turnout, punctuality and general bearing. 

 He will maintain the Test and Examination Register. 

 He will assist the Inspector (Trg) in maintenance of discipline, turnout and well being of 

the personnel of Trg. Platoon. 

 He will prepare Weekly Training Programme as per approved syllabus and will be 

responsible for its implementation. 

 He will conduct briefing classes for the instructors and ensure that their knowledge of the 

subjects concerned is up-to date. 

 He will prepare Weekly Progress Report on trainees and submit it to the DC (TRG) 

through Inspector (Training). 

 He will ensure proper maintenance of Training Stores. 

 He will be responsible for the management of the Training Platoon Mess or any other 

Mess entrusted to him and will ensure correct maintenance of the Mess accounts. 



 He will check the lesson plans of the instructors and ensure that these are up-to date and 

are delivered properly. 

 He will organize outdoor training/Demo/Practice sessions. 

 He will be responsible for arranging sitting arrangement/Layout of Trg equipments/PA 

Equipment in the class room/lecture hall. 

 He will ensure proper running of class and lecture. 

 SI(R&D) will work in R&D branch under the command of DC (R&D). 

 SI(LO) will perform the duty of LO with guest faculty. 

 He will carry out any other duty assigned to him by the Comdt(Trg). 

  

Note: Besides the above duties of Sub Insp(GD), they will perform the duty of 

Subordinate officers of the day, Kote SO and Mess SO. 

 

 

12.7 Head Constable(GD) 

WT/Physical instructors: 

 They will work directly under the orders of Inspector(Trg) for WT/Physical training of 

DEGOs, MOCC and ACPC courses. 

 They must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly. 

 They will attend briefing classes regularly and will keep themselves fully acquainted with 

the latest training instructions. 

 They will ensure regular and punctual attendance of candidates earmarked for various 

Courses. 

 They will  ensure  that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different subjects. 

 They will ensure that training aids required for conducting classes on       different 

subjects are available and fully utilized. 

 They will ensure proper upkeep and maintenance of all training stores/pamphlets and will 

take suitable measures to prevent damage or their mishandling. 

 They will conduct Training Classes according to the approved Syllabus and Training 

Programme. 

 They will assist the Inspector (Trg) in preparing Weekly Progress Reports on the trainees 

attending various Courses. 

 They will carry out any other duty assigned to them by DC(Trg). 

 

12.8 Head Constable (Comp and Eqpt) 
 He will work under DC (Comp and Eqpt) and will be responsible for maintenance of all 

computers, equipments of the Academy. 

 He will keep stock register updated and signed by the DC comp and eqpt. 

 He will bring to the notice of DC Comp and Eqpt any defect, fault or shortcoming noticed 

in any equipment or computer. 

 He will receive computers, equipments and accessories from the QM on proper vouchers. 

 He will perform any other duty assigned to him by DC Computer and Equipment. 

 

12.9 Head Constable(Library) 

 He will work under DC (R&D) and will be responsible for maintenance of all Library of 

the Academy. 

 He will keep all registers updated and signed by the DC (R&D). 



 He will bring to the notice of DC (R&D) any defect, fault or shortcoming noticed 

anywhere in the Library. 

 He will receive books and make proper entry in the accession register and in the e-

granthalaya. 

 He will perform any other duty assigned to him by DC (R&D). 

 

 

12.10 Constables(GD) 

 Constables will perform the following duties:- 

 PTIs. 

 Demo and outdoor sessions of training. 

 Lecture hall attendants. 

 Games and Sports. 

 

 

B.  Adm 

     INSP(GD)- Nil (1 Inspector GD should be posted against the authorized adm strength for the 

duties of SM) 

      

12.11 Sub-Inspector (A) 

 He will assist the Coy Comdr (HQ) in maintaining discipline and proper turnout of 

personnel of the ISA. 

 He must be a standing example in turnout, conduct, punctuality and general bearing. 

 He will ensure that all Guards and Escorts and other parties detailed by DC(ADM) are 

correctly dressed, properly briefed and understand their duties before leaving HQ. 

 He will report immediately to the CC(HQ) and Subedar Major at any time of the day or 

night any serious breach of discipline or irregularity. 

 He will ensure that punishments awarded are correctly carried out by the defaulters. 

 He will attend Guard Mounting thrice a week. 

 He will ensure that the following Registers are correctly maintained at the QG:- 

(a)       Inspecting Officer Register. 

(b)       Sentry Duty Roster. 

(c)       Defaulters Register. 

(d)       Prisoners Fatigue Register. 

(e)       Prisoners Kit Register. 

(f)        Handing/Taking over Register. 

(g)       Emergency Vehicle Register. 

(h)       Kote opening and closing register. 

  

 He will ensure that the following orders are displayed at the QG and are strictly complied 

with:- 

(a)       Duties of the Guard  Commander and Sentries. 

(b)       Orders for the Defaulters. 

(c)       Orders for the Prisoners. 

(d)       Fire Alarm Orders. 

(e)       General Alarm Orders. 

(f)        Security Orders. 

(g)       Weekly Force Orders 

(h)       Camp Standing Orders. 

(i)        Golden Rules and Traditions  of  CRPF. 



  

 He will ensure correct maintenance of the following Registers in his office:- 

(a)       Orderly Room Register. 

(b)       Daily Parade Statement. 

(c)       SOs and UOs Duty Register. 

(d)       Upto date Strength Statement of the GC. 

(e)       Posting Register. 

(f)        In and Out Register. 

  

 He will be responsible to the DC(Adm) for the discipline, efficiency and morale of the 

personnel of ISA. 

 He will carry out any other duty assigned to him by the DC(Adm)/CC(HQ). 

  

12.12 Assistant Sub-Inspector (Adjt) 

 

 He will perform the duties of BHM assigned in chapter IV of GC Bn Officers Manual. 

 By virtue of his appointment he takes precedence over other Assistant Sub Inspectors of 

the institute. 

 He is assistant to the Sub-Inspector Adjutant (Adm) in all his duties and will be 

responsible for the discipline of the personnel posted and attached with the institute.      

 He will ensure meticulous compliance of orders by the Under Officers and men of 

the institute. 

 He will make distribution of duties of personnel of the institute. 

 He will ensure that all Other Ranks punctually turn up at evening Roll Calls and 

that all Orders are read out and fully explained to all. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

Regimental Police and arrange for their rotation from time to time, as ordered by the Dy. 

Commandant (Adm). 

 He will report cases of indiscipline promptly to the Subedar Major through the Sub-

Inspector Adjutant (Adm) for necessary action. 

 He will personally maintain the Daily Parade Statement and will keep correct record of all 

arrivals and departures. 

 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will carry out any other duty assigned to him by Dy. Commandant (Adm). 

 

 

12.13 ASI (QM) 

 ASI (QMC) will perform the duties of QMC as enumerated in para 4.6.1 of GC BN 

officers Manual. 

 He will work directly under the orders of the QM. 

 He will assist the QM in arranging supplies of Clothing, Arms, Ammunition, Barrack 

Furniture, Tentage and other Government stores required for theinstitute. 

 He will assist the QM in making Local Purchases of articles required for immediate use in 

the Battalion after observing due formalities. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 



 He will personally maintain all relevant Stock Ledgers and will ensure that the entries 

made are correct and up-to-date. 

 He will arrange verification of records with all branches of the institute once in every year 

and any variation noticed should immediately be brought to the notice of the QM for 

further action. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking and 

accounting by the said Board. 

 He will scrutinize all Deduction Memos received from OC HQ for their correctness 

before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition. 

 He will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles.  He 

will also obtain Certificate to that effect from the Railway Authorities.  Thereafter he will 

arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will take 

appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly arranged 

along with Bin Cards. 

 He will carry out any other duty assigned to him by the Quarter Master. 

 

12.14 ASSISTANT SUB-INSPECTOR (DRY CANTEEN) : 

 

 He is responsible for all articles of charge of the Canteen according to the Stock and Dead 

Stock Register. 

 He will regularly maintain the Stock Register, Daily Sale Register(Pucca and Kuccha) 

Credit Sale Ledger, Dead Stock Register, the Daily Sale Register (Pucca) and General 

Stock Register shall be completed daily from the Daily Sale Register(Kuccha) and Daily 

Sale Register(Pucca).  

 He is responsible for all retail business transactions and for the correct deposit of money 

against sales  which should be entered n the stock and sale registers daily.  

 It will be his duty to bring to the notice of the Manager about articles lying unsold  for 

more than six months.  

 He will inform the Manager as soon as any article is damaged or rendered unserviceable  

or unfit for sale. 

 He will invariable deposit the cash obtained from daily sales in the Treasury Chest of the 

next working day. 

 He will be responsible  for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty entrusted to him by his superiors.  

 

12.15 ASI/GD (WET CANTEEN) 
 He is responsible for selling of all items as per prescribed rate.  

 He will ensure that all kind of payment are being made through POS/Cheque.  No cash 

payment will be made at any cost. 

 He will ensure that items are prepared as per standard fixed by rate fixation committee. 



 He will responsible for generating daily POS settlement and transaction statement and put 

up to Manager on daily basis. 

 He will ensure that  no daily cooked items lying unsold  and bring in  notice of Manager if 

such thing happen for further disposal. 

 He will report all cases of damage to dead stocks or items of sale to the Manager 

immediately. 

 He will immediately inform the Manager about any discrepancies  discovered by him.  

 He will ensure proper operation/maintenance of POS Machine. 

 He is responsible for all articles on charge of the Canteen according to  the stock and dead 

stock registers. 

 He will be responsible for cleanliness of the Canteen. 

 He will ensure timely medical examination, personal hygiene like, nail  cutting, hair cut of 

staff. 

 He will be responsible for the rate list being updated and displayed at a  suitable place in 

the Canteen. 

 He will ensure quarterly medical examination of cook. 

 He will ensure that sufficient protective gears  for cook and apron is available for cook. 

 He will ensure periodical pest control. 

 He will assist Canteen Manager in obtaining food license and its renewal. 

 He will ensure functionality, operation of electric equipments like food warmer, 

refrigerator system etc. 

 

12.16 Assistant Sub-Inspector (Lines & Hygiene) 

 He will work under the control of the Company commander in the  Academy .  

 He will be responsible for the security and general cleanliness of the entire CRPF Campus 

and pay special attention to Barracks, Cook Houses, Latrines, Parade Grounds, Family 

Lines etc., 

 He will maintain the Building Register, Building Inventory and Damage Memo Form and 

will keep them up-to-date at all times. 

 He will be responsible for ensuring occupation of family quarters by the allottees and will 

bring to the notice of the Coy Comdr(Building) in Academy. the quarters falling vacant or 

any unauthorized occupation . For this purpose he will maintain a Register of Family 

quarters allotment and Waiting list of applications. 

 He will be responsible for regular inspection of all buildings and bring to the notice of 

Coy Comdr(Building) in the Academy .of any damage or unauthorised construction. 

 He will supervise the working of the Tradesmen such as Safai Karmacharis engaged for 

sanitation duties and will be responsible for the correct and up-to-date- maintenance of 

C.N.Paid Staff Registers in the Academy.  

 He will perform any other duty entrusted to him by his superiors.  

 

12.17 ASSISTANT SUB-INSPECTOR (GO’s MESS) : 

 

 He will supervise the entire mess staff and will be responsible for the efficient working of 

the mess staff. 

 He will be responsible the General cleanliness of all the rooms and of the plate, trophies, 

etc. 



 The Organizing of service from the Bar at guest night or any other function in the mess.  

He  will detail the duties of Officers' buddy requisitioning for special occasions. 

 He will the custodian of all trophies, cutlery, Glass, Linen, Plate, etc., and for reporting of 

breakage and loss to the  Mess Secretary. 

 The Bar stock of Wines, Liquor etc., and for seeing that consumption thereof is duly 

entered by the Barman in prescribed wine stock book. 

 The safe custody of the keys of the safe and stock cupboard. 

 The maintenance of a supply of writing materials on the writing tables and vouchers for 

the supply of the same being signed by the  Mess Secretary. 

 He will responsible for prompt maintenance of   Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He will perform any other duty entrusted to him by his superiors. 

 

12.18 Assistant Sub-Inspector (Hospital)  

 He will work directly under the orders of the DC (Adm) and carry out duties assigned to 

him from time to time. 

 He will collect sick personnel on parade and march them to the Hospital for treatment by 

the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the Sick Report 

Register are taken to the Hospital for treatment. 

 He will sign the Sick Report Register in token of the fact that the medical treatment has 

been given to the sick personnel in the Hospital. 

 He will inform the Mess UOs for providing special diet to the outdoor patients according 

to the advice of the Doctor. 

 He will produce the Sick Report Register before the DC (Adm) daily on return from the 

Hospital for his perusal and further action, as necessary. 

 He  will  visit  the indoor patients in the Hospital, Composite Hospital or Civil Hospital 

thrice a week and report any request to be made to the DC (Adm) 

 He will ensure prompt evacuation of serious and emergency cases from the Lines to the 

Hospital against Special Sick Report prepared for treatment by the Doctor. 

 He will arrange to provide Medical Attendant under the orders of the DC (Adm) for 

indoor patients requiring such assistance and as recommended by the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously ill 

and staying in Family Lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He will perform any other duty entrusted to him by his superiors.  

 

12.19 Head Constable (Storeman):-  

 He will assist the Insp./ASI(QM)  in the maintenance of the respective stores. 

 He will go through with the Store instructions. 

 He should have good knowledge  about the preservatives. 

 Any damage notice by him to the Stores will be promptly reported to the Dy. Commandant 

(Adm) concerned through the respective ASI/QM. 



 He will arrange articles in the store as directed by the Insp./ASI/QM  and will responsible 

for the cleanliness of the store. 

 He will obey all the orders of the Store in-charge. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

12.20 Head Constable(Canteen) 

 He will arrange articles in the show room and store room as directed by the Canteen ASI  

and will responsible for the cleanliness of the Canteen and well articles therein. 

 He will be responsible to affect sales of all items of food and drink maintained by the Wet 

Canteen against coupons only. 

 He will sell the Dry /wet canteen items against cash payments and will ensure that he  is 

correctly accounted for. 

 In dealing with customers, he will maintain “Aye One” discipline and be polite. 

 He will obey all the orders of the Canteen in-charge. 

 He will have not private dealing with contractors or customers and will not issue or sell 

items to unauthorized persons. 

 

12.21ASI (LINE AND HYG) 
 He will work under the orders of DC(Building) and will assist him in all matters 

pertaining to barracks, quarters, stores and equipment. 

 He will assist DC (Building) in preparation of Indents, Reports and Returns. 

 He will be responsible for correct accounting of stores on his charge and maintenance of 

relevant  records. 

 He will be responsible for proper care and preservation of stores. 

 He will issue stores to various branches, quarters, barracks, participant hostel and messes 

against their demands. 

 He will also ensure against losses/damages/shortages of stores under his charge. 

 All stores will be in his personal custody and keys kept by him. 

 Timely action for condemnation and disposal of stores will be taken by him. 

 He will maintain proper records of all the samples and will keep such samples till their 

disposal is ordered. 

 He will perform any other duty assigned to him by DC(Building). 

  

Note: Besides the above duties of Sub Insp(GD), and ASI (GD) they will perform the 

duty of LO with the guest speakers, Subordinate officers of the day, Kote SO, Mess SO 

and in-charge participants hostel. 
 

 

12.22Head Constable(GD) (CHM) 

 The CHM is responsible to his OC HQ for the training and discipline of the Personnel. 

 He will ensure compliance of orders by all Under Officers and men of his Coy. 

 He will personally maintain the Daily Parade Statement in the prescribed Form and put 

up the same before the OC HQ for scrutiny. 

 He will take Roll Call and will see that Unit Orders are read out to all men. 

 He will fill in the Daily Sick Report Register and pass it over to the Medical Officer 

through the OC HQ. 



 He will attend Guard Mounting Parade daily and ensure smart turn out of personnel 

detailed on Guard duty. 

 He will detail working parties according to the requisition received through the Sub-

Inspector (Adjutant) or the SM and ensure their relief according to the time schedule 

given. 

 He will Maintain an up-to date strength statement of his Coy and keep record of all 

arrivals and departures, sick, leave etc in his Coy. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishments in the Orderly Room. 

 He will carry out any other duty assigned to him by the OC HQ. 

Note: Other Head constables will perform the duty of Mess NCOs of various messes, 

Kote NCO, Canteen NCO, RP, and Duty NCO of the day. 

  

12.23Constables (GD) 

 They will perform the following duties: 

1.     Line-man. 

2.     Dak Runner. 

3.     Mess PCs at GOs/SOs/ORs Mess. 

4.     Quarter Guard Duty. 

5.     Office Runners. 

6.     Control Room Duty. 

7.     Computer Lab. 

 

 Writers at Training Branch, Building Branch and Adm Branch. 

 Protection duty along with the vehicles for Guest Speakers, Participants and ISA officers. 

  

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

  



APPENDIX-M 

13. CRPF ACADEMY KADERPUR 

A) STRENGTH :- 

SL 

No.  

Rank Pre-cadre 

strength  

Post-cadre 

strength 

Remarks  

1 Inspector  05 05 No change  

2 Sub-Inspector 11 11 No change  

3 Asstt. Sub-

Inspector 

--- 07 07 post upgraded from HC 

4 Head Constable 51 48 07 posts abolished. 

Whereas, 04 post of CT 

upgraded as HC/GD 

5 Constable  116 112 04 post abolished. 

 Total  183 183  

 

B) DUTIES ASSIGNED TO NEW CREATED POSTS (ASI/HC): 

SL No. Rank Authorize DUTIES 

1 Asstt. Sub-

Inspector 

07  ASI/ADJUTANT-02 

 ASI/QM-02 

 ASI/CANTEEN-01 

 ASI/LINE & HYGIENE-01 

 ASI/HOSPITAL-01 

2 Head 

Constable 

04  HC/GD (STOREMEN)-02 

 HC/GD (CANTEEN)-01 

 HC/GD (KOTE)-01 

 

13.1  ASSISTANT SUB-INSPECTOR (ADJUTANT) : 

 

 He will perform the duties which are specified under the supervision of DC(Adm), SM 

and SI(A).  

 He has the responsibility of proper maintenance of strength of Posted, Attached personnel, 

ensure camp maintenance, ensure camp security, food and accommodation of posted, 

attached personnel.  

 He will also perform the duties which are specified by the all officers in-addition to his 

duties briefed in Bn/GC Manual. 

 

13.2 ASSISTANT SUB-INSPECTOR (QM) : 

 He will work directly under the orders of the DC (Store)/Inspector/QM. 

 He will assist the Insp./QM in arranging the supplies of Clothing, Arms, Ammunition, 

Barrack Furniture, Tentage and other Government stores required for the Institution. 

 He will assist the Insp/QM in making Local Purchases of articles required for immediate 

use in the institution after observing due formalities. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the DC(Store)/Insp./QM. 



 He will personally maintain all relevant Stock Ledgers and will ensure that the  entries 

made are correct and up-to-date. 

 He will compare his ledger entries with corresponding entries made in the ledgers of the 

institution once a year. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking and 

accounting by the said Board. 

 He will scrutinize all Deduction Memos received from various Coys for their correctness 

before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition through the Quarter 

Master. 

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will take 

appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly arranged 

along with Bin Cards. 

 He will carry out any other duty assigned to him by the Quarter Master. 

 

 

13.3  ASSISTANT SUB-INSPECTOR (CANTEEN) : 

 

 He is responsible for all articles of charge of the Canteen according to the Stock and Dead 

Stock Register. 

 He will regularly maintain the Stock Register, Daily Sale Register(Pucca and Kuccha) 

Credit Sale Ledger, Dead Stock Register, the Daily Sale Register (Pucca) and General 

Stock Register shall be completed daily from the Daily Sale Register(Kuccha) and Daily 

Sale Register(Pucca).  

 He is responsible for all retail business transactions and for the correct deposit of money 

against sales  which should be entered n the stock and sale registers daily.  

 It will be his duty to bring to the notice of the Manager  about articles lying unsold  for 

more than six months.  

 He will inform the Manager as soon as any article is damaged or rendered unserviceable  

or unfit for sale. 

 He will invariable deposit the cash obtained from daily sales in the Treasury Chest of the 

next working day. 

 He will be responsible  for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty entrusted to him by his superiors.  

 

13.4 Duties of Assistant Sub-Inspector (Lines & Hygiene) 

 He will work under the control of the Company commander in the  Academy .  

 He will be responsible for the security and general cleanliness of the entire CRPF Campus 

and pay special attention to Barracks, Cook Houses, Latrines, Parade Grounds, Family 

Lines etc., 

 He will maintain the Building Register, Building Inventory and Damage Memo Form and 

will keep them up-to-date at all times. 



 He will be responsible for ensuring occupation of family quarters by the allottees and will 

bring to the notice of the Coy Comdr(Building) in Academy. the quarters falling vacant or 

any unauthorized occupation . For this purpose he will maintain a Register of Family 

quarters allotment and Waiting list of applications. 

 He will be responsible for regular inspection of all buildings and bring to the notice of 

Coy Comdr(Building) in the Academy .of any damage or unauthorised construction. 

 He will supervise the working of the Tradesmen such as Safai Karmacharis engaged for 

sanitation duties and will be responsible for the correct and up-to-date- maintenance of 

C.N.Paid Staff Registers in the Academy.  

 He will perform any other duty entrusted to him by his superiors.  

 

13.5 Duties of Assistant Sub-Inspector (Hospital)  

 He will work directly under the orders of the DC (Adm) and carry out duties assigned to 

him from time to time. 

 He will collect sick personnel on parade and march them to the Hospital for treatment by 

the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the Sick Report 

Register are taken to the Hospital for treatment. 

 He will sign the Sick Report Register in token of the fact that the medical treatment has 

been given to the sick personnel in the Hospital. 

 He will inform the Mess UOs for providing special diet to the outdoor patients according 

to the advice of the Doctor. 

 He will produce the Sick Report Register before the DC (Adm) daily on return from the 

Hospital for his perusal and further action, as necessary. 

 He  will  visit  the indoor patients in the Hospital, Composite Hospital or Civil Hospital 

thrice a week and report any request to be made to the DC (Adm) 

 He will ensure prompt evacuation of serious and emergency cases from the Lines to the 

Hospital against Special Sick Report prepared for treatment by the Doctor. 

 He will arrange to provide Medical Attendant under the orders of the DC (Adm) for 

indoor patients requiring such assistance and as recommended by the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously ill 

and staying in Family Lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He will perform any other duty entrusted to him by his superiors.  

13.6  HC(STOREMEN):- 

 He will be responsible for the receipt, maintenance and issue of Arms, Ammunition, 

Equipment stores, Clothing and other necessities of the Academy.  

 He is responsible to maintain the Arms History Sheet of the Academy. 

 He will collect the Government clothing and equipment of all men leaving the office for 

any reason, men in confinement and men admitted to hospital. 

 He will be responsible for the general cleanliness of store areas. 

 He will ensure correct maintenance of records pertaining to Stores, Kit Inventories and 

account of expendable stores. 

 He will be responsible for timely Medical Examination of the cooks, if any. 

 Any other duty assigned to him by the DC (Adm) will also be performed by him. 



 Any damage noticed by him to the Stores will be promptly reported to his senior. 

 He will carry out any other duty assigned to him by his superiors. 

 

13.7 HC/Canteen) 

 He will arrange articles in the show room and store room as directed by the Canteen ASI  

and will responsible for the cleanliness of the Canteen and well articles therein. 

 He will be responsible to affect sales of all items of food and drink maintained by the Wet 

Canteen against coupons only. 

 He will sell the Dry /wet canteen items against cash payments and will ensure that He  is 

correctly accounted for. 

 In dealing with customers, he will maintain “Aye One” discipline and be polite. 

 He will obey all the orders of the Canteen in-charge. 

 He will have not private dealing with contractors or customers and will not issue or sell 

items to unauthorized persons. 

 He will bring to the notice of the Manager all such perishable articles which remain unsold 

for more than three day in wet canteen.  

 He is responsible for all articles on charge of the Canteen according to the stock and dead 

stock register.  

 It will be his duty to bring to the notice of the Manager all articles lying  unsold for more 

than three months in Dry Canteen  

 He will inform the Manager as soon as any articles is damaged or rendered un-serviceable 

or un-fit for sale. 

 He will perform any other duty entrusted to him by his superiors.  

 

13.8 Head Constable(Kote) 

 The Kote UO will work directly under the Kote SO. He will be responsible  for the 

Government and Private Arms, ammunition as well as Government and Force Properties 

deposited in the Kote (except Pistols and such ammunition which will be under the custody 

of the Kote SO) 

 Any defect/damage to the Arms will promptly recorded and brought to the notice of the 

Kote SO and Armourer for remedial action. 

 He will ensure that the Arms of absentees are properly cleaned once a week. 

 He will strictly adhere to the procedure laid down for opening and closing of the Kote and 

ensure that the Kote Key is deposited in the Kote Keybox on completion of his duty in the 

Kote. 

 He will not issue or received any Arms, ammunition or other security items without being 

properly authorized to the do so. 

 He will ensure that proper entry is made in the issue/receipt and Signatures obtained before 

any Arm ammunition or other security item is issued from or received for deposit in the 

Kote. 

 He will perform any other duty entrusted to him by his superiors. 



APPENDIX-N 

14. CIAT SCHOOL 

A) STRENGTH :- 

SL 

No.  

Rank Pre-cadre 

strength  

Post-cadre 

strength 

Remarks  

1 Inspector  08 

 

08 No change  

2 Sub-Inspector 14 

 

14 No change  

3 Asstt. Sub-

Inspector 

--- 05 05 post of ASI created 

(upgraded from HC) 

4 Head Constable 24 

 

24 05 post upgraded as ASI, 

and 05 upgraded as HC 

from CT. 

5 Constable  42 

 

37 05 post of CT abolished 

 Total  88 88  

 

14.1 DUTIES ASSIGNED: 

SL No. Rank Authorize DUTIES 

1 Inspector  08  Inspector/Course SO –(2) 

 Inspector/Group SO-(6) 

 Inspector/Physical-(I) 

 Inspector/Tactics –(H-I) 

 Inspector/(R&D)-(1) 

 Inspector/Explosive-(I) 

 Inspector (Library & Tech-(H I) 

 Inspector (Adm&Log)-(1) 

 Inspector/Building (I) 

2 Sub-Inspector 14  Group SIs-(6) 

 SI (Physical)-(I) 

 SI (Tactics H I) 

 SI (R&D)-(I) 

 SI (Explosive)-(I) 

 SI (Adm & Log)-(I) 

 SI (Adjt) 

 SI (Canteen Manager) 

 SI (Building) 

3 Asstt. Sub-

Inspector 

05  ASI (Adjt)-01 

 ASI (QM)-03 

 ASI (Canteen)-01 

4 Head 

Constable 

24  HC/Storemen-03 

 HC/Canteen-01 

 HC/Kote -01 

 HC/GD as Instructor – 14 



 Course CHI-(2) 

 Croup CHI-(6)Physical Training Instructors 

(PRTIs)-(6) 

 HC/GD as Adm Staff-06 

 CHM-(1) 

 CQMH-(H) 

 QMW-(I) 

 HC/Canteen-(I) 

 HC/Mess under officer-(3) 

 HC/Guard Commander-(I) 

5 Constable  37  CT/GD as Instructor-06 

 PTI-(6) 

 Regimental Police (Security) 

 Sentry duty Constable 

 Mess Constable (GOs Mess) 

 Telephone Attendant 

 Office Runner 

 Mess CT 

 

Authorized strength of Insp/GD as lnstructor-08 

 

14.2 Course SO-(2) 
 He will work under supervision of Course Commander. 

 He will take classes in each course assigned to him based on his qualification. 

 He will brief all group SOs, CHI and pass the instructions received from DC Trg/Course 

Comdr. 

 He will brief trainees and make them aware of the general instructions of the course. 

 He will ensure that trainees of the course are comfortably accommodated and sort-out 

any short comings /problems with concerned branches. 

 He will ensure that lesson plan for the next day training classes has 

been prepared and practiced by training staff. 

 He will supervise the safety 

and security oftrainees during all outdoor, endurance and jungle camp exercise and ensure 

before jungle camp exercise  that all equipment, arms-

ammunition and prescribed ration areissued to trainees. 

 He will address any grievances of trainees 

at his level and bring same to the notice of his superior.  

 He willtake daily roll-call report from each group SO and convey 

the same to Course Comdr and DC (Trg). 

 He will discharge any other duty tenable for Insp/GD of C.R.P.F 

assigned by the competent authority. 

 

14.3 Group SO-(6) 

 He will work under supervision of Course SO/Group Comdr. 

 He will take classes in each course assigned to him based on his qualification. 

 He will ensure that all training aids are in working condition before indoor/outdoor 

classes/exercises. 

 He will be responsible for the safety 

and security of trainees of his group during all outdoor, endurance and 



jungle campexercise and will ensure before jungle camp exercise that all equipment, arms-

ammunition and prescribed ration are issued to trainees of his group. 

 Group SO will ensure that ambulance and Para medical staffs 

are available to attend any medical exigencies during outdoor exercises. 

 He will supervise and get the report 

from CHI that all arms/amn carried by trainees have been deposited in training kote and 

further report to Course SO/Group Comdr after each outdoor exercise. 

 He will take active participation during game period with his group. 

 He will attend roll-call of his group and address grievances of trainees at his level and 

inform the same to Course SO/Group Comdr. 

 He will ensure timely submission of all registers for the perusal of DC(Trg). 

 He will discharge any other duty tenable for Insp/GD of C.R.P.F 

assigned by the competent authority. 

 

14.4 Insp (Physical)-(l) 
 He will work under supervision of AC (Physical). 

 He will take classes in each course assigned to him based on his qualification. 

 He will actively participate in physical/endurance exercises 

 He will be responsible for upkeep and maintenance of all training grounds and one day 

before every exercise he will report to AC (Physical) that concerned ground is fully ready to 

conduct exercise. 

 He will conduct regular checking of maintenance of all endurance training equipment and 

assess the requirement of new training aids and bring to the notice of AC (Physical). 

 He will keep making efforts to develop and improve endurance exercises and games. 

 He will plan and prepare all ice breaking and fun games and ensure 

that equipment/material for these games are available before commencement of each course 

in consultation with AC (Physical). 

 He will plan all physical exercises in such a manner so as to prevent heat strokes, dehydration 

and sports injuries. 

 He will discharge any other duty tenable for Insp/GD of C.R.P.F assigned 

by the competent authority. 

 

14.5 Insp (Tactics) (H- l) 
 He will work under supervision of AC (Tactics). 

 He will take classes in each course assigned to him based on his qualification. 

 He will identify various routes for outdoor exercises. 

 He will ensure placement of all necessary appurtenance in tactical exercise area. 

 He will assist AC (Tactics) in identification of places for jungle camp exercise. 

 He will ensure arrangement of SOI maps and Google maps as per availability, for 

planning and briefing exercises by trainees. 

 He will be in-charge of the demo platoon and will be responsible for preparing, 

practicing and improvingtactical demos of the institution. 

 He will be responsible for preparing and upgrading of scripts for demos and will provide 

same to instructors to practice on ground. 

 He will discharge any other duty tenable for Insp/GD of C.R.P.F assigned by the competent 

authority. 

 

14.6 Insp (R&D)-(1) 

 He will work under supervision of AC (R&D). 

 He will take classes in each course assigned to him based on his qualification. 



 He will go through various journals in order to update learning materials, latest 

training approaches and innovations in training. 

 He will seek out effective training methodologies to be adopted to train trainees. 

 He will compile and sequentially arrange data of R&D branch. 

 He will ensure timely submission of feedback report for perusal of higher-ups. 

 He will assist AC (R&D) for timely compliance of communication with higher-ups. 

 He will discharge any other duty tenable for Insp/GD of C.R.P.F assigned by the 

competent authority. 

 

14.7 Insp (Explosive)-(l) 

 He will work under supervision of AC (Explosive). 

 He will take classes in each course assigned to him based on his qualification. 

 He will prepare lectures on latest IED tactics adopted by anti-national elements and 

collect latest case studies on IED from IIM, Pune and other sources. 

 He will ensure that various models in IED room are up and running and display of 

various diagrams,photographs and charts along with them. 

 He will ensure safety of men and materials while conducting demos on explosives. 

 He will assist AC (Explosive) to organize and conduct 

lectures/demos/handling of explosives for trainees. 

 He will regularly assess the requirement of explosives, equipment and their 

accessories and place demand to QM branch. 

 He will any other duty tenable for Insp/GD of C.R.P.F assigned by the competent authority. 

 

14.8 Insp (Library &Tech (l) 

 He will work under supervision of AC (Lib&Tech). 

 He will take classes in each course assigned to him based on his qualification. 

 He will ensure maintenance and check issue and receipt, catalogue of books in Library'. 

 He will ensure the availability of course books related to curriculum and will place 

demand of any new materialavailable in the market. 

 He will supervise proper upkeep, accounting and sequential 

arrangement of all books and other materials in libraryto make them easy to find. 

 He will ensure that all computers and accoutrementsincluding smart  boads boards  are 

 in  workingcondition and willreport any malfunctioning to AC (Lib&Tech). 

 He will go through all journals, magazines, newspapers and prepare records of 

important security related incidents and trg related topics 

for ready reference for R&D Branch and Training Branch. 

 He will discharge 

any other duty tenable for Insp/GD of C.R.P.F assigned by the competent authority. 

 

14.9 Insp (Adm&Log)-( 1) 

 He will work under supervision of AC (Adm&Log). 

 He will take classes in each course assigned to him based on his qualification. 

 He will look after changeover, leave, discipline and grievances of all temporarily  attached 

 personnel. 

 He will be responsible for monitoring arrival/departure of all trainees and maintain record 

to this effect. 

 He will ensure preparation of accommodation plan for various courses and ensure  proper  

allotment of barracks for trainees and adm personnel. 

 He will supervise functioning of all trainee messes and ensure adequate supply of ration for 

trainee messes. 



 He will provide sufficient manpower for conducting outdoor exercises in  consultation  

with AC (Adm&Log). 

 He will be responsible for upkeep and maintenance of training store. 

 He will discharge any other duty tenable for Insp/GD of C.R.P.F assigned by the competent 

authority. 

 

 

14.10 Insp (Building)-(l) 

 He will work under supervision of AC (Building). 

 He will take classes in each course assigned to him based on his qualification. 

 He will make monthly visit 

to office complex, commercial complex, residential areas, line and mess 

area and general area of the camp and will apprise AC (Building) about any short-

comings noticed in buildings, water facilities, drainage facilities and electricity. 

 He will be in close co-ordination with Insp (Adm&Log) before commencement  

of each course to address anyrequirement related to accommodation of trainees. 

 He will monitor ongoing construction works of the Institution and apprise AC (Building). 

 He will ensure all generators of the institution are up and running. 

 He will conduct annual census of all trees in the Institution and maintain a Log Book. 

 He will arrange saplings and organize tree plantation projects on important days/events. 

 He will discharge any other duty tenable for Insp/GD of C.R.P.F assigned by the co

mpetent authority. 

 

 

Authorized strength of Sub-Insp/GD as lnstructor-11 

 

14.11 Group SIs-(6) 
 Hewill work under supervision of Group SO. 

 He will take classes in each course assigned to him based on his qualification. 

 He along with PTIs will take active participation during physical exercises with his Platoon. 

 He will present during indoor/outdoor exercises with his platoon. 

 He will be responsible for the safety and security of his platoon during outdoor, endura

nce and 

jungle campexercise and will ensure before jungle camp exercise that all equipment,

 arms- ammunition and prescribed ration are issued to trainees of his platoon. 

 He will supervise and get the report from Platoon HC that all arms/amn carried by  

trainees of his platoon have been deposited in training kote and further report 

to Group SO. 

 He will assist Butt SO during firing practices of his platoon. 

 He will take active participation during game period with his platoon. 

 He will attend roll-call of his group and address grievances of his platoon at his level and 

inform the same to GroupSO. 

 He will discharge any other duty tenable for SI/GD of C.R.P.F 

assigned by the competent authority. 

 

 14.12 Sub-Insp (Physical)-(l) 

 He will work under supervision of Insp (Physical). 

 He will take classes in each course assigned to him based on his qualification. 

 He will actively participate in physical/endurance exercises. 



 He will receive directions from Insp (Physical) for the next 

day’s physical events and will make necessary arrangements. 

 He will ensure maintenance of all training grounds with the help of PTIs and will report to 

Insp (Physical) that concerned ground is fully ready to conduct  exercise. 

 He will ensure maintenance of all endurance training equipment. 

 He will assist Insp (Physical) in planning and preparation of all ice breaking and fun games. 

 He will discharge any other duty tenable for Sl/GD of C.R.P.F assigned by the competent 

authority. 

 

14.13 Sub-Insp (Tactics H 1) 

 He will work under supervision of Insp (Tactics). 

 He will take classes in each course assigned to him based on his qualification. 

 He will earmark all feasible routes for outdoor exercises before each course. 

 He will assist Insp (Tactics) in identification of places for jungle camp exercise and 

in planning, preparation and updating of scripts for all demos, layout of tactical and  

operational  exercises and availability of equipment for these exercises. 

 He will be responsible for the maintenance of all firing ranges. He will discharge any 

other duty tenable for SI/GD of C.R.P.F assigned by the competent authority. 

 

14.14 Sub-Insp (R&D)-( 1) 

 He will work under supervision of Insp (R&D). 

 He will take classes in each course assigned to himbased on his qualification. 

 He will update lectures with the help of Insp (R&D) for various courses. 

 He will download training related films/videos. 

 He will prepare presentation of case studies in bilingual. 

 He will ensure capturing of photographs of all events in the institution and will compile and 

put up for perusal. 

 He will receive feedback from trainees after completion of each course and will 

compile the feedback reports for further perusal of AC (R&D). 

 He will maintain log book of equipment available in the branch. 

 He will assist Insp (R&D) in compilation and sequentially arranging the data of the branch. 

 He will discharge any other duty assigned to him by the competent authority. 

He will discharge any other duty tenable for SI/GD of C.R.P.F assigned by the competent 

 authority. 

 

14.15 Sub-Insp (Explosive)- 1) 

 He will work under supervision of Insp (Explosive). 

 He will take classes in each course assigned to him based on his qualification. 

 He will assist Insp (Explosive) to prepare lectures on latest IED tactics adopted by anti-

national elements, to organizeand conduct lectures/demos/handling of explosives for traine

s and in maintaining IED model room and IED lane. 

 He will ensure maintenance of store and will bring any requirement to the notice 

of Insp (Explosive). 

 He will maintain and update all documents of explosive branch. 

 He will discharge any other duty tenable for SI/GD of C.R.P.F assigned by the 

competent authority. 

 

14.16 Sub-Insp (Adm&Log)-(l) 

 He will work under supervision of Insp (Adm&Log). 

 He will take classes in each course assigned to him based on his qualification. 



 He will assist Insp (Adm&Log) in arrival/departure of trainees and management of attach                           

personnel. 

 He will provide manpower for outdoor exercises. 

 He will ensure proper upkeep of training store. 

 He will discharge any other duty tenable for SI/GD of C.R.P.F assigned by the competent  

authority. 

 

Authorized strength of Sub-Insp/GD as adm staff-3 

  

14.17 Sub-Insp (Adj) 

(He will perform duties as enumerated in manual). 

 

14.18 Sub-insp (Canteen Manager) 
(He will perform duties as enumerated in manual). 

 

14.19 Sub-lnsp (Building) 

 He will work under supervision of Insp (Building). 

 He will ensure upkeep and maintenance of available infrastructures. 

 He will fortnightly visit office complex, commercial complex, residential areas, line andmes

s area and general areaof the camp and will apprise Insp (Building) about any short-

comings noticed in buildings, water facilities, drainagefacilities and electricity. 

 He will be in close co-

ordination with Insp (Adm&Log) and assist Insp (Building) before 

commencement ofeach course to address any requirement related to accommodation  

of the trainees. 

 He will monitor on-going construction works of the Institution and apprise Insp (Building). 

 He will assist Insp (Building) to conduct annual census of all trees in the Institution

 and in maintenance of LogBook. 

 He will assist Insp (Building) to organize tree plantation projects on important days/events. 

 He will be responsible for upkeep and maintenance of all generators of the institution. 

 He will discharge any other duty tenable for SI/GD of C.R.P.F assigned by the  

competent authority. 

  

Authorized strength of ASI/GD as Adm Staff-05 

 

14.20Assistant Sub-Inspector (Adjt) 

 

 He will perform the duties of BHM assigned in chapter IV of GC Bn Officers Manual. 

 By virtue of his appointment he takes precedence over other Assistant Sub Inspectors of 

the institute. 

 He is assistant to the Sub-Inspector Adjutant (Adm) in all his duties and will be 

responsible for the discipline of the personnel posted and attached with the institute.      

 He will ensure meticulous compliance of orders by the Under Officers and men of 

the institute. 

 He will make distribution of duties of personnel of the institute. 

 He will ensure that all Other Ranks punctually turn up at evening Roll Calls and 

that all Orders are read out and fully explained to all. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

Regimental Police and arrange for their rotation from time to time, as ordered by the Dy. 

Commandant (Adm). 



 He will report cases of indiscipline promptly to the Subedar Major through the Sub-

Inspector Adjutant (Adm) for necessary action. 

 He will personally maintain the Daily Parade Statement and will keep correct record of all 

arrivals and departures. 

 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will carry out any other duty assigned to him by Dy. Commandant (Adm). 

 

14.21 ASI (QM) 
 ASI (QMC) will perform the duties of QMC as enumerated in para 4.6.1 of GC BN 

officers Manual. 

 He will work directly under the orders of the QM. 

 He will assist the QM in arranging supplies of Clothing, Arms, Ammunition, Barrack 

Furniture, Tentage and other Government stores required for theinstitute. 

 He will assist the QM in making Local Purchases of articles required for immediate use in 

the Battalion after observing due formalities. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 

 He will personally maintain all relevant Stock Ledgers and will ensure that the entries 

made are correct and up-to-date. 

 He will arrange verification of records with all branches of the institute once in every year 

and any variation noticed should immediately be brought to the notice of the QM for 

further action. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking and 

accounting by the said Board. 

 He will scrutinize all Deduction Memos received from OC HQ for their correctness 

before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition. 

 He will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles.  He 

will also obtain Certificate to that effect from the Railway Authorities.  Thereafter he will 

arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will take 

appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly arranged 

along with Bin Cards. 

 He will carry out any other duty assigned to him by the Quarter Master. 

  

14.22 ASSISTANT SUB-INSPECTOR (CANTEEN) : 

 

 He is responsible for all articles of charge of the Canteen according to the Stock and Dead 

Stock Register. 

 He will regularly maintain the Stock Register, Daily Sale Register(Pucca and Kuccha) 

Credit Sale Ledger, Dead Stock Register, the Daily Sale Register (Pucca) and General 



Stock Register shall be completed daily from the Daily Sale Register(Kuccha) and Daily 

Sale Register(Pucca).  

 He is responsible for all retail business transactions and for the correct deposit of money 

against sales  which should be entered n the stock and sale registers daily.  

 It will be his duty to bring to the notice of the Manager  about articles lying unsold  for 

more than six months.  

 He will inform the Manager as soon as any article is damaged or rendered unserviceable  

or unfit for sale. 

 He will invariable deposit the cash obtained from daily sales in the Treasury Chest of the 

next working day. 

 He will be responsible  for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty entrusted to him by his superiors.  

 

Authorized strength of HC/GD as Instructor-14 

 

14.23Course CHI-(2) 
 He will take classes in each course assigned to him based on his qualification. 

 He will ensure discipline of the course and timely presence of trainees and staff during  

course as per daily program. 

 He will ensure placement of indent for vehicles along-with proper protection for arrival/ 

departure of trainees .   

 He will execute accommodation plan as received from Adm&Log branch. 

 Course CHI will check all documents of trainees as per joining instructions on arrival a

nd will prepare group-wise nominal roll. 

 Course CHI will ensure deposition of mess advance of trainees to respective mess SO’s. 

 He will ensure appointing of barrack senior for each barrack, 

 Course CHI will prepare daily parade statement. 

 Course CHI will ensure that group-wise nominal roll and registers  are being maintained  

by each group CHIs.  

 He will ensure issue of chest numbers to trainees by each group CHI. 

 Course CHI will ensure that ambulance and para medical staff are informed well  

in advance and available beforeoutdoor exercises. 

 He will ensure weekly weight recording of trainees by each group CHI. 

 He will discharge any other duty tenable for HC/GD of C.R.P.F assigned by the competent 

authority. 

 

14.24Group CHI-(6) 
 He will take classes in each course assigned to him based on his qualification. 

 He will ensure discipline of his group and timely presence of trainees  

and training staff as per daily program. 

 He will execute accommodation plan as received from Course CHI. 

 Group CHI will assist Course CHI to check all documents as per joining instructions on 

arrival of trainees. 

 Group CHI will prepare daily parade statement, nominal roll and registers of his group. 

 Group CHI will ensure issue of chest numbers to traineesof his group. 

 Group CHI will inform para medical staff and ambulance well in advance and ensure  

available before the start ofoutdoor exercises. 

 He will weekly record weight of each traineeof his group. 



 He will discharge any other duty tenable for HC/GD of C.R.P.F assigned by the competent 

 authority. 

 

14.25Physical Training lnstructors(PTIs)-(6) 

 They will take classes in each course assigned to him based on his qualification. 

 They will provide physical training to the trainees. 

 They will seek directions from Insp (physical) and also provide their inputs on latest  

methodology 

in physical training with aim to increase the strength and stamina of the trainees. 

 They will device new fun games to de-stress physical fatigue. 

 They will provide physical training cautiously so as to avoid physical injury. 

 They will ensure that trainees are properly dressed and fully equipped 

 as per instructions for attending physical/outdoor exercises. 

 They will ensure that training aids required for conducting endurance exercises on different 

subjects are available and fullyutilized. 

 They will assist SI (Physical) in preparing weekly progress reports on the trainees attending 

various courses.  

 They will discharge 

any other duty tenable for HC/GD of C.R.P.F assigned by the competent  authority. 

 

Authorized strength of HC/GD as Adm Staff-10 

 

14.26 Head Constable (Storeman):-  

 He will assist the Insp./ASI(QM)  in the maintenance of the respective stores. 

 He will go through with the Store instructions. 

 He should have good knowledge  about the preservatives. 

 Any damage notice by him to the Stores will be promptly reported to the Dy. Commandant 

(Adm) concerned through the respective ASI/QM or Insp/QM 

 He will arrange articles in the store as directed by the Insp./ASI/QM  and will responsible 

for the cleanliness of the store. 

 He will obey all the orders of the Store in-charge. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

14.27 Head Constable(Canteen) 

 He will arrange articles in the show room and store room as directed by the Canteen ASI  

and will responsible for the cleanliness of the Canteen and well articles therein. 

 He will be responsible to affect sales of all items of food and drink maintained by the Wet 

Canteen against coupons only. 

 He will sell the Dry /wet canteen items against cash payments and will ensure that he  is 

correctly accounted for. 

 In dealing with customers, he will maintain “Aye One” discipline and be polite. 

 He will obey all the orders of the Canteen in-charge. 

 He will have not private dealing with contractors or customers and will not issue or sell 

items to unauthorized persons. 



 

14.28 Head Constable(Kote) 

 The Kote UO will work directly under the Kote SO. He will be responsible  for the 

Government and Private Arms, ammunition as well as Government and Force Properties 

deposited in the Kote (except Pistols and such ammunition which will be under the custody 

of the Kote SO) 

 Any defect/damage to the Arms will promptly recorded and brought to the notice of the 

Kote SO and Armourer for remedial action. 

 He will ensure that the Arms of absentees are properly cleaned once a week. 

 He will strictly adhere to the procedure laid down for opening and closing of the Kote and 

ensure that the Kote Key is deposited in the Kote Keybox on completion of his duty in the 

Kote. 

 He will not issue or received any Arms, ammunition or other security items without being 

properly authorized to the do so. 

 He will ensure that proper entry is made in the issue/receipt and Signatures obtained before 

any Arm ammunition or other security item is issued from or received for deposit in the 

Kote. 

 He will perform any other duty entrusted to him by his superiors. 

 

14.28 Company Havildar Major(CHM)-(l) 
He will perform duties as enumerated in manual. 

 

14.29 Company Quarter Master Havildar-H) 

He will perform duties as enumerated in manual. 

 

14.30 Quarter Master Writers-(l) 
He will perform duties as enumerated in manual. 

 

14.31MessUnder Officer-(3) 

He will perform duties as enumerated in manual. 

 

14.32Guard Comniander-(l) 
He will perform duties as enumerated in manual. 

  

Authorized strength of CT/GD as lnstructor-6 

 

14.33PTI-(6) 

 They will take classes in each course assigned to him based on his qualification. 

 They will provide physical training to the trainees. 

 They will seek directions from Insp (physical) and also provide their inputs on latest 

 methodology in physical  training with aim to increase  the strength and staminaof the  

trainees.  

 They will device new fun games to de-stress physical fatigue. 

 They will provide physical training cautiously so as to avoid physical injury. 

 They will ensure that trainees are properly dressed and fully equipped as per  instructions.                                                                           



 They will ensure that training aids required for conducting endurance exercises on different 

subjects are available and fullyutilized. 

 They will assist SI (Physical) in preparing weekly progress reports on the trainees attending  

various courses. 

 They will discharge any other duty tenable for CT/GD of C.R.P.F assigned by the competent  

authority. 

 

 

Authorized strength of CT/GD as Adm Staff -31 

 

14.34Regimental Police (Security ) 
(He will perform duties as enumerated in manual.) 

 

14.35Sentry duty Constable 

(He will perform duties as enumerated in manual.) 

 

14.36Constable Storemen 
(He will perform duties as enumerated in manual.) 

 

14.37Mess Constable (GOs Mess) 

(He will perform duties as enumerated in manual.) 

 

14.38Canteen Constable 
(He will perform duties as enumerated in manual.) 

 

14.39Telephone Attendant 

(He will perform duties as enumerated in manual.) 

 

14.40Office Runner 
(He will perform duties as enumerated in manual.) 

 

14.41MESS CT 

(He will perform duties as enumerated in manual.) 

 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

  



 APPENDIX-O 

15. CENTRAL TRAINING COLLAGE (CTC) 

A) STRENGTH : 

SL 

No.  

Rank Pre-cadre strength  Post-cadre strength  Remarks 

1 Inspector  CTC NMH          -  07 

CTCCBE       -  11  

CTC MKD & GLW-  

08     

 

CTCNMH        -  07 

CTCCBE       -  08 

CTC MKD & GLW   

-  08  

 

No. change 

(03 post of Insp/GD 

abolished in CTC 

CBE) 

2 Sub-Inspector 20 in CTC NMH and 

22 each in CTC CBE, 

MKD & GWL 

 

20 in CTC NMH and 

22 each in CTC CBE, 

MKD & GWL 

 

No change  

3 Asstt. Sub-

Inspector 

08  

 

17 09 posts of HC 

upgraded as ASI 

4 Head 

Constable 

124 in CTC NMH and 

130 each in CTC 

CBE, MKD & GWL 

 

126 in CTC NMH 

and 132 each in CTC 

CBE, MKD & GWL 

 

09 post of HC/GD 

upgraded as ASI 

and 11 post of CT 

upgraded as HC.  

5 Constable  64  53 11 post of CT/GD 

abolished in each 

CTC 

 

B) DUTIES ASSIGNED :- 

SL No. Rank Authorize DUTIES 

1 Inspector  08 

 

 Inspector/GD (Trg) 

 Insp/GD (Adm) 

2 Sub-Inspector 22 

 

 SI/GD (Trg) 

 SI/GD (Adm) 

3 Asstt. Sub-

Inspector 

17  ASI (ADJT)-05 

 ASI(QM)-03 

 ASI (HOSPITAL)-01 

 ASI/GD (Trg) 

 ASI/GD (Adm) 

4 Head 

Constable 

132  HC/STOREMAN-07 

 HC/CANTEEN-03 

 HC/KOTE-01 

 HC/GD (Trg) 

 HC/GD (Adm) 

5 Constable  53  CT/GD (Trg) 

 CT/GD (Adm) 

 

 

15.1  Inspector (GD)/Training  

 



 The senior most Inspector of training Centre Will Perform the duties of Subedar Major as 

prescribed in GC Bn Officers  mannual para 3.2.1 to 3.2.12 

 He will perform the duties of Subordinate officer of the Day as prescribed in GC Bn 

Officers  mannual para 3.3.1 to 3.3.5 

 He will perform the duties of T.T. cellincharge. 

 He will perform the duties of coy commander/Chief Coy instructor. 

 He will ensure that Classes will be conducted as per parade programme. 

 He will be responsible to organize indoor and outdoor games, prepare Coy Teams and 

encourage the coy personnel to participate in different sports activities. 

 Responsible for proper running of trainees mess. 

 He will ensure that Quality training is imparted and trainers will use training aids etc 

while conducting outdoor/indoor classes. 

 He should bring to the notice of wing commander immediately if any grievances or any 

other matters which might affect the well being and comfort of Other Ranks and trainees. 

 He will be responsible for maintenance and safety of government property at training 

Area. 

 He will exercise general supervision over the Squad SO, WHM, CHM & squad 

instructors of his coy. 

 He will be responsible for discipline and Efficiency of his coy. 

 He will carry out any other duty assigned to him by the H.O.O. 

 He will act as a master trainer in his respective subject/field for all other instructors of his 

Coy. 

 He will be responsible for conducting of preparational classes of instructors for proper 

syncronisation among all squad. 

 He will perform any other duty assigned by H.O.O. 

 

15.2 Sub- Inspector (GD) Trg 
 He will perform the duties of Squad SO and also perform duties of squad instructor. 

 He will perform the duties of Subordinate officer of the Day as prescribed in GC Bn and 

Officers  mannual para 3.3.1 to 3.3.5 

 Young Sub-inspector will perform the duty of PT SO, QAT 2I/C and arrangement of 

extra curriculum activities. 

 He will insure proper running of indoor /outdoor classes.  

 He will perform the duties of coy commander in absence of coy commander. 

 He will perform the duties of Kote SO of training Kote. 

 Senior most Sub-inspector will perform the duties of indoor SO and other sub-insp will 

act as Outdoor SO of his Coy. 

 He will perform the duties of Mess Secretary of SO’s mess as mentioned in Fund 

Mannual Chapter X para 5. 

 He will perform any other duty assigned by H.O.O. 

 

 

15.3 Assistant Sub-Inspector (Adjt) 

 

 He will perform the duties of BHM assigned in chapter IV of GC Bn Officers Manual. 

 By virtue of his appointment he takes precedence over other Assistant Sub Inspectors of 

the institute. 

 He is assistant to the Sub-Inspector Adjutant (Adm) in all his duties and will be 

responsible for the discipline of the personnel posted and attached with the institute.      



 He will ensure meticulous compliance of orders by the Under Officers and men of 

the institute. 

 He will make distribution of duties of personnel of the institute. 

 He will ensure that all Other Ranks punctually turn up at evening Roll Calls and 

that all Orders are read out and fully explained to all. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

Regimental Police and arrange for their rotation from time to time, as ordered by the Dy. 

Commandant (Adm). 

 He will report cases of indiscipline promptly to the Subedar Major through the Sub-

Inspector Adjutant (Adm) for necessary action. 

 He will personally maintain the Daily Parade Statement and will keep correct record of all 

arrivals and departures. 

 He will attend Guard Mounting Parade and ensure proper turn-out of men detailed on 

Guard duty. 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will carry out any other duty assigned to him by Dy. Commandant (Adm). 

 

 

15.4 ASI (QM) 

 ASI (QMC) will perform the duties of QMC as enumerated in para 4.6.1 of GC BN 

officers Manual. 

 He will work directly under the orders of the QM. 

 He will assist the QM in arranging supplies of Clothing, Arms, Ammunition, Barrack 

Furniture, Tentage and other Government stores required for theinstitute. 

 He will assist the QM in making Local Purchases of articles required for immediate use in 

the Battalion after observing due formalities. 

 He will receive and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 

 He will personally maintain all relevant Stock Ledgers and will ensure that the entries 

made are correct and up-to-date. 

 He will arrange verification of records with all branches of the institute once in every year 

and any variation noticed should immediately be brought to the notice of the QM for 

further action. 

 He will lay out all Government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking and 

accounting by the said Board. 

 He will scrutinize all Deduction Memos received from OC HQ for their correctness 

before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition. 

 He will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles.  He 

will also obtain Certificate to that effect from the Railway Authorities.  Thereafter he will 

arrange immediate inspection of the consignments by the Line Committee. 

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instructions. 

 He will ensure safe custody of all Government properties kept in the Store and will take 

appropriate measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly arranged 

along with Bin Cards. 



 He will carry out any other duty assigned to him by the Quarter Master. 

 

15.5 Assistant Sub-Inspector (Hospital)  

 He will work directly under the orders of the DC (Adm) and carry out duties assigned to 

him from time to time. 

 He will collect sick personnel on parade and march them to the Hospital for treatment by 

the Doctor. 

 He will ensure that only those sick personnel whose names are entered in the Sick Report 

Register are taken to the Hospital for treatment. 

 He will sign the Sick Report Register in token of the fact that the medical treatment has 

been given to the sick personnel in the Hospital. 

 He will inform the Mess UOs for providing special diet to the outdoor patients according 

to the advice of the Doctor. 

 He will produce the Sick Report Register before the DC (Adm) daily on return from the 

Hospital for his perusal and further action, as necessary. 

 He  will  visit  the indoor patients in the Hospital, Composite Hospital or Civil Hospital 

thrice a week and report any request to be made to the DC (Adm) 

 He will ensure prompt evacuation of serious and emergency cases from the Lines to the 

Hospital against Special Sick Report prepared for treatment by the Doctor. 

 He will arrange to provide Medical Attendant under the orders of the DC (Adm) for 

indoor patients requiring such assistance and as recommended by the Doctor. 

 He will arrange immediate medical aid for the personnel and families taken seriously ill 

and staying in Family Lines. 

 He will purchase medicines from the local market for the patients as prescribed by the 

Doctor. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

 

15.6Assistant -Sub-Inspector (GD) Trg 

 He will perform the duties of Squad Cmdr.     

 He will perform the duties of WHM & CHM in training wing. 

 He will perform the duties of incharge of Library, computer lab &Recration Room. 

 He will perform the duties of ASI Quarter Master of wing store. 

 He will perform the duties of Kotecmdr (Trainingkote) as per provisioning manual para 

3.15 &  as per GC BN Officer Mannual para 4.26. 

 He will perform any other duty assigned by H.O.O. 

 

 

15.7 Head Constable (Storeman):-  

 He will assist the Insp./ASI(QM)  in the maintenance of the respective stores. 

 He will go through with the Store instructions. 

 He should have good knowledge  about the preservatives. 

 Any damage notice by him to the Stores will be promptly reported to the Dy. Commandant 

(Adm) concerned through the respective ASI/QM. 

 He will arrange articles in the store as directed by the Insp./ASI/QM  and will responsible 

for the cleanliness of the store. 



 He will obey all the orders of the Store in-charge. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

15.8 Head Constable(Canteen) 

 He will arrange articles in the show room and store room as directed by the Canteen ASI  

and will responsible for the cleanliness of the Canteen and well articles therein. 

 He will be responsible to affect sales of all items of food and drink maintained by the Wet 

Canteen against coupons only. 

 He will sell the Dry /wet canteen items against cash payments and will ensure that he  is 

correctly accounted for. 

 In dealing with customers, he will maintain “Aye One” discipline and be polite. 

 He will obey all the orders of the Canteen in-charge. 

 He will have not private dealing with contractors or customers and will not issue or sell 

items to unauthorized persons. 

15.9 Head Constable(Kote) 

 The Kote UO will work directly under the Kote SO. He will be responsible  for the 

Government and Private Arms, ammunition as well as Government and Force Properties 

deposited in the Kote (except Pistols and such ammunition which will be under the custody 

of the Kote SO) 

 Any defect/damage to the Arms will promptly recorded and brought to the notice of the 

Kote SO and Armourer for remedial action. 

 He will ensure that the Arms of absentees are properly cleaned once a week. 

 He will strictly adhere to the procedure laid down for opening and closing of the Kote and 

ensure that the Kote Key is deposited in the Kote Keybox on completion of his duty in the 

Kote. 

 He will not issue or received any Arms, ammunition or other security items without being 

properly authorized to the do so. 

 He will ensure that proper entry is made in the issue/receipt and Signatures obtained before 

any Arm ammunition or other  security item is issued from or received for deposit in the 

Kote. 

 He will perform any other duty entrusted to him by his superiors. 

 

15.10Head Constable (GD) Trg 

 He will perform the duties of Squad instructor as mentioned in GC and BN officers 

manual in para 4.7 & 4.8. 

 He will perform the duties of Sick report NCO as mentioned in GC and BN officers 

manual in para 4.25. 

 He will perform the duties of Building NCO 

 He will perform the duties of Line NCO 

 He will perform the duties of Duty NCO . 

 He will perform the duties of KoteCmdr (Training kote) as per provisioning manual para 

3.15. 



 Senior most HC PTI will perform the duties of PT CI and work under the supervision of 

PT SO. 

 PT CI will responsible for maintenance of PT Groung, Sports ground, Gym and PT Store. 

 All sports activities will cunducted under supervision of PT SO. 

 He will perform the duties of Wing writer. 

 He will perform any other duty assigned by H.O.O. 

 

15.11Constable (GD) Trg 

 PT course Qualified instructor will perform duties of PTI 

 PTI will work under ptC.I.and under the supervision of PT SO and also Co-operate 

with coy CHM to mainten  discipline of trainee. 

 He will responsible for maintenance of PT Ground, Sports ground, GYM and PT 

store. 

 All sports activities will cunducted under supervision of PT CI. 

 He also perform protection duty 

 PTI will also perform duty of office Runner as mentioned in GC and BN officers 

manual in para 5.13. 

 WTI & Drill instructor will perform the duties of Squad instrutor (squad 2I/C). 

 He will assists squad Cmdr during class and other training activities. 

 He will perform the duties of squad Cmdr in absence of squad Cmdr. 

 He will accompany the squad during outdoor excercise. 

 he will also perform security duty of the camp as directed by H.O.O. 

 He will perform any other duty assigned by H.O.O. 

 

15.12Inspector (GD) Adm 
 He will perform the duties of coy 2I/C of HQ Coy. 

 He will supervise the duties of Coy CHM & CQMH. 

 He will Supervise HQ OR’s Mess. 

 He will responsible for maintanance of discipline and cleanliness of HQ Coy. 

 He will ensure correct and up-to-date maintenance of Kit Inventory forms in respect 

of coy personnel. 

 He will perform the duties of canteen manager as mentioned in fund manual chapter 

VIII section 10 sub section -III. 

 He will ensure proper upkeep and safe custody of all Arms, Ammunition, Equipments 

and other Govt. properties on charge of his Coy. 

 He will hold Kit Inspections and supervise maintenance of Arms every Month. 

 He will perform any other duty assigned by H.O.O. 

 

15.13Sub- Inspector (GD) Adm 
 He will perform the duties of Mess SO. 

 He will perform the duties of Kote SO. 

 He will perform the duties of Sub-Inspector Adjutant as mentioned in GC and BN officers 

manual in para 3.8. 

 He will perform the duties of Sub-Inspector (Liaison Officer) as mentioned in GC and BN 

manual in para 3.10. 

 He will perform the duties of Quarter Master Sub Inspector (Buildings) as mentioned in 

GC and BN officers manual in para 3.16. 

 He will perform the duties of Sub-Inspector (Garrison) as mentioned in GC and BN 

officers manual in para 3.12. 

 He will perform the duties of QM (J) 3.15.1 to 3.15.2. 



 He will perform any other duty assigned by H.O.O.  

 

15.14Assistant -Sub-Inspector (GD) Adm 
 He will perform the duties of ASI QM as mentioned in GC and BN manual in para 4.3.1 

to 4.3.15. 

 He will perform the duties of Stock Holder subsidiary police canteen as per Fund 

mannual chapter VIII para 5. 

 He will perform the duties of QMC ASI as mentioned in GC and BN officers manual in 

para 4.5(The duties of three QMSIs will be in line with those enumerated 

above.  However, the fourth QMSI may be entrusted with the task of maintenance of 

building allotment of family quarters, management of Regimental Police and 

Hygienic/Sanitary arrangements. The personal earmarked for these duties will work under 

the supervision of QMSI (Buildings).  Other miscellaneous duties can also be assigned to 

him depending on the discretion of the Head of Office) 

 He will perform the duties of ASI (ADJ) as mentioned in GC and BN manual in para 

4.2.1 to 4.2.11 

 He will perform the duties of KoteCmdr as per provisioning manual para 3.15. as per GC 

BN Officer Mannual para 4.26 

 He will perform any other duty assigned by H.O.O. 

 

15.15Head Constable (GD) Adm 
 He will perform the duties of Kote Cmdr as per provisioning manual para 3.15. 

 He will perform the duties of Mess Cmdr of SO’s Mess as mentioned in Fund Manual 

2012  Chapter XII para 16. 

 He will perform the duties of Mess Cmdr of GO’s Mess as mentioned in 

 He will perform the duties of Mess Cmdr OR’s mess as mentioned in Fund mannual 

Chapter XIV para 9.  

 He will perform the duties of guard Cmdr. 

 He will perform the duties of RP havldar as mentioned in GC and BN manual in para 4.9. 

 He will perform the duties of Wet Canteen Incharge (Head Constable) as mentioned in 

Fund Mannual Chapter vii. 

 He will perform Duties of Control room. 

 He will perform the duties of T.T cell writer,QMC, SI(A) writer,HQ writer. 

 He will perform any other duty assigned by H.O.O. 

 

15.16Constable (GD) ADM 

 He will perform camp security duty assigned by DC ADM. 

 He will perform the duty of subsidiary police canteen, Co-operative & wet Canteen sales 

man as mentioned in GC and BN manual in para 5.10. 

 He will perform the duties of store man as  mentioned in GC and BN manual in para 5.15 

 He will perform the duties of  santary duty as mentioned in GC and BN manual in para 

5.12 &  also perform protection duty. 

 He will perform any other duty assigned by H.O.O 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

  



APPENDIX-P 

16. RECRUIT TRAINING CENTRE (RTC) 

SL 

No.  

Rank Pre-cadre strength  Post-cadre 

strength 

Remarks  

1 Inspector  11 each in 

NMH/AVD/PGM/ 

SNR/RGR 

14 each in 

LTR/AMT/JDPR 

 

11 each in 

NMH/AVD/PGM/ 

SNR/RGR 

14 each in 

LTR/AMT/JDPR 

 

No change 

2 Sub-

Inspector 

33 each in 

NMH/AVD/PGM/ 

SNR/RGR 

22 each in 

LTR/AMT/JDPR 

 

(SEC.PLN-02 each 

in 

LTR/AMT/JDPR) 

 

33 each in 

NMH/AVD/PGM/ 

SNR/RGR 

22 each in 

LTR/AMT/JDPR 

 

(SEC.PLN-02 

each in 

LTR/AMT/JDPR) 

 

No change 

3 Asstt. Sub-

Inspector 

10 each in 

NMH/AVD/PGM/ 

SNR/RGR 

10 each in 

NMH/AVD/PGM/ 

SNR/RGR 

No change 

4 Head 

Constable 

208 each in 

NMH/AVD/PGM/ 

SNR/RGR 

51 each in 

LTR/AMT/JDPR 

 

(SEC.PLN-12 each 

in 

LTR/AMT/JDPR) 

 

208 each in 

NMH/AVD/PGM/ 

SNR/RGR 

51 each in 

LTR/AMT/JDPR 

 

(SEC.PLN-12 

each in 

LTR/AMT/JDPR) 

 

No change 

5 Constable  72 each in 

NMH/AVD/PGM/ 

SNR/RGR 

18 each in 

LTR/AMT/JDPR 

 

(SEC.PLN-48 each 

in 

LTR/AMT/JDPR) 

72 each in 

NMH/AVD/PGM/ 

SNR/RGR 

18 each in 

LTR/AMT/JDPR 

 

(SEC.PLN-48 

each in 

LTR/AMT/JDPR) 

No change 

 

 

 

Since there has been no change, upgradation or abolition, the personnel will continue 

performing the existing duties. 



APPENDIX-Q 

17. COBRA SCHOOL OF JUNGLE WARFARE & TACTICS (CSJWT) 

 

A) STRENGTH :- 

SL 

No.  

Rank Pre-cadre strength  Post-cadre strength  Remarks 

1 Inspector  12 12 No change  

2 Sub-Inspector 06 06 No change  

3 Asstt. Sub-

Inspector 

-- 05 05 post of ASI/GD 

created (upgraded from 

HC) 

4 Head 

Constable 

24 23 04 post of HC upgraded 

as ASI and 04 post of CT 

upgraded as HC. 

5 Constable  50 46 04 post of CT/GD 

abolished  

 Total  92 92 --- 

 

B).  DUTIES ASSIGNED :-  

SL No. Rank Authorize DUTIES 

1 Inspector  12  INSP(TRAINING) 

 INSP(TACTICS & OUTDOOR) 

 INSP(RESEARCH & DEVELOPMENT) 

 INSP(EXPLOSIVES & IED) 

 INSP(BUILDING) 

 INSP(GROUP SO) 

 INSP(TACTICS) 

 INSP(INDOOR,EQUIPMENT& IT) 

 INSP(ADM& LOGISTICS) 

 INSP(QM/STORE) 

 INSP (CANTEEN MANAGER) 

2 Sub-Inspector 06  SI(Adm) 

 SI(Trg) 

 SI(Team SO) 

3 Asstt. Sub-

Inspector 

05  ASI (ADJT)-01 

 ASI (QM)-02 

 ASI (CANTEEN)-01 

 ASI (GO’s MESS)-01 

4 Head Constable 23  HC(GD)/TRAINER/(KOTE/MESS NCO)-18 

 HC/GD (CHM) 

 HC/GD (STOREMAN)-02 

 HC/GD (CANTEEN) -02 

5 Constable  46  CT/GD (TRAINER) 

 CT/GD (QM WRITER) 

 CT/GD (RP) 



 

17.1 INSPECTOR (TRAINING BRANCH) 

He will perform the Instructor’s/Trainer’s duties assigned to him by Commandant Trg) 

and will also be responsible for :- 

 He will directly supervise the Training Branch and the staff with respect to the day to day 

affairs and will report to AC (Trg). 

 Preparing Training Programme for all the Courses being conducted in CSJWT taking into 

account the availability of staff. 

 Preparing list of available SO’s, HC’s and JI’s prior to the commencement of course, 

thereafter detailment of Team SO’s, Team Havildars & Team JI’s for various team with 

the approval of AC(Trg) and DC(Trg). 

 Propose detailment of Mess Staff, Mess SO, Mess UO, Mess Ct, Cook and Mess Boy and 

getting it ratified by the AC(Trg) & DC(Trg). 

 Projecting demand of Training Kote, Training Store& necessary training aids with 

appropriate justification and further submission to AC(Trg). 

 Making ready Class Rooms and Training Aids for Class Rooms. 

 He will issue training programme to CHI, Team SOs, Team Havildars, Team JIs and 

ensure it is displayed in the Lecture Hall, Trainees’ Line, Trainees’ Mess and Class 

Rooms. 

 He will issue  Lesson Plan, narrative, appreciation, photo copy of map and map sheet 

cloth model to the Instructors and Trainees. 

 He will place demand of stationery items for Training Branch with approval of AC(Trg). 

 He will deal with correspondences regarding civil police representative to be present 

during firing/field firing & Battle inoculation. He will get letter delivered to the nearby 

village sarpanch a day in advance through suitable means, informing of the firing 

practices . 

 He will see that names and particulars of trainees are fed in the computer. 

 He will ensure that Mess Advance and Medical Certificates of trainees are deposited 

 Preparing Result Sheet for all the Courses on daily basis after due signature of team SOs, 

Havildars and JIs and further submission to AC (Trg) and Group Officer. 

 Preparing Result Sheet ,Course Certificates on completion of course and movement 

orders to trainees. 

 Preparing/issuing Inter-Office Notes. 

 Replying the Signals received on the direction of AC(Trg) and DC(Trg), through Trg 

(clerk). 

 He will prepare the leave plan in respect of trainer staff posted/attached at CSJWT, 

Belagavi. 

 He will prepare a plan for timely completion of ARCF and AME in respect of all the 

posted/attached trainer staff at CSJWT, Belagavi.  

 In unforeseen cases he will recommend the leave of trainees at CSJWT, Belagavi. 

 He will report to DC(Trg) of all such events that pertains to training/administrative 

aspects of trainees and trainers during the course of entire day and also the planning for 

the subsequent day. 

 He will also perform assigned duties to Group Inspector, deliver Lecture as assigned , 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO , 

routine visit to training infrastructure , trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 



17.2INSPECTOR (TACTICES & OUTDOOR) 

He will perform the Instructor’s/Trainer’s duties assigned to him by Commandant (Trg) 

and will also be responsible for :- 

 

 He will assist DC(Outdoor), AC(Tactics) and AC(Outdoor) in discharge of their duties  

by  identifying ideal places for training in different types of operations.  He will also 

propose plans accordingly to AC(Tactics). 

 He will conduct the Indoor / Outdoor tactical Exercises, receive feedback and report to 

AC(Tactics) if any modification is needed. He will also organise Tactical Exercise 

Without Troops(TEWT) for the trainees.  

 He will collect information on modus operandi of Militants/insurgents/maoist 

terroristsites and propose changes in indoor / outdoor exercises. 

 He will identify location to demonstrate tactics adopted by the adversaries and to train for 

counter measures accordingly. 

 He will prepare Lesson plan, contents of tactical lecture and also distribute the same to 

Group Inspector, Team SOs, Havildars and JIs. 

 He will identify and propose the general area and sites for conducting  in Campus and 

Outdoor Exercises. 

 He will identify and propose general area for Physical Exercises and routes for long runs. 

He will also make arrangements for swift evacuation in case of any casualty.  

 He will conduct recce of site for conducting Jungle Camp Exercises and prepare planning 

for Jungle camp. He will keep in mind that there is no loss to public properties is done. 

Also, the site proposed to be checked for radio communication till CSJWT or to any 

vantage points through which communication can be made to CSJWT. 

 Preparation and maintenance of all Sand Models. 

 Maintenance of all Firing Ranges/Field firing/ Grenade Firing Range. 

 Maintenance of BOAC. 

 Maintenance of sliding and slithering platforms.. 

 Maintenance of Lecture Post. 

 Preparation of script of new Demonstrations and updating of existing Demonstration 

Scripts. 

 He will assist DC (Outdoor), AC (Outdoor) in obtaining permission and also intimation 

regarding conduct or exercise & events in forest areas to forest authorities. 

 Preparation and conducting demonstrations. 

 He will also perform assigned duties Group Inspector, deliver Lecture as assigned, 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO , 

routine visit to training infrastructure , trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 

17.3INSPECTOR (RESEARCH & DEVELOPMENT) 

He will perform the Instructor’s/Trainer’s duties assigned to him by DC/AC(R&D) and 

will also be responsible for:-  

 

 He will supervise the Research and Development Cell of CSJWT, Belagavi and will 

assist AC(R&D) & DC(R&D). 

 Identification of training needs , Developing , Compiling and Suggesting training 

material for the use of trainees with specific reference to Jungle warfare. 

 Preparation of training exercises, Updating of training techniques. 



 Collection of Important case studies in Jungle warfare of CRPF/CAPF/Army/ State police 

and bringing out the learning points. 

 He will assist Preparation of blow up charts of various militants/insurgents/maoist 

terrorists organization which are theatre/sector specific and get it prominently displayed 

in R&D cell. He will undertake any amendment of the same to keep the charts updated. 

 He will assist AC(R&D) in preparing analysis of equipments being introduced / procured 

by Ord Dte and their efficiency / utility in Jungle warfare as per the requirements of 

CRPF/CoBRABns. 

 Evolving ‘FAQ’ data bank on Immediate Actions Drills and Operational aspects, after 

taking into consideration the latest modus operandi of the adversary and submission to 

AC(R&D) for further actions. 

 Analyze latest trends/ tactics/ gadgets being adopted by militants/insurgents/maoist 

terroristsites in various States and suggest counter measures. 

 He will propose Updating of course syllabi whenever there is a need to.  

 Liaising with other Operational Units of CRPF/Other CAPF’s/Army for arranging guest 

lectures. 

 Collection, development and dissemination  of  Audio-Visual programmes related to 

other special forces in the world/ Adversary group/ Militants/insurgents/maoist 

terroristsites. 

 Developing of Training infrastructure & Training Aids.   

 Study new incidents of IED, their triggering mechanism and various categories of 

explosives and assisting AC (R&D) in preparation of compilation of details of such 

incidents biannually. Such compilation to also enumerate the suitable counter measures. 

 Collection of Pamphlets / Catalogues of modern technical equipment / instrument 

available in the market.  

 Assist in organising various types of seminars in CSJWT. 

 He will also perform duties of Group Inspector, deliver Lecture as assigned, Conduct 

Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO, routine visit to 

training infrastructure, trainees related infrastructure like mess, barracks and report any 

short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 

 

17.4INSPECTOR (EXPLOSIVE WING) 

He will perform the Instructor’s/Trainer’s duties assigned to him by Commandant(Trg) 

and will also be responsible for :- 

 

 He will assist DC(Explosives) & AC(Explosives) and monitor the working of Explosive 

Wing, IED Lane and IED Room. 

 He will propose procurement and disposal matters as on need basis and put up before 

Asst Commandant (Explosive Wing) with appropriate justification. 

 He will maintain the IED room, IED lane in a good condition and he will make them 

available to trainees after requisition from Group Inspectors/SO’s for training/demo 

purposes. 

 He will maintain a register containing the details of personnel visiting the IED Room and 

Lane. 

 He will collect latest IED incidents around the globe and also especially with relevance to 

Jungle warfare from R&D cell and make them available in IED Room. 



 After going through the IED incidents he will prepare details of the mechanisms, 

Explosives, their sources & other attributes relating to IED’s in a chronological/timeline 

order. He will put up the same before AC (Explosives) in a quarterly manner. 

 He will be responsible for feeding/maintaining bomb data records in computer and 

updating of same. 

 He will assist AC (Explosive Wing) in ensuring that IED Room and IED Lane are 

modified as per the latest developments taking place in the field of Explosives and IEDs. 

 He will safely handle all types of detonators, explosives while arranging demonstrations. 

 He will maintain a register containing the details of explosives, grenades, UBGL/MGL 

shells, AGL Rounds , CGRL bombs used at the field firing range. In case where the 

explosives have gone blind, they should be located, detonated with help of demolition 

charge adopting appropriate safety precautions. An undertaking to this effect after each 

field firing may be made by the Inspector (Explosive) with due endorsement of officer 

detailed for field firing.  

 He will prepare a pictorial representation of the field firing range elucidating obvious 

landmarks, Angle & distance from the firing position to facilitate marking of those 

explosive which go blind. The Group/Team SO will collect the pictorial representation 

before each field firing and make markings in case of blind, to be later handed over to 

Inspector (Explosives). 

 He will conduct Demonstrations, Battle Inoculation, providing necessary explosives and 

the expertise in handling the same. 

 He will also perform assigned duties Group Inspector, deliver Lecture as assigned, 

Conduct Indoor/outdoor training exercises carry out STB, COI, Mess SO, Day SO, 

routine visit to training infrastructure, trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by him by his superiors. 

 

17.5INSPECTOR ( BUILDING) 

He will perform the Instructor’s/Trainer’s duties assigned to him by Commandant (Trg) 

and will also be responsible for:- 

 

 He will work under guidance of DC(Building), AC(Building) and supervise the 

functioning  of Building NCO. 

 He will deal with correspondences related to building, land water, electricity, landscaping 

and put up same before AC(Building) for further action. 

 He will pursue the pending cases of PEs with CPWD authorities. 

 He will, through Building NCO, maintain a register containing details of CPWD officials 

visiting the institute to monitor progress and supervise quality of construction. He will put 

up the same before AC(Building)once a week. 

 He will physically monitor the progress and quality of building work carried out in the 

institute any short comings will be brought to notice of AC(Building). 

 He will look after the maintenance of Buildings, allotment of family quarters, 

management of Regimental Police and Hygienic/Sanitary arrangements in the institute. 

 He will prepare periodic Reports and Returns in respect of buildings, land, water 

electricity and landscape. 

 He will keep correct accounting of stores and maintain all connected records. 

 He will ensure proper care and preservation of stores. 

 He will also perform assigned duties of Group Inspector, deliver Lecture as assigned, 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO 



routine visit to training infrastructure, trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 

17.6INSPECTOR (GROUP SO) 

He will perform the Instructor’s/Trainer’s duties assigned to him by Commandant (Trg) 

and will also be responsible for:- 

 

 He will assist the DC(Group Officer)& AC(Group Officer),and directly supervise Team 

SO’s, HC’s& JI’s.  

 He will be responsible for ensuring smooth conduct of training activities of his Group by 

making available training infrastructure/ training aids. He will plan the execution of 

training curriculum with  participating JI,HC ,SO and report the same to AC(Group 

Officer) . 

 He will arrange indoor, outdoor & firing practices for the Group by ensuring 

administrative support. 

 He will be responsible to bring to notice of DC(Group Officer) & AC(Group 

officer)matters pertaining to discipline , training and administration of the Group. 

 He through Team SO’s, HC’s& JI’s will put up before the Group Officer the performance 

of trainees in each event on a daily basis . 

 He will maintain details of the weak trainees at various aspects and prepare a respective 

corrective measures, he will bring this to notice of the Group Officer. 

 He will personally monitor all the activities of training viz Physical, firing practices , 

Tactical exercise and Indoor classes and ensure all the trainees are actively participating. 

 He will through Team SO’s, HC’c & JI’s maintain register containing the records of the 

performance of trainees. In case of trainees whose performance is not progressive in 

nature he will bring such trainees before the Group officers for remedial action.  

 He will build team coordination and Esprit de corps. 

 He will maintain a register containing the details of sick leave availed by trainees and put 

up cases of RTU, delinking from training to group officer. 

 He will perform the duties of Butt SO in cases of unavailability of the detailed SO. 

 He will conduct Lectures, firing practices & tactical exercises of the trainees of the group 

 He will also perform assigned duties, deliver Lecture as assigned , conduct 

Indoor/outdoor training exercises, carry out STB, COI, Mess SO, day SO ,routine visit to 

training infrastructure , trainees related infrastructure like mess, barracks and report any 

short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 

 

17.7INSPECTOR (TACTICS) 

He will perform the Instructor’s/Trainer’s duties assigned to him by DC/AC(Trg) and will 

also be responsible for:- 

 

 He will assist DC(Trg) and AC(Tactics) in discharge of their duties by identifying ideal 

place for using the tactics for different types of operations. He will also propose plans 

accordingly to AC(Tactics). 



 He will  conduct the Indoor/Outdoor tactical Exercises, receive feedback, report the same 

to AC (Tacties) if any modification is needed. He will also organise Tactical Exercise 

Without Troops (TEWT) for the trainees. 

 He will collect information on modus operandi of Militants/insurgents/maoist 

terroristsites and propose changes in indoor/outdoor exercises. 

 He will identify ideal place to demonstrate tactics adopted by the adversaries and train the 

Trainees accordingly. 

 He will prepare Lesson plan, content of tactical lecture and also distribute the same to 

Group Inspector, Team SOs, Havildars and JIs. 

 He will identify and propose general area and sites for conducting of in Campus and 

Outdoor Exercises. 

 Preparation of script of new Demonstrations and updating of existing Demonstration 

Scripts. 

 Preparation and conducting demonstrations, elucidating the latest modus operandi of the 

adversary. He will also ensure video coverage of the demonstration conducted and further 

preserve such videos at R & D Cell. 

 He will also perform assigned duties of Group Inspector, deliver Lecture as assigned. 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO 

routine visit to training infrastructure, trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 

 

17.8INSPECTOR ( INDOOR/ EQUIPMENT  & IT) 

He will perform the Instructor’s/Trainer’s duties assigned to him by DC (Trg) and AC 

(Indoor/Equipment/IT) and  look after the following duties:- 

 

 He will work under the supervision of AC(Indoor/Equipment & IT) , and will be 

responsible for organizing Indoor classes of all Courses. 

 He will allot responsibility of  all Class Rooms, Conference Halls, Model Rooms to Head 

Constables and Constables and will ensure that all Indoor Training infrastructures are 

properly maintained and are in working condition. 

 He will ensure to liaise with Signal Staff and BSNL authorities for IT support for all 

training and administrative purposes of CSJWT. 

 He will be responsible for maintenance of all equipments and ensuring its optimum use. 

He will draw a nominal roll of equipments and assets for training purpose assigning 

responsibility to personnel posted/attached. He will get the same approved by 

AC(Indoor/Equipment & IT).  

 He will train Instructors/Faculty in the use of modern equipments. 

 He will assist AC (Trg) in compilation of facts and figures for publication after 

conferences conducted at CSJWT. 

 He will prepare the classrooms for guest lectures ,maintain Data Base of various 

Experts/Guest Speakers and collect the feedback of the same, which may be appended in 

the form of register to be put up before AC(Indoor/Equipment & IT) once a month. 

 He will also perform assigned duties of Group Inspector, deliver Lecture as assigned , 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO , 

routine visit to training infrastructure , trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 



17.9INSPECTOR(ADM AND LOGISTIC) 

He will perform the Instructor’s/Trainer’s duties assigned to him by DC(Trg) and will also 

be responsible for :- 

 He will work under the supervision of  AC( Adm and Logistics) in discharging of his 

duties. 

 Maintaining records of arrival, departure of the trainees, relevant records and issuing of 

Movement orders to trainees. 

 He will draft correspondence with CoBRA Sector/other Units/Establishments regarding 

arrival, departure of trainees and other matters related to arms, ammunitions, explosives 

and expense voucher put up before AC( Adm & Logistics). 

 He will assign barracks , mess and other infrastructure to trainees upon arrival   with 

details of various furniture , fixtures and other installations . He will ensure that the 

infrastructure is handed over in same condition on departure of trainees.   

 He will look after the hygiene and sanitation of the living area of trainees and its 

surroundings. 

 He will ensure proper maintenance of records in respect of Training Kote and  put up 

requirement of arms, ammunitions, explosives and equipments for the Courses  before 

AC(Adm and Logistics). 

 He will report cases of loss, damage, writing off/charging off of arms, ammunitions, 

explosives and equipments and maintenance of connected records to AC(Adm and 

Logistics) , with information to Branch/Office concerned. 

 Looking after the functioning of store and supervising issue, receipt and maintenance of 

Training Store and related records. 

 Ensuring availability of Training Aids/Equipments and their proper functioning in Indoor 

Classes, detailing Staff to handle the equipments and ensuring the security of equipments. 

 He will ensure that Sick Report records provided by the Training Branch are mentioned in 

Movement Orders of the Non-Gazetted Trainees and put up before AC(Trg) and 

AC(Adm& Logistics) to be conveyed through Signal to Units concerned in case of Officer 

Trainees. 

 He will visit the trainees mess and ensure smooth functioning of all Trainees Messes with 

maintenance of records through Mess SOs and Mess UOs. 

 He will bring to notice of AC(Adm and Logistics) and AC(Trg)  unfitness / late arrival of 

Trainees and other RTU cases. 

 He through course CHI will collect Regimental Funds from the Trainees and get it 

deposited with the President, Regimental Institutions of CSJWT. 

 He will also perform assigned duties of Group Inspector, deliver Lecture as assigned , 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO , 

routine visit to training infrastructure , trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 

 

17.10INSPECTOR (QM/STORE) 

He will perform the Instructor’s/Trainer’s duties assigned to him by DC(Store)(QM) 

(Trg)and  also:- 

  



 He will prepare data for consolidation of indents, reports and returns in respect of 

Clothing, Barrack Furniture, Tentage and other Stores, including Arms, Ammunition, 

Explosives, TS Munitions, controlled Ordnance Stores, etc. 

 He will assist the DC(Store/Q.M.) in preparation of budget for various items relating to 

provisioning. 

 He will be responsible for correct accounting of all stores held on charge and maintenance 

of connected records. 

 He will be responsible for proper safety & security, care and preservation of stores and 

will keep the keys of the Unit / Institution’s store, under his/her personal custody.  

 He will be responsible for ensuring correct despatch and receipt of all stores. 

 He will maintain proper records of all samples received and will keep such samples till 

their disposal is ordered by the competent authority. 

 He will be present when the Line Committee inspects stores received. 

 He will ensure prompt clearance of all consignments from the Railways/Transport 

agencies. 

 He will assist DC(Store/Q.M.). in the supervision of Tradesmen's shops and their 

work/output. 

 He will ensure adequate preventive measures against losses / damages / shortages of stores 

held under his/her charge. 

 Issue of clothing items on payment will also be done by him/her after obtaining orders 

from the DC(Store/Q.M.).  He will ensure that proper records to this effect are maintained 

and cost of such items issued on payment deposited with Unit / Institution’s Accounts 

Branch immediately. 

 Consolidation of demands received from various constituents of the unit / institution and 

prompt issue of stores to them. 

 He will supervise the work of the unit/institution’s BQ,QMC and Store men and bring 

irregularities, if any, coming to his / her notice to the knowledge of the DC(Store/Q.M.) 

for further appropriate action and remedial measures. 

 All CT/Followers and CN Paid Followers, if any, will work under his/her supervision and 

control. 

 He will be in-charge of the DC(Store/Q.M.) Armoury and will be responsible for all 

Arms, Ammunition, Explosives, TS Munitions, other controlled Ordnance stores held 

therein, except Pistols/Revolvers.  He will lock and seal the Armoury at close of work and 

deposit the Key in the inner box of the "Armoury Key Box" kept in the Quarter Guard.  

He will personally hold the Key of the inner box. 

 He will also perform assigned duties of Group Inspector, deliver Lecture as assigned , 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO , 

routine visit to training infrastructure , trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will perform any other duty assigned to him by his superiors. 

 

 

17.11INSPECTOR(CANTEEN MANAGER) 

He will perform the Instructor’s/Trainer’s duties assigned to him by Commandant(Vice 

Principal) and Sub Maj (Adm) and will also be responsible for :- 

 He will be responsible for general supervision of all transactions and to arrange the supply 

of all goods locally or otherwise on reasonable price. 



 He will also be responsible to see that Canteen in-charge (HC) deposits sale cash and 

coupons on the following working day in the Treasury Chest and would see that no such 

amount is detained without sufficient cause. 

 He will summon the Line Committee to check and inspect the fresh purchases and put 

them up before the Vice – Chairman or Chairman. 

 He will bring to the notice of the Vice – Chairman all articles lying unsold for more than 

six months and obtain his / her orders regarding their disposal. 

 He will report all cases of damage to dead stocks or items of sale, to the Vice – Chairman. 

 He will check the registers once a month and the stock quarterly and will sign the registers 

in token of having done so.  He / She will immediately inform the Chairman / Vice – 

Chairman of any discrepancies discovered by him / her. 

 He will also be responsible for running of the Wet Canteen. 

 He will maintain separate sanction books for Dry and Wet Canteen and obtain sanction in 

those books from the Vice – Chairman / Chairman before any purchase is made. 

 Canteen Manager can make local purchases of essential articles up to Rs.500/-. 

 10. He will also perform assigned duties of Group Inspector, deliver Lecture as assigned , 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO 

,routine visit to training infrastructure , trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 11. He will perform any other duty assigned to him by his superiors. 

 

17.12SUB-INSPECTOR (ADM) 

He will assist the Instructor(Adm) and will perform duties assigned to him by 

Commandant(Vice-Principal). He will also be responsible for :- 

 The Sub-Inspector(Adm) is the Chief Assistant to the DC(Adm) in maintaining discipline, 

smartness and a high standard of drill and training in the Force. 

 He will report immediately to the DC(Adm) any serious breach of discipline or 

irregularities. 

 He will deal with all Guards and working parties as ordered by the DC(Adm). 

 He will inspect all Guards and Escorts, leaving the Institute, brief the adequately and 

ensure that they are properly dressed, fully equipped and understand their duties. 

 He will ensure that the Quarter Guard is well maintained. 

 He will attend Guard Mounting at least thrice a week. 

 He will ensure that the following Registers are correctly maintained at the Quarter Guard:- 

(a) Inspecting Officers register. 

(b) Sentries Duty Roster. 

(c) Defaulters Register. 

(d) Prisoners Kit Ledger. 

(e) Handing/Taking over Register. 

(f) Prisoners Fatigue Register. 

(g) Emergency Vehicle Register. 

(h) Kote opening/closing Register. 

 

 He will ensure that the following Orders are displayed at the Quarter Guard and are 

strictly complied with:- 

(a) Duties of the Guard Commanders and sentries. 

(b) Orders for the Defaulters. 

(c) Orders for the Prisoners. 

(d) Fire Alarm Orders. 



(e) General Alarm Orders. 

(f) Security Orders. 

(g) Weekly Force Orders. 

(h) Camp Standing Orders. 

(i) Golden Rules and Traditions of CRPF. 

 

 He will be responsible for the correct maintenance of the following Registers in his 

office:- 

(a) Orderly Room Register. 

(b) Daily Parade Statement. 

(c) SOs and UOs Duty Roster. 

(d) Test and Examination Register. 

(e) Posting Register. 

(f) In and Out Register. 

(g) Up to date Strength Statement of the Battalion. 

 

 He will assist the Fire Fighting Officer in his duties and ensure that regular fire fighting 

practices are carried out. 

 He will also perform assigned duties of Team Sub Inspector, deliver Lecture as assigned, 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO, 

routine visit to training infrastructure, trainees related infrastructure like mess, barracks 

and report any short comings to competent authority. 

 He will carry out any other duty assigned to him by the DC (Adm). 

 

17.13SUB-INSPECTOR (TRAINING) 

He will perform the Instructor’s/Trainer’s duties assigned to him by DC/AC (Trg) and will 

also be responsible for :-  

 He will assist the Inspector (Trg) in Training Branch, ensure maintenance of discipline, 

turnout and well being of the posted/attached trainers of CSJWT. He will supervise the 

functioning of Training writer. 

 He will prepare Weekly Training Programme as per approved syllabus and will be 

responsible to put it before Inspector (Trg). 

 He will conduct briefing classes for the instructors and ensure that their knowledge of the 

subjects concerned is upto date. 

 He will maintain the periodic test, Examination Register and ARCF details of the trainer 

staff. 

 He will prepare Weekly Progress Report on trainees and submit it to the Inspector 

(Training) for further action. 

 He will ensure proper running and maintenance of Training Stores. He will place demands 

for necessary items with appropriate justification. 

 He will be responsible for the management of the Demo Platoon, their discipline, well 

being and turnout. He will ensure efficient utilization of Demo Platoon. 

 He will look after the Mess, Kote entrusted to him, he will ensure correct maintenance of 

the Mess account and Kote records. 

 He will raise indents with MT for vehicles in order to collect, door or carry out tactical 

exercise for trainees. 

 He will collect leave plan of all posted/attached trainer staff at CSJWT and putup before 

Inspector (Training) 



 He will deal with all correspondences related to training and prepare draft to be put up to 

Inspector (Training). 

 He will perform the duties of Inspector(Training) in absence of the latter. 

 He will also perform assigned duties of Team Sub Inspector, deliver Lecture as assigned. 

Conduct Indoor/outdoor training exercises, carry out STB, COI, Mess SO, Day SO routine 

visit to training infrastructure, trainees related infrastructure like mess, barracks and report 

any short comings to competent authority. 

  He will carry out any other duty assigned to him by his superiors. 

 

17.14SUB-INSPECTOR (TEAM SO) 

He will perform the Instructor’s/Trainer’s duties assigned to him by DC (Trg) and Group 

Officer and will also be responsible for :- 

 He will ensure that Trainees of his team are appropriately turned out and maintain 

discipline at all times. 

 He will supervise all the trainees in the team and ensure they are punctual at 

indoor/outdoor/firing practices. 

 He will perform the duties of Butt SO keeping safety in mind. He will conduct extra firing 

for poor firers with the approval of Range Officer. He will routinely check the diary 

containing details of firing practices. 

 He will supervise participation and performance of trainees in team at physical, firing and 

outdoor exercises. 

 He will brief the Group Inspector and Group Officer of the performance of trainees in the 

team at physical, firing and outdoor exercises every day. 

 He will ensure mutual respect between Trainers and Trainees and will bring to notice of 

Group Inspector and Group Officer any incident of Indiscipline. 

 He will brief/debrief the team before/after outdoor exercises. After the conduct of outdoor 

exercise he will bring out the tactical lapses. 

 He will interact with trainees of the team about their Messing, accommodation and other 

administrative aspects on a routine manner. He will inform the same to Group Officer. 

 He will endorse application regarding damages to weapons and training aids for further 

actions. 

 He will also perform assigned duties deliver Lecture as assigned, Conduct Indoor/outdoor 

training exercises, carry out STB, COI, Mess SO, Day SO, routine visit to training 

infrastructure, trainees related infrastructure like mess, barracks and report any short 

comings to competent authority. 

 He will carry out any other duty assigned to him by his superiors. 

 

 

17.15ASSISTANT SUB-INSPECTOR (ADJUTANT) : 

 

 He will perform the duties which are specified under the supervision of DC(Adm), SM 

and SI(A).  

 He has the responsibility of proper maintenance of strength of Posted, Attached personnel, 

ensure camp maintenance, ensure camp security, food and accommodation of posted, 

attached personnel.  

 He will also perform the duties which are specified by the all officers in-addition to his 

duties briefed in Bn/GC Manual. 



17.16  Duties of Assistant Sub-Inspector (QM)-(BQM) 

 He will work directly under the orders of the QM. 

 He will assist the QM in arranging from the  GC supplies of Clothing, arms, 

ammunition, Barrack Furniture, Tentage and other Government stores required  for 

the Battalion 

 He will assist the QM in making Local Purchase of articles required for immediate use 

in the Battalion after observing due formalities. 

 He will received and issue stores only against receipt/issue vouchers after obtaining 

permission from the QM. 

 He will personally maintain all relevant Stock Legers and will ensure that the entries 

made are correct and up-to-date. 

 He will arrange verification of company records with corresponding records 

maintained in the Battalion HQr once in every year and any variation noticed should 

immediately be brought tot he notice of te QM for further action. 

 He will compare his ledger entries with corresponding entries  made in the ledgers of 

the Group Centre once a year and obtain the Verification Certificate from the Group 

Centre. 

 He will lay out all government stores before the Stock Taking Board for the annual 

verification of ground balances and will also produce all records for through checking 

and accounting by the said Board. 

 He will scrutinize all Deduction Memos received from various Coys for their 

correctness before obtaining approval of the Head of Office. 

 He will submit Quarterly Statements of Arms and Ammunition for onward 

submission to Higher office. 

 He will take open delivery of consignments found tampered with in the presence of 

Railway Authorities and record any deficiencies and damages caused to the articles. 

He will also obtain Certificate to that effect from the railway Authorities.  Thereafter 

he will arrange immediate inspection of the consignment by the Line Committee.  

 He will take adequate security measures for storage of inflammable stores and strictly 

comply with the Fire Fighting Instruction. 

 He will ensure safe custody of all Government properties kept in the Store and will 

take appropriate  measures to prevent any deterioration. 

 He will ensure that stores are kept clean and tidy at all times and are properly arranged 

along with Bin Cards. 

 He will perform any other duty entrusted to him by his superiors. 

 

 

17.17 Duties of Assistant Sub-Inspector (QM-(CQM) 

 The Coy Quarter Master ASI/GD is responsible to his Coy. Commander for the 

receipt, maintenance and issue of Arms, Ammunition, Equipment stores, Clothing and 

other necessities of the Coy. His is responsible to maintain the Arms History sheet of 

the Coy.  

 He will collect the Government clothing and equipment of all men leaving the Unit 

for any reasons, men in confinement and men admitted to hospital. 

 He will be responsible to his Coy Commander for the general  cleanliness of his Store 

areas. 



 He will ensure correct maintenance of records pertaining to Coy Stores, Kit 

Inventories and account of expendable stores. 

 He will perform any other duty entrusted to him by his superiors. 

 

17.18ASSISTANT SUB-INSPECTOR (CANTEEN) : 

 

 He is responsible for all articles of charge of the Canteen according to the Stock and Dead 

Stock Register. 

 He will regularly maintain the Stock Register, Daily Sale Register(Pucca and Kuccha) 

Credit Sale Ledger, Dead Stock Register, the Daily Sale Register (Pucca) and General 

Stock Register shall be completed daily from the Daily Sale Register(Kuccha) and Daily 

Sale Register(Pucca).  

 He is responsible for all retail business transactions and for the correct deposit of money 

against sales  which should be entered n the stock and sale registers daily.  

 It will be his duty to bring to the notice of the Manager  about articles lying unsold  for 

more than six months.  

 He will inform the Manager as soon as any article is damaged or rendered unserviceable  

or unfit for sale. 

 He will invariable deposit the cash obtained from daily sales in the Treasury Chest of the 

next working day. 

 He will be responsible  for the rate list being up-to-date and the same will be hung at a 

conspicuous place in the Canteen. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

17.19ASSISTANT SUB-INSPECTOR (GO’s MESS) : 

 

 He will supervise the entire mess staff and will be responsible for the efficient working of 

the mess staff. 

 He will be responsible the General cleanliness of all the rooms and of the plate, trophies, 

etc. 

 The Organizing of service from the Bar at guest night or any other function in the mess.  

He  will detail the duties of Officers' buddy requisitioning for special occasions. 

 He will the custodian of all trophies, cutlery, Glass, Linen, Plate, etc., and for reporting of 

breakage and loss to the  Mess Secretary. 

 The Bar stock of Wines, Liquor etc., and for seeing that consumption thereof is duly 

entered by the Barman in prescribed wine stock book. 

 The safe custody of the keys of the safe and stock cupboard. 

 The maintenance of a supply of writing materials on the writing tables and vouchers for 

the supply of the same being signed by the  Mess Secretary. 

 He will responsible for prompt maintenance of   Records like Cash Book, Purchase 

formalities, stock ledgers and collection of mess dues etc. 

 He will perform any other duty entrusted to him by his superiors. 

 

 

17.20Head constable (Trainer) :- 

 



 He will work directly under the orders of the Insp/Sub-Inspector (Trg) in the institution. 

 He must set a personal example for punctuality, promptness to obey orders and should 

turn out properly and smartly 

 He will attend briefing classes regularly and will keep himself  fully acquainted with the 

latest training instructions. 

 He will ensure regular and punctual attendance of candidates earmarked for various 

Cadres and Courses. 

 He will ensure that candidates are properly dressed and fully equipped as per standing 

instructions for attending classes in different subjects. 

 He will ensure that training aids required for conducting classes on different subjects are 

available and fully utilized. 

 He will ensure proper upkeep and maintenance of all training stores / pamphlets and will 

take suitable measures to prevent damage or their mishandling 

 He will conduct Training Classes according to the approved Syllabus and Training  

Programme. 

 He will assist the Insp/Sub-Inspector (Trg.) in the institution in preparing Weekly Progress 

Reports on the trainees attending various Cadres and Courses. 

 He will perform any other duty entrusted to him by his superiors. 

 

17.21HEAD CONSTABLE (CHM) : 

 

 He will assist Insp/SI(Adm) in maintaining discipline and proper turn out of personnel.  

 He will report immediately to Insp/SI (Adm) at any time of the day or night on any serious 

breach of discipline or irregularity.  

 He will be responsible for work, conduct and morale of the personnel. 

 He will ensure meticulous compliance of orders. 

 He will ensure that all other Rank punctually turn up at evening Roll Calls and that orders, 

if any, are read out and fully explained to all those present. 

 He will exercise close watch over the men detailed on staff duties like office runners, 

control room duty etc and arrange for their rotation from time to time as order by Insp/SI 

(Adm) or superiors. 

 He will personally maintain the Daily Parade Statement and will keep correct records of 

all arrivals. 

 He will report cases of indiscipline promptly to the Insp/SI (Adm). 

 He will depute Under Officers to conduct punishment drill and extra fatigue by the 

Defaulters who have been awarded such punishment in the Orderly Room. 

 He will perform any other duty entrusted to him by his superiors.  

 

17.22Head Constable (Storeman):-  

 He will assist the Insp./SI(QM)  in the maintenance of the respective stores. 

 He will go through with the Store instructions. 

 He should have good knowledge  about the preservatives. 

 Any damage notice by him to the Stores will be promptly reported to the Dy. Commandant 

(Adm) concerned through the respective ASI/QM or Insp/QM 



 He will arrange articles in the store as directed by the Insp./ASI/QM  and will responsible 

for the cleanliness of the store. 

 He will obey all the orders of the Store in-charge. 

 He will perform any other duty entrusted to him by his superiors.  

 

 

17.23Head Constable(Canteen) 

 He will arrange articles in the show room and store room as directed by the Canteen ASI  

and will responsible for the cleanliness of the Canteen and well articles therein. 

 He will be responsible to affect sales of all items of food and drink maintained by the Wet 

Canteen against coupons only. 

 He will sell the Dry /wet canteen items against cash payments and will ensure that he  is 

correctly accounted for. 

 In dealing with customers, he will maintain “Aye One” discipline and be polite. 

 He will obey all the orders of the Canteen in-charge. 

 He will have not private dealing with contractors or customers and will not issue or sell 

items to unauthorized persons. 

 

17.24Constable (Trainer) :- 

 

 He will directly work under Inspector/SI (Training). 

 He will assist to Head Constable/Trainer in training/during indoor/outdoor classes. 

 He will perform the duties of Head Constable trainer in absence of Head Constable 

Trainer. 

 He must set a personal example for punctuality, promptness to obey orders and should turn 

out properly and smartly. 

 He will attend briefing classes regularly and will keep himself  fully acquainted with the 

latest training instructions. 

 He will perform any other duty entrusted to him by his superiors. 

 

17.25Constable(QM Writer) :- 

 The Constable (QM writer) of institution will attend to the board duties as indicated in 

paragraphs 1.13 (ix) of the provisioning manual.  

 The Particular duties of QM writer would be allotted by the respected in-charge.  

 

17.26Constable(Residential Police) :- 

 He will perform duties as enumerated at Para-5.3of GC & Bn officers manual.   

 He should have a keen sense of duty and efficient in intelligence work and be strict 

disciplinarians. 

 He will work under the orders of the Assistant Commandant (Adm) / CC (Bldg) / 

Quarter Master. 

 He will be correctly dressed at all times.   



 He will be in proper uniform while on duty and will wear prescribed arms band with 

brass letters “R.P” and carry the Central Reserve Police Force cane. 

 

 The Regimental Police sentry will be on duty from reveille to retreat in the Lines and 

during cinema hours in the ‘Bazaar’ and the Cinema.   

 He will be in the Railway Station during the train timings. 

 

 

Presiding Officer : …………………………………………. 

  B.K.Sharma, DIG (Org)Dte 
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