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OFFICE ORDER 

Sub:- Duties and Responsibilities of Estate Managers and Officials/Staff members 

posted in various Industrial Areas/Estates of DSIIDC. 

Vide Office order No. 63. DSIIDC/XII-C/2/Estt./469 dated 26.11.202 1 issued 

by Personnel division, for effective management of the Industrial areas/ Estates/FFCs,

the Estate Management divisions of DSIIDC have been restructured and Estate 

Managers and allied Officials/Staff members have been posted. 

In this connection, the duties & responsibilities of newly posted Estate 

Managers, allied Officials/Staff members in various Industrial areas/Estates/Flatted 

Factory Complexes as well as that of the concerned Executive Engineers are as 

under 

(1) Duties & Responsibilities of Estate Manager 

1. Maintenance of Property Database 
the 

The Estate Managers shall maintain a database of all the 

allotted/unallotted/vacant properties located in Industrial Area/Estate/Flatted 

Factory Complexes etc. under their jurisdiction. The database should include 

size & dimension of property, details of allottee(s), purchaser(s), occupant(s) 

and tenant(s) such as name, name of firm/unit, address, contact no., mail id 

etc., rental/leasehold/freehold status and details of corresponding industrial 

activity(s) at the premises. The said details should be updated at least every 

three months. 

2. OveralI Supervision of Estate 
The Estate Manager shall be responsible for overall supervision of the 

Industrial Area/Estate/Flatted Factory Complexes etc. The supervisory 

activities inter alia include following: 

i) Periodic Survey of units- Every property in the area should be surveyed 

at least once every 3 months to identify violation(s) if any, of the terms & 

conditions of allotment/license/lease including but not limited to the following 

and reporting the same to concerned land/lease management division for 

appropriate action:- 

Sub-letting at the properties in the Industrial Area/Estate/Flatted 

Factory Complexes etc. 



Running of any non- permissible activity(s) in violation of the terms of 

allotment/license/lease or Master Plan of Delhi as amended from time 
to time. 

To identify instances of unauthorized sale of property by allottee/lesse 

(barring freehold properties). 

Encroachment on Govt. land, unauthorized construction/ unauthorized 

partition/amalgamation. 

(11) Lnspection on request of Land Management Division: The Estate 
Manager shall inspect & submit a detailed report of any unit/premises as and 

when demanded by the concerned Divisional Manager/Chief Manager. Such 

inspection shall be carried out jointly with either Executive Engineer or 

concerned AEE/AE/JE as his representative. The inspection report shall be 

submitted duly signed by Estate Manager, Executive Engineer/Assistant 

Executive Engineer/Assistant Engineer. 

(ii) Identification & Removal of Encroachment from Govt, Land:- Estate 

Manager shall report instance(s) of encroachment on Govt. land to the 

concerned Executive Engineer for providing details of such encroachment(s) 

viz. dimension, area, duration etc. The said details will be forwarded to the 

concerned land/lease management division by the Estate Manager for levy of 

penal charges (as applicable) on the allottee(s)/lessee(s)/purchaser(s). The 

concerned Executive Engineer shall simultaneously arrange for removal of 

such encroachment(s) with prior consent of the Competent Authority. 

(iv) Handingover/Takingoverof Phyvsical Possession 
The Estate Managers shall handover/takeover as the case may be and 

whenever required, the physical site possession of the properties 

located in Industrial Area/Estate/Flatted Factory Complexes etc. under 

his jurisdiction. The concerned Executive engineer will provide all 

technical support to the Estate Manager. 

The Estate Managers shall maintain a separate database of all the 

vacant/unallotted/cancelled properties located in Industrial 

Area/Estate/Flatted Factory Complexes etc. under his jurisdiction. The 

Estate Manager shall be responsible for keeping possession/custody of 

all such vacant/unallotted properties. 

In respect of cancelled properties, where eviction has not been barred 

by any order of Competent Court/Tribunal/Quasi Judicial Authority 

etc. the Estate Manager with prior consent of reporting/higher 
authorities will initiate and take over the possession of the property as 

per the prescribed procedure/guidelines. 



3. Recovery of outstanding dues: 
1) The Estate Managers shall maintain a database of outstanding Ground 

Rent, Maintenance/Service charges in r/o all the allotted/unallotted/vacant 

properties located in Industrial Area/Estate/Flatted Factory Complexes 

etc. under his/her jurisdiction. 

2) The Estate Manager should ensure timely recovery of Ground Rent, 

Service charges, Subletting charges (if any), penal charges (wherever 

applicable) etc. from the allottee(s)/ purchaser(s) /occupant(s) of industrial 

plots/Sheds/FFC unit. For said purpose, he/she shall obtain details of upto 

date outstanding Ground Rent, Maintenance/Service Charges from 

concerned Associate Finance at least once every three months and issue 

demand letters to the allottee/lessee/purchaser for ensuring recovery of the 

of non-payment of dues/charges by The instances same 
allottee(s)/purchaser(s)/occupant(s) even after repeated reminders should 

be brought in the knowledge of reporting/higher authorities for 

appropriate action. 

The Estate Manager may be entrusted with any other duties/responsibilities as 4. 

per requirement from time to time. 

2) Responsibilities and Duties of Executive Engineer 

1. Technical Support to Estate Manager: 
The concerned Executive Engineer of the Industrial Area/Estate/Flatted 

Factory Complexes etc. shall provide all technical support to the Estate 

Manager as and when required. Such technical support shall include but not 

limited to 

1) Measurement of area & dimensions of plot/sheds. 

2) Measurement of encroachment on Govt. land. 

3) Study of building layout plans for assessing encroachment on Govt. 

land/unauthorized construction/amalgamation/partition. 

4) Inspection & submission of report of unit/premises jointly with Estate 

Manager as and when demanded by the concerned Divisional 

Manager/Chief Manager. 

5) Handing Over/Takingover of physical/onsite possessioon of 

plots/sheds/FFCs unit etc. 

Removal of Encroachment on Govt. Land: 2. 

The concerned Executive Engineer request of Estate on 

Manager/Divisional/Chief Manager should arrange for removal of 



encroachment(s) on Govt. land located in the Industrial Area/Estate/FFC under 

his jurisdiction with prior consent of the Competent Authority. 

3. To take all Air/Water pollution mitigation measures.

4. Other allied works in Industrial Area/Estate/FFC complex: -
The concerned Executive Engineer shall inter alia be responsible for 

following 

lo monitor the adherence of emission norms prescribed by DPC©C or 

Industrial 
other agency(s) by Industrial units in the 

any 
Area/Estate/FFC. 

Demarcation of plots, preparation/amendment of maps/layout plans of 

Areas/Estates and all associated works pertaining to its approval from 

concerned MCD or DDA or any other authority as the case may be. 

Protection of vacant plots ,open space, parks etc. from encroachment 

by way of proper fencing wire or boundary wall with proper sign 

boards thereon. 

To check and monitor activities such as road cutting, unauthorized 

parking, entry of unauthorized vehicles, digging work for laying of 

power cables and transmission lines, installation of mobile towers, 

Installation of electric substation, construction of religious structures, 

construction of temporary or permanent structure or any other 

encroachment on Govt. land and common areas etc. in the Industrial 

area/estate. The concerned executive engineer can allow any of such 

activities, if he thinks genuinely required, under intimation to the 

Estate Manager and only with prior permission/approval of Competent 

Authority and after receipt of applicable charges/dues(as the case may 

be). 

5 The Executive Engineer entrusted with any other may e 

duties/responsibilities as per requirement from time to time. 

3) Responsibilities and Duties of Manager/AG-HAG-IL posted in EM division 

1. To assist Estate Manager in day to day supervision of the Industrial 

Area/Estate/FFC. 

2. To work as field staff and ensure proper monitoring of encroachment on Govt 

land, unauthorized construction/partition/amalgamation etc. at the premises, 

non-permissible industrial activities in the estate, misuse of premises etc. and 

take remedial action as per direction of Estate Manager. 

3. To undertake any other duties assigned by higher authorities. 



(4) General guidelines 
In addition of duties/responsibilities of Estate Manager/Executive Engineer/ 

allied Staff as defined above, following general guidelines may also be followed by 

for effective management of Industrial Areas/Estates/FFCs : -

1. The site office of Estate Manager and associated staff should be set up in all 

DSIIDC Industrial areas/estates/FFCs with sufficient sitting arrangement and 

proper sign boards. 

2. The Estate Manager/associated staff should acquaint themselves with the 

industrial units/associations/allottees/occupants of the areas/estates and 

arrange periodic meetings for keeping abreast with the problems/issues faced 

by them. 

3. A field visit register should be maintained at all site offices and all the daily 

field visits should be recorded in it and verified by the Estate Manager. 

4. Unless directed otherwise, the inspection/visit to the units should be carried 

out with prior intimation of the allottee(s)/occupants(s). 

5. A proper check & monitoring shall be maintained in Industrial areas/estates in 

r/o activities such as road cutting, unauthorized parking, entry of unauthorized 

vehicles, digging work for laying of power cables, installation of mobile 

towers, construction of religious structures, temporary or permanent 

encroachment of common areas etc. 

This issues with the prior approval of Competent Authority. 

(Vijit Singh) 
Chief Manager(1EM) 

Copy for information to: 

1. PS to MD 

2. PS to ED 

3. PS to Director Finance 

4. Engineer in Chietf 

5. Chief Engineers /Chief Managers/ SE (IA) 

6. All concerned Divisional Managers/Executive Engineers 

7. DSIIDC Website for circulation 

Copy for information and compliance: -

1. All Estate Managers 


