        Work and responsibilities of Resource Persons for  MoU 2011-12 Negotiation 
The following work and responsibilities related to MoU 2011-12 Negotiation Meetings to be held from mid-January 2011, are distributed among Resource Persons of MoU Division. Review of progress will be done on daily basis.

· To receive/collect the MoU 2011-12 documents,update the summary list in Excel sheet , open files and keep them in personal custody

· To follow up with the CPSEs(holding as well as subsidiary) who have not submitted Draft MoU and request them to submit it urgently

· To prepare background material/critique on draft MoU of CPSEs(holding as well as subsidiary) and put up in file.

· To upload approved background material/critique in website http://dpemou.nic.in/ and send it to Task Force Members by e-mail

· To contact the Task Force members and appraise them about the schedule of the negotiation meetings, venue, time ,etc. and know about their travel plan

· To prepare for the meetings, attend  it , facilitate in discussions and record minutes of the meetings  right there in the venue of meeting.

· To get the minutes signed from the Convenor of the Task Force syndicate and communicate to the CPSE.

· To collect/obtain revised MoU from CPSE and then cross check it with respect to minutes of the meeting to check for  accuracy and veracity.

· To put the MoU in file for Secretary, (DPE) ‘s approval.

· To send the vetted MoU to administrative Ministry/CPSE for signing.

· To collect/obtain signed MoU from Ministry/CPSE , get it authenticated by DPEand keep it in relevant files for records and later  for Evaluation exercise.

· To ensure that  signed and authenticated MoU is scanned and uploaded in MoU website.

