
OFFICE OF THE GOVT.G.D. JAIN HIGHER SEC. SCHOOL MORENA, DISTT. MORENA
(M.P.)

Principal G.D. Jain H.S.School, Morena

Principal

Teaching Staf Shiksha Karmi Grade - 1 None Teaching Staf

Lecturer

U.D.T.

L.D.T.

Shiksha Karmi Grade – 2 Accountent

L.D.C.

Peon



1. B FUNCTIONS AND DUTIES OF EACH UNIT OF THE OFFICE (1 TO 2 PAGE) 

S.No. Unit/ Section Functions performed 
1- Administrative Section principal Hold on School & Staff 

2- Accounts ns;d] esMhdy ,oa nok Dykseksa dk vkgj.k ,oa forj.k] ns;d
rS;kj djuk] dS”kcqd la/kkj.k ,oa jftLVj rFkk lsok
iqfLrdkvksa dk la/kkj.k 

3- Stores LakLFkk ds mi;ksx gsrq lkexzh dk Hk.Mkj.kA 

4- Record Room ;s fodYi] dk;kZy;hu fjdkMZ gSA 

5- Others, if any (Give Complete detail of ech
unit/ section) 

Exam. Games 



Work Distribution order of each officer can be updated and put in the following format. U/S/4.1(b) (ii) 

S.No. Name Designation Remuneration Duties 
1- Jh nkÅn;ky xks;y Ikzkpk;Z 18227 Ikz”kklfud ,oa “kS{kf.kd dk;Z

2- Jh d`”.kdkUr xkSre O;k[;krk 16530 “kS{kf.kd] cksMZ ijh{kk ,oa lwpuk ds vf/kdkj
3- Jh eqUuk flag rksej O;k[;krk 14094 “kS{kf.kd ,oa jlk;u izk;kSfxd dk;Z
4- Jh lquhrk dqekj ipkSjh O;k[;krk 14110 “kS{kf.kd] HkkSfrd izk;ksfxd ,oa Ik;kZoj.k dk;Z
5- Jh f”koukFk izlkn “kekZ O;k[;krk 13529 “kS{kf.kd ,oa Lfkkuh; ijh{kk dk;Z
6- Jherh laxhrk flag f'k-dz- 1 4760 “kS{kf.kd dk;Z
7- Jh jkeizdk”k nqos f'k{kd 13224 “kS{kf.kd dk;Z
8- Jh v”kksd dqekj dqyJs’B f'k{kd 13224 “kS{kf.kd jsMdzkl] LdkmaV dk;Z ,oa laLFkk dh

Nk=o`fRr dk;Z
9- Jh xkSjh”kadj JhokLro f'k{kd 13224 “kS{kf.kd ,oa dzhMk dk;Z
10- Jh fouksn dqekj tSu f'k{kd 12920 “kS{kf.kd ,oa “kkyk fodkl dk;Z 
11- Jherh “kkjnk fldjokj f'k{kd 12920 “kS{kf.kd dk;Z
12- Jh uoy flag ;kno f'k{kd 12615 “kS{kf.kd dk;Z ikyd f”k{kd la?k 
13- Jherh izfeyk lsaxj f'k{kd 12615 “kS{kf.kd dk;Z ,oa H.W.B. xkbM 
14- Jh ,Ufksl ,Ddk f'k{kd 9265 “kS{kf.kd dk;Z
15- dq- vpZuk flag ;kno f'k-d- 2 3808 “kS{kf.kd dk;Z
16- Jherh vferk lDlsuk f'k-d- 2 4114 “kS{kf.kd ,oa ckW;ykWth izk;ksfxd dk;Z
17- Jh fo”oEHkj n;ky d”;Ik l-f”k-fo- 3311 Ikz;ksx “kkyk lgk;d]cqd cSad ,oa iqLrdky;

izHkkjh
18- Jh gfj’k pUnz tSu x.kd 10440 dk;kZy;hu dk;Z
19- Jh jkts”k dqekj “kekZ Lgk-xzsM- 3 5829 dk;kZy;hu dk;Z
20- Jh HkxosUnz iky flag lgk-xzsM- 3 4277 fuyfEcr 
21- Jh lwjr jke “kekZ Hk`R; 6190 lQkbZ ,oa ikuh O;oLFkk 
22- Jh jkds’k dqekj tSu Hk`R; 6190 lQkbZ ,oa ?kaVs ctkus dk dk;Z
23- Jh ukgj flag Hk`R; 6190 lQkbZ ,oa pkSdhnkj 
24- Jh deykd`’.k frokjh Hk`R; 5137 dks"kky; eSafltj] lQkbZ ,oa Mkd dk;Z



3- Decision Making process in Graphic from (one page) U/S/4.1 (B) (ii) 

S.No
.

Initiating File Dealing Staff And
the Section

Channels Officers
handling the file

Decision Making
authority

Supervisory
Authority Officer to
whom accountable

1-
v-
c-
l-
n- 
b-
Q-
2-
v-
c-
3-
v-
4-
v-
5-

Jh gfj”kpUnz tSu           x.kd
Yks[kk d{k                &&^^&&
IksU”ku                   &&^^&&
xzsP;qVh                  &&^^&&
lsokfuòfRr vodk”k       &&^^&&
esMhdy                 &&^^&& 
;k=k ns;d               &&^^&& 
LkekU; Hkfo’; fof/k        &&^^&&
,oa foHkkxh; Hkfo’; fof/k 
ctV ,oa ekfld O;; Ik=d 
LFkkiuk fØ;kdyki] P.B.Fund fofo/k 
Jh jkts”k dqekj “kekZ fyfid 
vkod tkod] Vh-lh- dk;Z] izos”k dk;Z 
fo/kkulHkk 
Jh v”kksd dqyJs’B f”k{kd 
laLFkk Nk=o`fRRk;ka jsMdzkl] LdkmV 
Jh d`’.kdkar xkSre 
CkksMZ ijh{kk lwpuk ds vf/kdkj
Jh f”koukFk izlkn “kekZ LFkkuh; ijh{kk

       &&^^&&
 &&^^&&
&&^^&&
&&^^&&
&&^^&&
&&^^&&
&&^^&&

Ikzkpk;Z 

izkpk;Z

izkpk;Z

izkpk;Z

izkpk;Z

izkpk;Z

izkpk;Z

ftyk f”k{kk vf/kdkjh

ftyk f”k{kk vf/kdkjh 

ftyk f”k{kk vf/kdkjh 

ftyk f”k{kk vf/kdkjh 

ftyk f”k{kk vf/kdkjh 

ftyk f”k{kk vf/kdkjh 

ftyk f”k{kk vf/kdkjh 



6-

7-

8-

9-

10-

11-

12-

13-

Jh jkeizdk”k nqos
Ladqy Nk=o`fr 
Jh xkSjh”kadj 
LiksVZl dk;Z
Jh fouksn tSu 
“kkyk fodkl 
Jh fo”kEcj n;ky d”;Ik 
cqd cSad o iqLrd izHkkjh 
Jh lquhrk dqekj ipkSjh 
i;kZoj.k HkkSfrd “kkL= izk;ksfxd dk;Z
Jh eqUuk flag rksej 
jlk;u izk;ksfxd dk;Z ,oa 
“kS{kf.kd dk;Z
Jh uoy flag ;kno 
Ikkyd f”k{kd la?k 
“kS{kf.kd dk;Z
Jherh vferk lDlSuk 
“kS{kf.kd dk;Z ,oa tho foKku 
izk;ksfxd dk;Z

izkpk;Z ftyk f”k{kk vf/kdkjh 



(4) (A) Time norm. if decided by the organization. 
1- ys[kk dk;Z                     & izfrekg ,oa izLrqrhdj.k ds ,d ekg ds vanj A 

2- isU”ku                         & izLrqrhdj.k ds ,d ekg ds vUnj A 

3- lsok fuof̀Rr vodk”k            & ,d ekg ds vUnj A 

4- xzsP;wVh                        & vkns”k izkfIr ds 10 fnu ds vUnj A 

5- esMhdy                       & caVu izkIr gksus ij 15 fnu ds vUnj A 

6- ;k=k ns;d                    & caVu ds izkIr gksus ij 15 fnu ds vUnjA 

7- lkekU; Hkfo’; fof/k            & foHkkxh; Lohd`fr izkfIr ds 8 fnu ds vUnjA 

 
(4) (B) Quality Norms, if Decided by the Organisation. 

                 mijksDrkuqlkj A 

(4) (C) Quality target, for the office work to be done in the year. 

LkeLr Lohd`r dk;Z le; lhek ds vUnj fu.khZr fd;s tkrs gSaA 

5- List of Acts, Rules, Regulations Manuals, Circulars related with the functioningh of Office
Constituting the Organization.



(Original text to be given in electronic form ) U/S/4.1(b) (V)

Acts f'k{kk lafgrk A 

Rules foHkkxh; Hkfo’; fof/k] lkekU; Hkfo’; fof/k] ;k=k] ns;d] osru fu/kkZj.k] vodk”k fu;eA 

Regulation
s 

-- Nil -- 

Manulas --Nil-- 

Circulars ljD;wyj laca/kh Qkby gSA 

6 - Statement of Various categories of Documents held by it or under its control U/S/4.1 (b) (vi)



S.No
.

Name of Document Kind of Document like
Microfilm, Register,

Nature and Content of
Document

Duration of
Records

1-

2-

3-

4-

5-

6-

7-

8-

9-

10-

11-

12-

13-

14-

is foy 

dS'k cqd 

mifLFkr jftLVj 

Nk=o`fRk jftLVj 

Ykksdy dS”k cqd 

“kkyk fodkl jftLVj 

LVkWd jftLVj 

Tkh-vkbZ-,l- ,oa th-ih- ,

Q- Mh-ih- ,Q- ih VsDl

ijh{kk Ik=d 

ijh{kk i=d 

izos'k iath] izos”k Qkby 

Lskok iqfLrdk 

foy jftLVj 

psd jftLVj 

ch-Vh- oha- cqd 

osru vfHkys[k 

vkgj.k ,oa forj.k laca/kh jftLVj 

deZpkjh ,oa Nk= mifLFkr jftLVj 

Nk=o`fr laca/kh ys[kk jftLVj 

LFkkuh;] fof/k jftLVj 

“kkyk fodkl laca/kh jftLVj 

LeLr LVkWd ys[k 

deZpkfj;ksa ds osuhfQV ys[ks 

Ykskdy ,oa cksMZ ijh{kk jftLVj 

“kkyk izos”k jftLVj 

deZpkfj;ksa dk lsok vfoys[k iqfLrdk

ns;dksa dks fjdkMZ 

dkS'kky; ls izkIr psdksa dk fjdkMZ

ns;d dkS”kky; Hkstus dh fdrko 

Oskru laca/kh tkudkjh 

leLr vkgj.k laca/kh 

Tkudkjh Nk=ksa ,oa deZpkfj;ksa 

Nk=o`fr tkudkjh 

LFkkuh; “kqYd fooj.k 

“kkyk ds fodkl laca/kh 

“kkyk ds LVkWd laca/kh tkudkjh 

deZpkfj;ksa dh tkudkjh 

ijh{kk ,oa Qhl tkudkjh 

Ek/;@gkbZ Lrj 

deZpkfj;ksa dk lsok vfoys[k 

ns;dksa dk fjdkMZ

dkS'kky; ls izkIr psdksa dk fjdkMZ 

ns;d dkS”kky; Hkstus dh fdrkc

ges'kk A 

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A

ges'kk A 

ges'kk A

7- I – Statement of Consultativecommittees in which public representative are members including U/S/4.1 (b) (vii) 



S.
No.

Name of
the

Committee

Copy of the
Orders/

Circulars

Funcions Members Duties
and

responsib
ilities

Accessi
bility of
minutes

for
1- ikyd f”k{kd

la?k 

For Formation laLFkk  esa  fodk”k  dk;Z

Nk=  mifLFkr  Nk=

dY;k.k f”k{kd mifLFkr

dk fu;erh dk;Z ,oa iw.kZ

djukA 

1- Jh txnh”k flag c/ksy

2- Jherh “k”kh M.MkSfr;k

3- Jh nkÅn;ky xks;y

4- Jherh yhykckbZ

5  Jherh mfeZyk jkBkSj 

6- Jh txnh’k izlkn “kekZ

7- Jh usrjke ekgkSj 

8- Jh gfjvkse xks;y 

9- Jh jkevkSrkj ekgkSj 

10- Jh ,e-,l- rksej

11-  Jh  xkSjh”kadj

JhokLro

12- Jh lkSjHk jkBkSj

v/;{k 

mik/;k;

izkpk;Z

lnL; 

lnL; 

lnL; 

lnL; 

lnL; 

lnL; 

lnL; 

lnL;

Nk=lnL;

laLFkk esa

fodk”k

dk;Z] fo|

ky;

fu;ferrk]

f”k{kdksa dh

O;oLFkk

fuekZ.k dk;ZA

izR;sd ekg

esa

vko”;d

rkuqlkj

ehfVax 2 ?

kaVs dh

gksrh gSA 



II – Proceeding, Munutes of he Meeting (Copy to be made available and be given in the electronic
form with hypertext link)

izksflfMax jftLVj la/kkfjr gS A



8 – I Name of the Board, Council, Commitees etc. including members and their qualifications.
(Original text to be give in electronic form ) U/S/4.1 (b) (viii)

la- laLFkk dk uke lnL;ksa ds uke ;ksX;rk 
1- ikyd f”k{kd la?k “kk0 th0 Mh0tSu

gk;j lsd.Mjh Ldwy eqjSuk e0iz0 

1- Jh txnh”k flag c/ksy      v/;{k

2- Jherh “k”kh M.MkSfr;k      mik/;

{k  

3- Jh nkÅn;ky xks;y izkpk;Z  lfpo

4- Jherh yhykckbZ            lnL; 

5- Jherh mfeZyk jkBkSj        lnL; 

6- Jh txnh”k izlkn “kekZ     lnL; 

7- Jh usrjke ekgkSj           lnL;

8- Jh gfjvkse xks;y          lnL; 

9- Jh jkevkSrkj ekgkSj         lnL; 

10- Jh ,e-,l- rksej          O;k-ln-

11- Jh xkSjh”kadj JhokLro     f”k-

ln-

12- Jh lkSjHk jkBkSj          Nk= ln-

gk;j lsd.Mªh

fefMy ikl 

,e-,l-lh-ch-,M- ¼jlk;u “kkL=½

d{kk ikWp 

d{kk ikWp 

fefMy 

d{kk ikWp 

gk;j 

d{kk ikWp 

,e-,l-lh- ¼jlk;u “kkL=½

ch-,- oh-Vh- 

X;kjg ¼v½



II – Order of the formation. (Original tex to be given in electronic form and to be hyper linked ) :- 

--Nil--

III- Charter/Memorandum of Aricles of Association. (Original text to be given in electronic form and to be hyper
       linked :- 

izR;sd ekg esa vko”;drkuqlkj ikyd f”k{kd la?k dh ehfVax gksrh gSA

V – Govt. Instruction for the in which meeting will be conducted . (Original text to be given in electronic form and
       to be hyper linked) :- 

-- Nil --

V – Whether open public or not :- 

EkhfVax dh izksflafMax ,oa vU; vfHkys[k voyksdu gsrq miyC/k gSA

VI- Availability of the proceedings/minutes of the last meeting . (Original text to be given in electronic form and
to 
        be hyper linked):- 

nksigj 2 cts ls 4 cts rd A



9- Directory of the Officers and employees (to be linked with treasury data bank) U/S/4.1 (b) (ix) 
S.No

.
Name Designation Address & Contect No. if any

1-
2-
3-
4
5-
6-
7-
8-
9-
10-
11-
12-
13-
14-
15-
16-
17-
18-
19-
20-
21-
22-
23-
24-

Jh nkÅn;ky xks;y 
Jh d`’.kdkar xksre 
Jh eqUuk flag rksej 
Jh lquhr dqekj ipkSjh
Jh f”koukFk izlkn “kekZ
Jherh laxhrk flag
Jh jkeizdk’k nqos 
Jh v”kksd dqekj dqyJs’B 
Jh xkSjh”kadj JhokLro 
Jh fouksn dqekj TkSu 
Jherh “kkjnk fldjokj 
Jh ucy flag ;kno 
Jherh izfeyk lsaxj 
Jh ,UFkzsl ,Ddk 
dq- vpZuk flag ;kno 
Jherh vferk lDlsuk 
Jh fo”kEHkj n;ky d”;Ik 
Jh gfj”k pUnz tSu 
Jh jkts”k dqekj “kekZ
Jh HkxorsUnz iky flag 
Jh lwjr jke “kekZ
Jh jkds”k dqekj tSu 
Jh ukgj flag 
Jh deykd`’.k frokjh 

izkpk;Z
O;k[;krk 
O;k[;krk 
O;k[;krk 
O;k[;krk 
f'k-d-1
f”k{kd
f”k{kd
f”k{kd
f”k{kd
f”k{kd
f”k{kd
f”k{kd
f”k{kd
f”k-d- 2
f”k-d- 2
l-f”k-fo-
x.kd 
,y-Mh-lh-
,y-Mh-lh-
Hk`R; 
Hk`R; 
Hk`R; 
Hk`R; 

:bZ dh e.Mh] eqjSuk 
C/o Jh dkyhpju ckafny] Jhjke dkWyksuh nRRkiqjk] eqjSuk 
PEcy dkWyksuh ds ihNs uoksn; dkWyksuh eqjSuk 
CF 1 pEcy dkWyksuh eqjSuk 
U;w dkWyksuh jkeuxj QkVd ckgj eqjSuk 
C/o Jh ,e-ds- xks;y Vsuh iIiw dk ckM+k nRriqjk eqjSuk 
C/o Jh lqjs”k dqekj mik/;k; ds”ko dkWyksuh uSukx<+ jksM eqjSuk 
LkqHkk’k uxj jsYos LVs”ku ds ikl eqjSuk 
f'k{kd dkWyksuh jkeuxj eqjSuk 
ekepUnz dh pDdh ds ikl nRRkiqjk eqjSuk 
e-ua- 99 xka/kh dkWyksuh eqjSuk 
xkao uans dk iqjk] cMks[kj eqjSuk 
C/o f”ko izlkn flag rksej jktw gksVy ds cxy esa ,-ch- jksM eqjSuk 
M.I.G.751  U;w gkWmflax cksMZ dkWyksuh eqjSuk 
fnus'k esMhdy LVkslZ ;kno Hkou ,e-,l- jksM eqjSuk 
C/o Jh vks-ds lDlsuk jkWBh Dyhfud ds ihNs eqjSuk 
tSu eafnj ds ihNs eqjSuk 
C/o MkW- eqjkjhyky feRry “;ke chfM;ksa ds lkeus ihiy okyh ekrk eqjSuk 
xksiky iqjk eqjSuk 
vkeiqjk eqjSuk 
vxzoky larj nRriqjk eqjSuk 
tSu eafnj ds ihNs] eqjSuk 
fla?ky oLrh eqjSuk 
tkSjk [kqnZ eqjSuk 



10- Monthly remuneration and Compensation ( to be linked with treasury data Bank (U/S/4.1 (b) (x) 
S.No

.
Name Remuneration Compensation

1-
2-
3-
4
5-
6-
7-
8-
9-
10-
11-
12-
13-
14-
15-
16-
17-
18-
19-
20-
21-
22-
23-
24-

Jh nkÅn;ky xks;y 
Jh d`’.kdkar xksre 
Jh eqUuk flag rksej 
Jh lquhr dqekj ipkSjh
Jh f”koukFk izlkn “kekZ
Jherh laxhrk flag
Jh jkeizdk’k nqos 
Jh v”kksd dqekj dqyJs’B 
Jh xkSjh”kadj JhokLro 
Jh fouksn dqekj TkSu 
Jherh “kkjnk fldjokj 
Jh ucy flag ;kno 
Jherh izfeyk lsaxj 
Jh ,UFkzsl ,Ddk 
dq- vpZuk flag ;kno 
Jherh vferk lDlsuk 
Jh fo”kEHkj n;ky d”;Ik 
Jh gfj”k pUnz tSu 
Jh jkts”k dqekj “kekZ
Jh HkxorsUnz iky flag 
Jh lwjr jke “kekZ
Jh jkds”k dqekj tSu 
Jh ukgj flag 
Jh deykd`’.k frokjh 

18227
16530
14094
14110
13529
4760
14318
13224
13224
12920
12920
12615
12615
9665
3808
4114
3311
10440
5829
4277
6190
6190
6190
5037

-- Nil --

-- Nil --

-- Nil --

-- Nil --

-- Nil --

-- Nil --

-- Nil --



11- Programmes and beneficiaries U/S/ 4.1 (b) (xii) 
S.No
.

Budget Head Name of work Year Allocation Expenditure 

 1- Ekkax la[;k        77 
vk;kstusRrj 
eq[; “kh’kZ       2202
mi “kh’kZ         02
fuEu “kh’kZ       109
Ldhe dksM      581

1- “kk- th-Mh-tSu m-
ek-fo- LVkQ dk
osru HkRrs 

2006-07 2592285.00 2048963.00

2- Ekkax la[;k        81
Uxjh; fudk;ksa dks 2202
foRrh; lgk-
lkekU; f”k{kk 02
ek/;fed f”k{kk 191
ek/;fed f”k{kk ds fy;s 
LFkkuh; fudk;ksa dks lgk- 2669
LFkkuh; fudk;ksa dks dks’k.k 
vuqnku xzkeh.k ,oa “kgjh & 14 
vkfFkZd lgk-@ lgk;d vuqnku
vk;stusRrj 

1- f”k{kk dehZ oxZ
1 o 2 dk osru
Hkqxrku 

2006-07 98800.00 25792.00



12 – Programmes and Beneficiaries U/S/4.1 (b) (x)

A -  List of Programmes (in electronic form)
B - Norms for selection of the beneficiary (original text of the circular to be given in electronic form)
C- Detailed Information.

S.No
.

Name of the Programme Adiministrative
Department 

Year Amt. Allocated No. of
Beneficiaries 

1-

2-

3*-

4-

jkT; Nk=of̀r vuq-tkfr 

jkT; Nk=of̀RRk fiNMk oxZ

iksLV eSfVªd Nk=o`fRr vuqtkfr 

iksLV eSfVªd Nk=o`fRr fiNMk 
oxZ

vk-tk-d-foHkkx 

vk-tk-d-foHkkx

vk-tk-d-foHkkx

vk-tk-d-foHkkx

2006-07

2006-07

2006-07

2006-07

199980.00

211880.00

43820.00

23420.00

774
820
97
131



13- List of the Recipients and nature of Concession U/S/4.1 (b) (xiii) 

S.No
.

Name of Concession Name Address Year Kind of
Support of
Concession

Approximate
value

---------------- Nil 

   Nil 

Nil 

Nil 



14- Information Available in the Office (Link with Item 6) U/S/4.1 (b) (xiv)

S.No
.

Categories Hrd Copy Electronic Form

1-

2-

3-

4-

5-

6-

v/;kid laca/kh leL;k 

Nk= fgr laca/kh 

foRrh; dk;Z laca/kh 

“kkyk fodk”k laca/kh 

Nk=ksa dh chek laca/kh 

LkeLr izdkj ds vfHkys[k laca/kh lwpuk,sa 

gkW

gkW

gkW

gkW

gkW

gkW

------------

------------

------------

------------

------------

------------



15- Facility Available (Library, Public Counter etc.) to Citizen for Information U/S/4.1(b) (xv)

S.No
.

Facility Name of Incharge Duration of Opening
(Time to be given) 

Contact No.
Telephone 

1 fo|ky; laca/kh leLr izdkj dh
lwpuk,sa 

1- jkts”k dqekj “kekZ
fyfid 

Nksigj 2-00 cts ls
5-00 cts rd 
VsyhQksu 250761

fo|ky; 



1. B Functions and duties of each unit of the Office (1 to 2 page) 

S.No
.

Unit/Section Functions performed 

1- Administrative Section Principal Hold on School & Staff 

2- Accounts ns;d] esMhdy ,oa nok Dykseksa dk vkgj.k ,ao forj.k] ns;d rS;kj djuk]
dS”kcqd la/kkj.k ,oa jftLVj rFkk lsok iqfLrdkvksa dk la/kkj.k 

3- Stores LakLFkk ds mi;ksx gsrq lkexzh dk Hk.Mkj.kA 

4- Record Room ;s fodYi] dk;kZy;hu fjdkMZ gSA 

5- Others, if any (Give Complete
detail of ech unit/section) Exam. Games 



17- Any Other Information in Citizen related Facilies U/S/4.1 (b) (xvii) 

Principal
Govt. G.D. Jain Sec. School

Morena (M.P.)


