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                                              ORGANIZATIONAL  SET-UP

Fuction and duties of different offices constituting the organization
                                    U/S 4.1(b) (I)
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Work distribution order of each officer can be updated and in the following format
                                                     U/S 4.1(b) (I)

S.NO. Name Designation Remuneration Duties
1. Shri Jayveer Singh Jadon Principal 14663 Principal,teaching and

management
2. Shri B.N. Tyagi Lecturer 14318 Teaching

3.
Shri S.K.Sikarwar

Lecturer 15353 Teaching

4.
Smt. Preeti Sharma

S.K.-1 4760 Teaching

5.
Shri Ajeet Verma

S.K.-1 3840 Teaching

6.
Shri Praveen Sharma

S.K.-1 3840 Teaching

7.
Shri Santosh Bansal

U.D.T 11601 Teaching

8.
Shri Ram Singh Shakya

U.D.T 13110 Teaching

9.
Smt Savitri Raj

S.K.-2 3910 Teaching

10.
Shri G.D Shivhare

P.T.I 12506 Teaching and sports

11.
Shri M.S.Tomar

Astt.Scie.teacher 11730 Teaching

12.
Shri B.L. Shivhare

Astt.Scie.teacher 9401 Teaching

13.
Shri N.U.Querreshi

Astt.Scie.teacher 9660 Teaching

14.
Shri S.L Shakya

Astt. Grade -II 8503 Ser.book&indvi.record of
employee

15.
Smt. Kalawati Bai

Peon 6137 School cleaning and other works

16.
Shri Ramesh kushwah

Peon 5912 School cleaning and other works

17.
Shri Ramji Lal

Peon 5688 School cleaning and other works

18.
Shri Jayram Solanki

Peon 5688 School cleaning and other works

19.
Shri Purushottam Shrivas

Peon 5576 School cleaning and other works

20.
Shri Prahalad

Peon 5576 Watching of the school in night
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B. Function and duties of each unit of the offices ( 1 to 2 page )

S.NO UNIT/ SECTION FUNCTIONS PERFORMED
Administrative  Section-

izkpk;Z

1-  fo|ky; izoa/ku
2-  fo|ky; dk foRrh; izoa/k
3- fo|ky; dk 'kZ{kf.kd izoa/k
4- fo|ky; dk 'kZ{kf.kd izoa/k

1 Accounts -ys[kiky

2 lgk;d xzsM II osru th-ih-,Q-th-vkbZ-,l- lsok iqfLrdk  O;fDrxr vfHkys[k

3 Stores en izHkkjh

4 Record Room en izHkkjh

5 Others if any  Give complete
details of each unit /section)

ijh{kk izos'k iqLrdky; dzhMk foKku cqdcSad LdkmV jsM dzkl  'kkyk
fodkl ]'kS{kf.kd dk;Z
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                                 Decision making process in graphic form (one page)

Initiating
the file 
dealing
staff

Channels
Officers 
handling the
file

Decision
making
authority 

Supervisory
authority
officer to
whom

                                                                  izkpk;Z             ftykf’k{kkf/kdkjh

1- Hkksfrd iz;ksx 'kkyk]Nk=o`fr                    1 Jh ch-,u-R;kxh
2- cksMZ ijh{kk] Nk=o`fr] ok;ksykth iz;ksx 'kkyk      2 Jh ,l-ds-fldjokj
3- lkewfgd ohek ;kstuk ] Nk=o`fr 3 Jh ch-,u-R;kxh
4- cqdcSad ]LdkmV xkbM 4 Jherh izhrh 'kekZ
5- foKku 5 Jh vthr oekZ
6- fuy 6 Jh izoh.k dqekj 'kekZ
7- ijh{kk yksdy 7 Jh ,l-ds-caly
8- Vh-lh-] izos'k] lkaLdf̀rd en 8 Jherh lkfo=h jkt
9- JsMdzkl 9 Jh jke flag 'kkD;
10- ih-Vh-vkbZ- ][ksy       10 Jh th-Mh- f'kogjs
11- 'kkyk fodkl       11 Jh ,e-,l-rksej
12- fu/kZu Nk=k fuf/k            12 Jh ch-,y-f'kogjs

5- (A) Time norm if decided by the organization
U/S4.14.1(b)(iii)

B) Quality norms,if decided by the organization
( C ) Quality target, for the office work tobe done in the year

izzkpk;Z dk nkf;Ro&

1- deZpkfj;ksa dks le; ij osru iznku djuk
2- deZpkfj;ksa dh leL;kvksa dk funku djuk
3- fo|ky; ds vaUrxZr dk;ksZa dk fujh{k.k djuk
4- fo|ky;hu O;oLFkkvksa dks lqfuf'pr djuk
5- le; lhek esa Nk=ksa dk ikB`;dze iw.kZ djkuk
6- Nk=ksa esa 'kS{kf.kd xq.koRrk c<kus gwrq iz;kl djuk
7- 'kS{kf.kd dys.Mj }kjk leLr xfrfof/k;ksa dks lEikfnr djkuk
8- flVhtuk pkVZj ykxw djuk
9- leLr ijh{kkvksa ,oa okf"kZd ijh{kk ifj.kke le; lhek esa ?kksf"kr djuk A
10- 'kkyk R;kx izek.k i=ksa dks vkosnu izkIr djus ds nks fnu ckn iznku djuk A
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5- List of Acts, Rules,Regulations , Manuals, Circulars relate with the
functioning of officer constituting the organisation. ( Original text to be
                       given in electronic form) U/S 4.1(b)  (v)

Acts
Rules 
Regulations
Manuals
Circulars

e-iz- 'kklu f'k{kk foHkkx }kjk fu/kkZfjr f'k{kk lafgrk esaas vafdr ,DV] fu;e
vkSj budks fdz;kfUor djuk rFkk muds vuqlkj dk;Zokgh djuk A
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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,boo
k

Nature and content of documen Duration
of records

1 2 3 4 5
1. izos'k iath] Vh-lh jftLVj MqIyhdsV Vh-lh-izzos'k vkosnu
2. ijh{kk vfHkys[k jftLVj fofHkUUk fo"k;ksa ds vad vafdr djuk
3. LVkd iath LVkd jftLVj fofHkUu lkexzh dk ys[kk tks[kk j[kuk
4. iqLrdky; LVkd jftLVj iqLrdks vkfn dk yss[kk tks[k j[kuk
5. LdkmV LVkd jftLVj ys[kk tks[k j[kuk
6. jSMdzkl LVkd jftLVj ys[kk tks[k j[kuk
7. DzhMk LVkd jftLVj LFkkbZ lkexzh dk j[k j[kko
8. lsokvfHkys[k jftLVj jftLVj }kjk j[k j[kko izkjHHk lss
9. th-ih-,Q jftLVj deZpkfj;ksa ds th-ih-,qqQ dk j[k j[kko izkjHHk lss
10. th-vkbZ-,l jftLVj deZpkfj;ksa ds th-ih-,qqQ dk j[k j[kko
11. dS'k cqqd jksdM cgh osru vkfn ds vk; O;; dk j[k j[kko 1986
12. yksdy cqd dSS'kcqd vk; O;; dk ys[kk tks[kk 1985



izkpk;Z 'kkldh; dU;k mPprj ek/;fed fo|ky; dSykjl ftyk eqqjSuk e/; izzns'k

7-I. Structure of consultative committees in which public representatives are
members including

v& e-iz- 'kklu }kjk fu/kkZj.k fd;s x;s ikyd f'k{kd la?k lfefr dk xBu

c& izca/k lfefr dk xBu

1- lfefr dk uke & ikyd f'k{kd la/k

2- fu;e & ikyd f'k{kd la/k iath;u dzekad Xokfy;j@02@44@06@09802@05@fnukad 26-8-05

3- dk;Zfu?kkZj.k & fo|ky; esa 'kZ{kf.kd okrkoj.k lq/kkjus esa izpk;Z dk lg;ksx Nk=ksa dh leL;kvksa dk fujkdj.k

         'kkyk esa 'kr izfr'kr Nk=ksa dh mifLFkfr gsrq izz;kl A

4- esEcj & 10

5- ifCyd }kjk lEidZ & 10 fefuV

       II- Proceeding minutes of the meeting (copy to be made available and be given in

         the electronic form with hypetext)

        1. 30 minutes
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S.NO. Name of the body Name of the members Qualification

1 ikyd f'k{kd laa/k
nks ckj

1- Jh dSyk'k pUn vxoky
2- Jherh yhyk mn;iqfj;k
3- Jh egkohj ejS;k
4- Jh ohjsUnz lksyadh
5- Jh nsoh yky
6- Jh Jhjke xks;uj
7- Jerh foeyk Jhokl
8- Jherh jtuh flagy
9- Jh t;ohj flag tknkSu ,e-,-ch-,M
10- Jh ,l-ds-fldjokj ,e-,-ch-,M
11- Jh eksgu flag rksej gk;j lsd.Mjh
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9- Derectory of the officers and employees (To be linked with treasury data bank )

                                                    U/S 4.1 (b) (ix)

S.NO
.

Name Designation Address and contact number if any

Jht;ohj  flag
tknkSu

izHkkjh izkpk; 'kkl-dU;k m-ek-fo|ky; dSykjl

Jh lq[k yky 'kkD; ;w-Mh-lh 'kkl-dU;k m-ek-fo|ky; dSykjl

10. Monthly remuneration and compensation (To be linked with treasury data bank

                                              U/S 4.1 (b) (x)

S.NO
.

Name Remuneration Compansation

Jht;ohj  flag
tknkSu

14663

Jh lq[k yky 'kkD; 8503
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11-Annual budget allocation and expenditure statement (To be linked with

                                   treasury data bank ) U/S 4.1(b) (xii)

S.NO. Budget Head Name of work Year Allocation Expenditure

1

2202 Scheme
0581 Segment
9999 Major Head
02 Monor Head
109 Scheme

001 Salary
003 D.A
006 H.R.A
008 O.A
009 Medical

2006-07

1044550
616284
26114
2800
4000

2

21 Travelling
allowance
22 Furniture

001 T.A
003 Furn.and
equip.and Liveries

6000
1699748

3

2202 Scheme
2669 Segment
9999 Major Head
02 Miner Head
191 Demand 81

136800

4

2202 Scheme
2669 Segment
9999 Major Head
02 Miner Head
191 Demand 81

408210

5

2202 Scheme
8403 Segment
9999 Major Head
01 Miner Head
103 Demand 81

2006-07 1261718
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11-Programmes and beneficiaries  U/S 431 (b) (xii)

    A - List of the programmers (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

programmer
Administrative
Department

   year amount
allocate
d

No.of
 beneficiaries

1 Nk=oqfr  vuqlwfpr
tkfr@ tutkfr

vkfne  tkfr  dY;k.k
foHkkx e-iz-

2006-07 381598 540 Nk=kvksa dks

2 laLd`fr Nk=o`fr laLd`fr  Hkk"kk  izpkj
dssUnzh; ;kstukUrxZr

2005-06 3900 39 Nk=kvksa dks


