
Assistant Director's Officce
Assistant Director 

Town Planning 
Inspector/Sub Engineer 

Assistant Draftsman Investigator Accountant/Asst. Grade II

Tracer   Jr. Surveyor Steno Tppist/Asst. Grade III Storekeeper 



Office of the Govt. High School sarseni Distt. Morena (M.P.)

S.No
.

Unit/Section Functions Performed 

1. Administrative Section fujh{k.k f'k{kk O;oLFkk essa lq/kkj nok iz'kklfud dk;Z ladqy 'kkyk lqca/k 'kkykvksa dk fujh{k.k] e/k;kUg
Hkkstu O;oLFkk dh ns[kjs[k A 

2. Accounts ns;d esMhsdy ,oanok Dykseksa dk vk'; ,oa forj.k ns;d rS;kj djuk]
ds'kcqd lapkyu ,oa jftKLVj rFkk lsok iqfLrdkvksa dk /kkj.k A 

3. Stores la[;kvksa ds mi;ksx gsrq lkexzh dk Hk.Mkj.k A 

4. Record Room ;s fodYi] jftLVMZ ,oa nok lkexzh dkMZ gSaA dk;kZy;hu fjdkMZ gSaA 

5. Others, if any 
(Give Complete details of
each unit/section)

&&&fuy&&&&&



S.No
.

Name Designation Remuneration Duties

1- Jh fo”kEHkj n;ky “kekZ izkpk;Z 12522-00 fujh{k.k f’k{kk O;oLFkk esa lq/kkj ,oa iz’kklfud dk;Z A 
2- Jh jkeflag fldjokj l-f’k- 11183-00 v/;kiu dk;Z gkbZ Ldwy ljlSuh A 
3- Jh jkeohj ‘kekZ l-f’k- 10474-00 v/;kiu dk;Z ek/;fed Lrj A 
4- Jh jkevorkj frokjh l-f’k- 10388-00 v/;kiu dk;Z ek/;fed Lrj A 
5- Jh tleUr flag fldjokj l-f’k- 11183-00 v/;kiu dk;Z ek/;fed ,oa gkbZ Ldwy A 
6- Jh fnyhi flag fldjokj lgk0 xzsM&2 8033-00 dk;kZy;hu dk;Z A 
7- Jh pUnu flag fldjokj Hk‘R; 5502-00 gkbZ Ldwy esa lQkbZ] ty O;oLFkk A 
8- Jh jktiky flag fldjokj Hk‘R; 5069-00 lqdqy MkWad O;oLFkk] dk;kZy;hu O;oLFkk A 
9- Jh fnus’k dqekj ‘kkD; Hk‘R; 4473-00 lQkbZ O;oLFkk] ty O;oLFkk A 
10- Jh yTtkjke ‘kekZ f’k{kd 11183-00 iz/kkuk/;kid ek- dk lEiw.kZ izHkkj] tu fodkl izHkkj 
11- Jh fot; flag tkVo Hk‘R; 5040-00 ek/;fed esa dk;Zy;hu dk;Z lQkbZ] MkWad bR;kfn
12- Jh cuokjh yky lfork Hk‘R; 4976-00 ek/;fed esa dk;Zy;hu lQkbZ] MkWad A 
13- Jh lsod bUnkSfy;k l-f’k- 7088-00 v/;kid dk;Z izk-fo- gksyh A 
14- Jh jkeizdk’k O;kl l-f’k- 7718-00 v/;kid dk;Z izk-fo-
15- Jh dIrku flag fldjokj l-f’k- 11183-00 v/;kiu dk;Z ,oa izkpk;Z A 
16- Jh jktsUnz flag fldjokj l-f’k- 11183-00 v/;kiu dk;Z ,oa izHkkjr izk-fo- ek/kkSflag dk iqjk A
17- Jh lqjsUnz flag rksej l-f’k- 11183-00 izk-fo- gksys dk iqjk esa v/;kiu A 
18- Jh eksgj flag dq’kokg l-f’k- 9620-00 ‘kk-izk- lsebZ esa v/;kiu dk;Z A 
19- Jh xksikyky ukxkSfj;k l-f’k- 10238-00 ‘kk-izk-fo- gksys dk iqjk esa v/;kiu dk;Z ,oa izkpk;Z 
20- Jh lqjsUnz flag fldjokj f’k-oxZ&2 3584-00 v/;kiu dk;Z gkbZLdwy A 
21- Jherh xhrk nqcs laoxZ&2 3500-00 v/;kiu dk;Z A 
22- Jh larks”k fldjokj f’k-d--&3 2816-00 ek/;- Lrj v/;kiu dk;Z A
23- Jh fuos’k flag fldjokj f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z A 
24- Jh fxjn flag tkVo f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z A 
25- Jh ekrk’kj.k R;kxh f’k-d--&3 2816-00 ek/;- Lrj ij v/;kiu dk;Z A 
26- Jh fufru feUt f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z 
27- Jherh T;ksfr fldjokj f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z A 



28- Jh jkeeqjkjh flag f’k-d--&3 2816-00 ek/;- Lrj ij v/;kiu dk;Z A 
29- Jh lhrkjke Hkxr f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z A 
30- Jh eqds’k pUn xosjh f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z  A
31- Jherh fu’kk ‘kekZ f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z A 
32- Jh bLeSy tdM+k f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z A 
33- Jh lyhe [kkWa f’k-d--&3 2816-00 izk-d- Lrj ij v/;kiu dk;Z A 
34- Jh txnh’kjke MjkWao lafonk oxZ&3 2500-00 ek/;- Lrj ij v/;kiu dk;Z A 
35- Jh jktohj flag lafonk oxZ&3 2500-00 izk- Lrj ij v/;kiu dk;Z A 
36- Jh lqjs’k ikBd lafonk oxZ&3 2500-00 izk- Lrj ij v/;kiu dk;Z A 
37- Jherh d‘”.kk rkSej lafonk oxZ&3 2500-00 izk- Lrj ij v/;kiu dk;Z A 
38- Jherh liuk dq’kokg lafonk oxZ&3 2500-00 izk- Lrj ij v/;kiu dk;Z A 
39- Jh f’kodqekj ‘kekZ lafonk oxZ&3 2500-00 izk- Lrj ij v/;kiu dk;Z A 
40- Jh /khjsUnz flag lafonk oxZ &2 3500-00 gkbZ Ldwy Lrj ij v/;kiu dk;Z A 
41- Jh lwjtiky ‘kekZ lafonk oxZ &2 3500-00 gkbZ Ldwy Lrj ij v/;kiu dk;Z A 
42- Jherh jpuk caly lafonk oxZ &2 3500-00 ek/;-  Lrj ij v/;kiu dk;Z A 
43- Jh yksdsUnz flga dq”kokg lafonk oxZ & 2 3500-00 ek/;- Lrj ij v/;kiu dk;Z 
44- Jh lkeUr dq’kokg laofnk oxZ& 3 2500-00 izk- Lrj ij v/;kiu dk;Z A 
45- Jherh eerk ukxj lafonk oxZ & 3 2500-00 izk- Lrj ij v/;kiu dk;Z A 
46- Jh dkS”ky dqekj ‘kekZ lafonk oxZ & 3 2500-00 izk- Lrj ij v/;kiu dk;Z A 



S.No

.

Initiating the File Dealing Staff and the

section 

Channels officers

handling the file

Decision making

authority

supervisory Authority Officers

whom accountable 

1-

v-

c-

l-

n-

b-

Q-

2-

v-

c-

fnyhi flag fldjokj 

                     lgk- xzsM&2

ys[kk d{k                 &&**&&

isU’ku                    &&**&&

xzsT;wVh                   &&**&&

lsok fod‘fr vodk’k        &&**&&

esMhdy                  &&**&&

;k=k ns;d               &&**&&

lkekU; Hkfo”; fof/k        &&**&&

,oa foHkkxh; Hkfo”; fof/k 

Jh tloUr flag fldjokj 

Nk=d‘fr;kWa leLr 

jkevorkj frokjh 

LFkkuh; ,oa cksMZ ijh{kk

Jh jkeflag fldjokj 

‘kkyk fodkl ,oa QuhZpj 

izkpk;Z ftyk f’k{kk vf/kdkjh



(A) Time norm, if decided by the organization.

1- ys[kk dk;Z & izfrekg ,oa izLrqrhdj.k ds ,d ekg ds vUnj A 

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

3- lsok fod‘fr vodk’k & ,d ekg ds vUnj A 

4- xzsT;wVh & vkns’k izkfIr ds 10 fnu ds vUnj A 

5- esMhdy & oa’k izkIr gksus ij 15 fnu ds vUnj 

6- ;k=k ns;d & ds izkir gksus ij 15 fnu ds vUnj A 

7- lkekU; Hkfo”; fof/k & foHkkxh; Lohd‘fr izkfIr ds 8 fnu ds vUnj A

(B) Quality Norms, if decided by the organisation. 

mijksDrkuqlkj A 

© Quality target, for the office work to be done in the year.

leLr Lohd‘r dk;Z le; lhek ds vUnj fothZr fd;s tkrs gSaA 



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;e] f’k{kkdehZ fu;ekoyhh A 

Regulation
s 

--Nil—

Manuals --Nil—

Circulars ljD;wyj laca/kh Qkby gS A 



S.No
.

Name of Document Kind of Document like
microfilm, register 

Nature and content of
documents 

Duration of Record 

1- isfcy osru vfHkys[k osru laca/kh tkudkjh ges’kk A 
2- ds’k cqd vkn’; ,oaforj.k laca/kh jftLVj leLr vk’; laca/kh ges’kk A 
3- mifLFkr jftLVj deZpkjh ,oa Nk= mifLFkr jftLVj tkudkjh Nk-=ksa ,oa deZpkfj;ksa ges’kk A
4- Nk=o‘fr jftLVj Nk=o‘fr laca/kh ys[kkjftLVj Nk=o‘fr tkudkjh ges’kk A
5- yksdy dS’k cqd LFkkuh;] fuf/k jftLVj LFkkuh; ‘kqYd fooj.k ges’kk A
6- ‘kkyk fodkl jftLVj ‘kkyk fodkl laca/kh jftLVjq ‘kkyk ds fodkl lca/kh ges’kk A
7- LVkWaQ jftLVj  leLr LVkWQ ys[k ‘kkyk ds LVkWQ lca/kh tkudkjh ges’kk A
8- th-vkbZ- ,oa th-ih-,Q-] Mh-ih-,Q] izh

VSDl 

deZpkfj;ksa ds osohfQV ys[kksa deZpkfj;ksa dh tkudkjh ges’kk A

9- ijh{kk i=d yksdy ,oa cksMZ ijh{kk jftLVj ijh{kk ,oa Qh tkudkjh ges’kk A
10- izos’k iath ‘kkyk izos’k jftLVj ek/;@gkbZ Lrj ges’kk A

S.
No.

Name of the
Committee

Copy of the
Orders/Circulars
for formation

Functions Members Duties and
responsibilities

Accessibility of
minutes for
public



1- f’k{kd ikyd
la?k gkbZ Ldwy 

& laLFkk esa fodkl dk;Z
Nk= mifLFkr Nk=
dY;k.k f’k[kd mifLFkr
dk fu;erh dk;Z ,oa iw.kZ
djuk A 

1- Jh lqesj flag 
v/;{k dk;Z]

2- Jherh Hkkxorh 
gfj] mik/;{k

3- Jh ,l-Mh- ‘kekZ 
izkpk;Z ,oa lfpo

4- Jh tloar flag 
lgk-lfpo

5- Jh jkeflag fldjokj
lnL;

6- Jh jkevorkj frokjh
lnL;

7- Jherh xhrk nqcs
lnL;

8- Jh jkeLo:i flag 
lnL;

9- Jh jkenqykjs flag 
lnL;

10- Jh fxjkZt flag 
lnL;

11- Jh euh”k frokjh
Nk= lnL;]

12- Jh vafdr ‘kkD; 
Nk= lnL;]

laLFkk esa fodkl
fo|ky; dh
fu;ferrk f’k{kdksa
dh O;oLFkk fuekZ.k
dk;Z 

izR;sd ekg ds vafrd
‘kfuokj ds fnu
ehfVax 2 ?kaVs dh
gksrh gSA 



Order of the formation (Original tex to be given in elecgtronic form and to be gyper linked) :-

 Nil –

Charter/Memorandum of aricles of associaton (Orgiginal text to be given in electgronic form and to be hyper linked ) :- 

izR;sd ekg ds vafre ‘kfuokj dks ikyd la?k dh ehfVax gksrh gSA 

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

 Nil –

Whether open public or not :- 

ehfVax dh izkslhfMaqx ,oa ,d vfHkys[k o lkeU; ds voyksdu gsr miyC/k gSA 

Availability of the proceeding/minutes of the last meeting . (original text to be given in electronic form and to be hyper linked) 

24-09-2005 nksigj 2 cts ls 4 cts rd 



S.No. Name Remuneration Compensation 
1- Jh fo”kEHkj n;ky “kekZ 12522-00
2- Jh jkeflag fldjokj 11183-00
3- Jh jkeohj ‘kekZ 10474-00
4- Jh jkevorkj frokjh 10388-00
5- Jh tleUr flag fldjokj 11183-00
6- Jh fnyhi flag fldjokj 8033-00
7- Jh pUnu flag fldjokj 5502-00
8- Jh jktiky flag fldjokj 5069-00
9- Jh fnus’k dqekj ‘kkD; 4473-00
10- Jh yTtkjke ‘kekZ 11183-00
11- Jh fot; flag tkVo 5040-00
12- Jh cuokjh yky lfork 4976-00
13- Jh lsod bUnkSfy;k 7088-00
14- Jh jkeizdk’k O;kl 7718-00
15- Jh dIrku flag fldjokj 11183-00
16- Jh jktsUnz flag fldjokj 11183-00
17- Jh lqjsUnz flag rksej 11183-00
18- Jh eksgj flag dq’kokg 9620-00
19- Jh xksikyky ukxkSfj;k 10238-00
20- Jh lqjsUnz flag fldjokj 3584-00
21- Jherh xhrk nqcs 3500-00
22- Jh larks”k fldjokj 2816-00
23- Jh fuos’k flag fldjokj 2816-00
24- Jh fxjn flag tkVo 2816-00
25- Jh ekrk’kj.k R;kxh 2816-00
26- Jh fufru feUt 2816-00
27- Jherh T;ksfr fldjokj 2816-00
28- Jh jkeeqjkjh flag 2816-00
29- Jh lhrkjke Hkxr 2816-00



30- Jh eqds’k pUn xosjh 2816-00
31- Jherh fu’kk ‘kekZ 2816-00
32- Jh bLeSy tdM+k 2816-00
33- Jh lyhe [kkWa 2816-00
34- Jh txnh’kjke MjkWao 2500-00
35- Jh jktohj flag 2500-00
36- Jh lqjs’k ikBd 2500-00
37- Jherh d‘”.kk rkSej 2500-00
38- Jherh liuk dq’kokg 2500-00
39- Jh f’kodqekj ‘kekZ 2500-00
40- Jh /khjsUnz flag 3500-00
41- Jh lwjtiky ‘kekZ 3500-00
42- Jherh jpuk caly 3500-00
43- Jh yksdsUnz flga dq”kokg 3500-00
44- Jh lkeUr dq’kokg 2500-00
45- Jherh eerk ukxj 2500-00
46- Jh dkS”ky dqekj ‘kekZ 2500-00

S.No

.

Budget Head Name of work Year Allocation Expenditure 



1- Ekax la[;k 95] 2202

LkekU; f'k{kk] 02 lsds.Mªh

,sT;wds’ku 109 ljdkjh ek/;-

‘kkyk,sa 581 mPp- ek- fo-

vk;kstuRrj 

1- gkbZ Ldwy LVkQ

dk osru HkRrs 

2- ;k=k HkRrk QkeZ

LVs'kujh ,oa QkeZ

2006&2007

2006&2007

2006&2007

2- ekax la[;k 27] 2202

lkekU; f'k- 101 izkFkfed

'kkyk,sa] 3491 ek/;- 'kkyk,sa

vk;kstosRrj

1- ek/;] LVkQ dk

osru

2- esMhdy

2006&20007

2006&2007

3- ekax la[;k 27] 2202] 

lkek- f'k- 01 izkFk-

f'k- 101 izkFk- 'kkyk,sa 

4396 izkFk- 'kkyk,sa 

vk;kstdsRrj 

izkFkfed 'kkyk,s ds

LVkQ dk osru 

34 :d <kdk O;; 

2006&20007

2006&2007

4- ekax la[;k 80] 2202 lkek- f'k-

01 izk- f'k- 103 LFkkuh;

fodklh dh lgk;rk 8403 f'k-

dfeZ;ksa ds fy;s osru vuqnku 

f'k{kkdfeZ;ksa lafonk

fod`r xzkeh.k ds

izkFk-@ek-@gk-

'kkyk,sa dkosru ,oa

HkRrs 

2006&20007

S.No
.

Name of the programme Administrative Department Year Amt. Allocated No of Beneficiaries 





S.No

.

Categories Hrd Copy Electronic Form 

1- v/;kid laca/kh leL;k gkWa ---------------
2- Nk= fgr laca/kh gkWa ---------------
3- foeh; dk;Z laca/kh gkWa ---------------
4- 'kkyk fodk lca/kh gkWa ---------------
5- Nk=ksa dh chek laca/kh gkWa ---------------
6- leLr izdkj ds vfHkys[k gkWa ---------------

S.No. Name Designation Tel. No. E-mail Address Place of Work
and address

Contact hours
for public 



1- fo'kHkj n;ky 'kekZ izkpk;Z ----------- -------------- 'kkl- gkbZ Ldwy
ljlSuh ftyk eqjSuk
¼e0iz0½

izkr% 11 ls 5 rd 



S.No
.

Fciliy Name of Incharge Duration of Openining Contact No. Telephone 

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

1- fnyhi flag fldjokj 
lgk- xzsM&2

2- Jh tloUr flag 
l-f'k-

3- Jh jkeohj 'kekZ 
l-f'k-

4- Jh jkevorkj frokjh
l-f'k-

izkr% 11 ls 2 cts rd fo|ky; eq[;ky; 
VsyhQksu miyC/k ugh A 


