Directorate of Information and Public  Relations

Himachal Pradesh

No.5-19/2003-Pub

Dated             Shimla-2,                        January 2007

OFFICE ORDER



In suppression of all previous orders the officials  working in the Directorate of  Information and Public Relations are assigned the work mentioned against their names with immediate effect:-
ESTT. SECTION

	1. Sh Babu Ram 

     Supdt. Gd-11


	1. All Estt. Matters of Gazetted Officers, APROs and Sub            Editors including Disciplinary matter, Seniority, Postings and Transfers, Confirmation.

2. Maintenance of Roster Register of all categories.
3.  Vidhan Sabha matters.



	2. Sh. Virender Kumar
     Sr. Asstt.

3. Sh. B.D. Dhiman

    Sr. Asstt.
	1.Estt matters of all Ministerial Staff , Non Gezetted       including Disciplinary Matters, Seniority, Postings and Transfer and Confirmation.
2. All kinds of Meetings, Celebrations  and days/weeks and festivals & Annual Administrative Report.
3. Pay fixation of all categories.

4. Misc cases

1.Recruitment and Promotion Rules of  all categories.
2. Court cases.

3.Pension cases.

4.Estt. matters of all Technical categories including Discipline Matters, Seniority, Postings and Transfers of categories.

Sh . Pardeep Kumar, Clerk attached with Shri B.D. Dhiman, Sr. Asstt. to assist in pension works. 

	4. Smt. Sushma Chandel
    Junior Asstt.

5.Sh. Bhupinder Singh,

   Jr. Asstt.
	1. Leave cases of all categories.
2.Maintenance of service books/personal files of all              categories.

3. Training/Departmental Examination.

4. Estt matters of Class IV employees including Disciplinary matters, Seniority lists, Postings, Transfers and Confirmation.
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1. Progress Report of DPRO,s.
2. Nasha Nivaran.

3. Research & Reference.

4. Purchase of Newspapers, Magazine and Books

5.Attached with Shri D.P.Verma, Sr. Asstt. for Budget, Planning and reconciliation work 


	6. Sh. Pardeep 

    Clerk
	1. Despatch

2. Attached with Shri B.D. Dhiman, Sr. Asstt. for pension works

	7. Sh. Tulsi Ram, Clerk
	1. Diary.

2. Weekly report.






Shri Babu Ram will submit his file to Supdt G-1  and all other officials above will route their files through Shri Babu Ram Supdt.G-11 to Supdt G-1.
PUBLICITY AND ACCREDITATION
1. Shri Marut Sharma,Clerk
          1. Publications

                                                           2 Accreditation.





           3. Facilities to Journalists

 



           4. Press Advisory/Press Accreditation Committees.

                                                           5. Journalists Welfare Fund.


He will route  files related to Accreditation  and submit his file related to publication to Senior Editior(Publ) through Supdt-1 to the Reporter.
ACCOUNTS SECTION

1.   Sh. Bhagat Ram


1.  Loans and Advances

       Supdt. G-11

2.   Sh. Labh Singh


1.  Cashier.

      Sr. Asstt.
3. Sh. Pradeep Kaundal ,

1. Hospitality

     Jr. Asstt.



2. Teleprinters






3. Contingencies,






4. Telephones, Electricity &Water Charges Bills

5   Pre Audit Claims
4.    Sh. Balbir Singh,

            1.   Pay Bills and maintenance of all registers.
        Jr. Asstt.                                      2.   Income Tax.
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5.    Sh. Arjun Singh,Clerk

1.   Medical Bills of all categories including retirees.
                                                             2.  Residential Accommodation.

                                                             3.  Group Insurance 

                                                             4.  T.A. Bills.


All the above officials except cashier will move their files through Shri Bhagat Ram Supdt. G-11 to the Drawing and Disbursing Officer.  Financial matters would be routed through SO(SAS) to DDO.  Shri Bhagat Ram will be over all responsible to get the work assigned to each official in their absence from other officials above.

BUDGET AND PLANNING SECTION

1.   Sh. D.P.Verma

    
   Budget and Planning.
Sr. Asstt.
Shri Bupinder Singh, Jr. Asstt. attached  with Shri                                   D.P. Verma, Sr. Asstt. for Budget,Planning and reconciliation work.
ADVT SECTION
1  Sh. Tejsavi Gupta,APRO


2  Sh. Parvesh, Jr. Asstt.

3 Sh. Mohan Jinha, Jr. Asstt.

4 Smt. Basanti, Jr. Asstt.

5  Sh. Harish Kumar,
 Computer Operator

AUDIT /S&D/STORE
1.   Sh. Laxmi Ram Bhardwaj
   Audit/Inspections

      Supdt. G-II

TECHNICAL SECTION

1.      Sh. Bhajan Dass Kaith,            All correspondence relating to technical  section. 

         Sr. Asstt.                      .       
2.      Smt.Bimla Mehta, Sr Asstt      Progress reports of DPRO’s/Technical Staff. 
SONG AND DRAMA

1. Sh. Ghanshyam Umta,         1.    All correspondence related to Song & Drama.

         Jr. Asstt.                               2.    Exhibition
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STORE SECTION

1.      Smt. Sunita Sharma
      1.   Stock and Store

        Sr. Asstt.                                2.   Information Centre/Press Room.

                                                3.   Miscellaneous.

2.     Sh. Suresh, Clerk
      1.   Vehicles

                                                      2.    Liveries/Booking

                                                      3.   Buildings.
FILM AND PHOTO SECTION
1.     Sh. Sangta Prasad, Clerk
       1. All correspondence related to Photo Section.

      All the files of Song and Drama Section, Store Section and Film and Photo Section will be routed through Sh. Laxmi Ram Bhardwaj, Supdt. G-II to the Drawing and Disbursing Officer except Financial sanction cases which would be routed  through SO(SAS) to the DDO. In the absence of any official, Sh Laxmi Ram Bhardwaj will get work from  other officials above.
PUBLICATION & EXHIBITION

1. Sh. Pardeep Kandal, 
        1. Publication.

            Jr. Asstt.                              2.Research & Reference.

                                                  3.Nasha Nivaran

                                                    4.Purchase of Newspapers,Magazine and Books.
                    He will route files of through Shri Bhagat Ram, Supdt. Gd-II to the Officers concerned.


     All the concerned officials are directed to take /handed over the charge of concerned seats with in three days.  List of charge may be sent to Establishment Section.
Director

Information and Public Relations,

Himachal Pradesh

Date and No. as above.

Copy to :-

1. Joint Director/Deputy Directors/Sr. Technical Officer.

2. Supdt. G-1.

3. SO(SAS)

4. All the Officials mentioned above.

5. Personal Files of all officials above.

Director

Information and Public Relations,

Himachal Pradesh

