LT LHIX / GOVERNMENT OF INDIA
W §&79T fa¥°T / SURVEY OF INDIA
fARer FT FTaterg / DIRECTORATE OF
S T HUHAR Ud W -FUIfRE st Fe
JAMMU & KASHMIR AND LADAKH G.D.C
IMewE FRA US, FTIRET, FTFA - 181221

GOLF COURSE ROAD, NAGROTA, JAMMU-
181221

oy LAY / FAX/TELEPHONE: 0191-2674881, 2674991, 2673063

SHA- E-Mail: jK.gdec.soi@gov.in

. ¥ 3 P
@roNo.a/T—‘_’%f«;Tf /37-S11-10 (o) Cetieh Dated: 28 Srady Jan. 2023

Frarter amder do 4 w5 sy, 2023

ST A FLHIE U T I-FATF 0T 35 % 0 & Sy B v sl smedt #v srfermaror wv aeh
TF 37 it & forg ey v & e PR smat ) )
-

In supersession of the previous orders in J&K and Ladakh GDC, following reorganization is done for

technical and other activities.

L. 5T SferTE (HQ) / Officer-in-Charge (HQ) — Y stfawmer fsy, sreferor wferss /

Sh. Avinash Mishra, Superintending Surveyor

2. #f gatar ST, IT =TT G4&7 / Sh. Suryansh Jasuja, DSS

o TATHET A, ST2T YA SATHTT U WETT SANT FT TAIET F37 / will supervise Svamitva Cell, Data
Management Section & Store Section.

o fA=em A1 g afawTr (HQ) ZTT |I4T T #1E, =g Fd=7 / Any other duty assigned by the Director
or Officer-in-Charge (HQ).

3.  GFEAET AT/ TECHNICAL SECTION

RERIETEICEARa] Technical Officer — ’Eﬁ{Fﬁ?ﬁ'ﬁ Ql'q'f, i g /
Sh. Sunil Dutt Sharma, Officer Surveyor

1. = AT, T9e9% / Shri Rameshwar, Surveyor
2. #ft AT T, ATAEEF 991/ Shri Yog Raj, D/Man Div-1

ITLETAEE / Responsibilities
o ATMUF FTF TISHT T FAT / Preparation of Annual Action plan.

o AETA/AFATR RAE o s frawoft £ g w5 dwer va aroy freivd Rt Fr a0 wEm e
FIATAA/ITLE & FTAAT FT FoT / Compilation of General/Technical Reports and Supplement to
General Reports and other reports/return and its timely submission to S.G.0./Zonal Office.

o TELFHI U 7ETE Aodtowio F IHvanly 4 & HafiT qwAl v T AT A7 A i
HUZ / Liaisoning and collection of technical and administrative information pertaining to the Area of

responsibility of J&K and Ladakh GDC.



4.

T TEATERT gt o7 AR, SRI-FHT UF T ST odfTo #i HEradT F47T / To assist Director,
J&K and Ladakh GDC on all technical matters.

ot gt amaet = fRes, STH-FOT UF A2 STot ot o T &7 F THETE Correspondence
on behalf of Director, J&K and Ladakh GDC on routine technical matters.

e ar sl stfdmdt (HQ) ¥ Rder o= qafiht wrwredt & o=/ &7 Tod/anser a7 s FTaTAT
T T FYAT / To circulate/form boards/issue orders or Inter office note on technical matters as per the
directions of the Director & Officer-in-Charge (HQ).

arFst (e, Semeay &ic {ﬁ.‘ﬁ) Fr T2 F;T 311"1% FTAT / Supply of data (co-ordinates, heights and
distances) to indenters.

TraFTY 48 %7 T@TATa / Maintenance of Benevolent Fund.

e a7 g9t afewra (HQ) ST |IUT AT F15 3177 F4o7 / Any other duty assigned by the Director
or Officer-in-Charge (HQ). Bt

e X TEET™ ST9RT / RECORDS & MAINTENANCE SECTION

afaa sifard / Record Officer — ’Sﬁ‘ﬁm‘%‘a?:, stfeaTd) aders

Sh. Md. Fareed, Officer Surveyor

1. =t TR =7, FTREF T - 1/ Shei Balbir Chand, D/Man Div — 1

IALaTA<T / Responsibilities

FATT ¥ AfoEi F @3 / Record keeping of office record.

Tt srfdrerat, arfe, TATE TERT AT #71 78¥E / Maintenance of all records, maps, air
photographs etc.
wfirert & safar @t fracoft =g F771 / Submission of all returns related to records.

mﬁaﬁﬁ@%ﬁ/wﬁwﬁaﬁ@ﬁ%mﬁwﬁaﬁmﬁ%ﬁﬁmmﬁmm#

Completion of all Records Ledgers/Registers and authentication of entries and its periodical physical

verification.

Framtta sfrmst 3 stame s a1 7 oy A aferEt #7 e @ weeding out FZAT / Processing
of unserviceable records and its weeding out as per departmental procedures.

STRL A FHIT UF TZTE S-TATRF AT 35 7 S0 ame iy a7t 57 i) ofte et e afereray 7
TE%@TT / To maintain all sheets files/old records pertaining to the technical work in respect of Jammu &
Kashmir and Ladakh GDC.

AT T F ATAET 1wty g gt 7 TETETT / Maintenance of Office Copies of all types of maps.

Feers a1 gardt afosra (HQ) gT=T HY9T 197 #7135, 3177 Fae7 / Any other duty assigned by the Director
or Officer-in-Charge (HQ).




5.

W)

e 451 / SVAMITVA Cell

STATT ATAFTE / Section Officer - ot Eras AT, afdwrd aders /
Sh. Deepak Kumar, Officer Surveyor

- g4t fager FFu gu fefSrer=se / Al Hired digitizers

IULETAT / Responsibilities

wTHe TR § wree wsft RS w14/ All digital work pertaining to Svamitva Project —

o Feature Extraction

o Generation of Map 1.0/Taking hardcopy plots and its submission to Technical section

o Corrections in Map 1.0 as pointed out by local authorities of UTs

o Generation of Map 2.0/Taking hardcopy plots

o Generation of final/ individual parcel data of villages and its submission to Technical section
ST ST TRESTT & St e IoTee # TS 5T AT #7997 / Ensure for the quality of
work output pertaining to Svamitva Project.
wT TR & refaa Fat £ sty Sol s Trder frafir s #3397/ To regularly update the
progress of works pertaining to Svamitva Project on Sol Pragati Portal,

SN AFFTE - wmriies & afRdrsrT & wwfie g2 9707 ¥ w7eT F7 @ae 14 backup T
AT F4T / Section Officer - Svamitva Cell shall ensure the maintenance and backup of data of all
stages pertaining to the project.

FaEE g0 s B8 7w digitizers #Y BIR/ger ToTte | "wafdq sfase #7 v )
Maintenance of attendance/leave record of hired digitizers of the office.

fzer a1 warft st (HQ) =1 a%+ et srper Zror =T T FrE wer i Any other duty
assigned by the Director or Officer-in-Charge (HQ) or Technical Section.

fadry et / Special Instruetions :

w=Tes A UT F Trored s % Bl off sty & Bt s 3 s/t =7 er ATEA-T TET
FET | wfl a0 F SRR 1 awAET SATT F ST ST q6T I AR e aae
SAHTT g1 '@ T ST / No direct handing over/taking over of data/map with the officials of revenue

department of UT shall be done by Svamitva Cell. All types of data/maps may be handed over to Technical

section and their handing over/taking over shall be done by the Technical section only.



6. T3St 8« / Boundary Cell

FTATT SAAFTE / Section Officer - =t scfaes g fare, sty wifers

Sh. Arvind Singh Bisht, Officer Surveyor

1. =t gZ=wor fifg, w= =+ vt - 1 / Sh. Harcharan Singh, D/Man Div - |

2. At |t FHIE, ATATF awt — 1/ Sh. Sanjeev Kumar, D/Man Div - |

3, W@THWE%QI, AHfE=F a9 - 1 / Smt. Rekha Salathia, D/Man Div — 1

3. A Torefl T SIS, AT 35 - 1/ Smt. Pushpma Arora, D/Man Div — |
SYILETA / Responsibilities

(AT arfis #1f Ao % STTHTY) / (As per approved Annual Action Plan)

I: 25K T 1: SOK "HTT WX Polyconic/OSM/DSM #T DTDB/DCDB #7 ffarzefaar UF TTAT A7 F9A7
/ Digitization & Preparation of DTDB/DCDB of Polyconic/OSM/DSM on 1:25K & 1:50K scale.

OSM/DSM ¢ % ST F1 T2T THu ST va ofat 1 Rafy Ay ATATT FT FdT o1 v Forfy £
e ST 5 A S Y et F R o i B MoGSGS qeert sy, 18D 71 s st
¥ o zerty 2 WY / Submission of OSM/DSM sheets data to Data Management Section and status

to Technical section with clearly illustrating the conditions, status etc. for further course of action such as

MoGSGS security clearance/IBD for boundary approval.

ATATT H 5 Tg FTAT FT AIRTF/ATierE mTfirs =9 § AH-AT TET F7AT / Weekly/Fortnightly/Monthly
break-up of the ongoing works in the section /

FTF T 2 UY 2T 999 AT &7 sifawy ey SEQT FIAT / Submission of final data on completion to
the Data Management Section.

STt T gerfET, e et - | e =T HAT TOqHT ST, AT a1 | second half # aT3gt
T 7 1:50K DSM & grifaq =t FOT / Smt. Rekha Salathia, D/Man Div — 1 & Smt. Pushpma Arora,
D/Man Div ~ 1 shall work in the second half for 1:50K DSM in Boundary Cell.
W-aﬁwﬁrqémﬁ-wrﬁ?ﬁmaﬁ%sﬁrmﬁa%aﬁédfﬁagrwﬁwwﬁzmﬁwnﬁ
(T3 /Srer/aeefer/am w7) & g 27 77 HUEW UF TE-TET9 F34T / To do the acquisition and

maintenance of all types of administrative boundary (state/district/Tehsil/village level) data pertaining to
AOR of J&K and Ladakh GDC.

STRI-F9HIT (UT) U 91 (UT) & wvafirg 5 979 seq7is & sesfarg s/ Works related to J&K (UT)
& Ladakh (UT) state maps etc.

HIETEATA FT ArqiS 1 ST J1er o=, ==Y ciw Fret T FET /£ Work out co-ordinates,
heights and distances to be supplied to the indenter.

e a1 wardy afesmrd (HQ) o A=y FTATT Z9T T TAT F1E 970 F47 / Any other duty
assigned by the Director or Officer-in-Charge (HQ) or Technical Section.

7V 2 AT Afrrdy ¥ srpafRafy &, s T AT s AfeF Tt ¥ Fett 7 Sy 3
Note : In the absence of section officer, the next senior most officer shall perform the duties of the Sectjon
Officer.



$IT€ ITATT / Field Section

ATATT ATAFTE / Section Officer —  ft w0 UHo =g, rfarwrdy aders /
Sh. H. S. Chauhan, Officer Surveyor

1. #ft arfaer FTHIL, AT 949 / Sh. Anil Kumar, Officer Surveyor

2. oft FdrT T, afawTdy 994 / Sh. Sandeep Tomar, Officer Surveyor
3.t s TehTer, AT J941% / Sh. Om Parkash, Officer Surveyor
4.1 Eﬂ'ﬁ'{ﬁ'g’, ST TS F4& / Sh. Dalbir Singh, Officer Surveyor

5. =1 [ FX0T, 991 / Sh. Shubh Karan, Surveyor

6. <t o= o=, TEETF / Sh. Deepak Balotra, Surveyor

7. T arfor STHATA, 99eTF / Sh, Shashi Jamwal, Surveyor

8. =ft W@‘H‘I’(, a7 / Sh. Sanjay Kumar, Surveyor

9. *ft THT THaTA, HI2TF / Sh. Zafer Igbal, Surveyor

10. =ft 97 FHI, & / Sh. Daman Kumar, Surveyor

11. =t ﬁww, qJerF / Sh. Vijay Kumar, Surveyor

12. #ft FT FAT, @927 / Sh. Lukesh Kumar, Surveyor

13. =+t | I, 97 /Sh. Bhanu Pratap, Surveyor -

14, +ft gz g 3ft, JeerfS=e e 3=~ 111/ Sh. Harinder Singh Negi, P/Tr Gde-l11
15. 1 et fifg, Teafem®e 3 - 11/ Sh. Kuldeep Singh, P/Tr Gde-TI1

IAEITAT / Responsibilities

ot e w197 T geata w1 ST T F79 & foror w9a ReierY / Overall responsibility for
preparation of all field related work plan.
mﬁﬁwﬁaﬁ&uﬁﬁwﬁrmaﬁ?ﬁ%ﬁﬁaﬁmaﬁ?ﬁ%@l‘cﬁﬂﬁﬂ“ﬁﬂ@?ﬂﬁ(l—w)ﬁzﬂﬁ
e ST FTAT / Meticulously observe the status/progress of all field work and reporting the same to
the Director & Officer-in-Charge (HQ).

Tt dree F:1 SerTeT UTET T gﬁﬁﬂ FIAT/ To ensure the quality of all field work output.
WWWWW%W/&&W%WW%WWﬁW%WW
e, 7ardt sferer (HQ) T THATHT ST *7 Torht Favs SETT F7AT / Monitoring the progress
report of work output of all Camp officers/Detachment officers on weekly basis and reporting the same
to the Director, Officer-in-Charge (HQ) & Technical Section.

eg AT / Field Inspection.

LA FTA-ASAT 3 St st Pramsfrr e frmtra afrefror & seifm Eroz F70if £ Ao AT
# I7¢ TraTteas #<aT/ To plan and execute all the departmental/extra departmental/project field work

in accordance with the approved work plan.
Hes 1 wfafafaat 21 fonfia 333 % fm aaers a9 AT §I7 FAT / To prepare the budget
estimates required to execute the field activities,

e a1 Tt srfererd (HQ) BT2T 9T 74T #1377 %7 / Any other duty assigned by the Director
or Officer-in-Charge (HQ).
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Note :

In the absence of Sh. H. S. Chauhan, Officer Surveyor, Sh. Anil Kumar, Officer Surveyor shall

perform the duties of the Section Officer-Field Section. In the absence of above both the officers, Sh. Sandeep

Tomar, Officer Surveyor shall perform the duties of the Section Officer-Field Section.

DATA MANAGEMENT SECTION/ ST TS 33T

FTATT ATGFTL / Section Officer - =ft o Fo g, afewrd aders/
Sh. V. K. Singh, Officer Surveyor

1. +ft =¢7F FAR, WTof™ro & — 1/ Sh. Darshan Kumar, D/Man Div — 1 (System Administrator)
2. =t T geArfaaT, Arofro & — 1/ Smt. Rekha Salathia, D/Man Div — 1 (Data Processing)
3. = ETHT ATIET, ATof3ro =T — 1 / Smt. Pushpma Arora, D/Man Div — 1 (Data Processing)

IT<aTfdca / Responsibilities

SRR # it gw ® RfSes Tavesa G 1o aateremr sas s -frarfg ot =
Ffveral ¥ T@wETd Ud TE ¥ H@«tdd @t 7rEer / All matters related to data archival, data

dissemination with reference to all types of digital data/scanned maps/satellite imageries/Extra-

Departmental project data etc. in the GDC.

T ATHIE T I/ATEAR FRET/TH o1fe & w2 § qeraders fraie gra St wst i et a1
FETE | 9T FLAT / All policy matters/guidelines issued by S.G.O with reference to data archival/Cyber
Security/safety/dissemination etc. are to be followed strictly.

GDC ¥ #afag aft greame/atras otk €1 Rufd i gwevm 7w ¥ #2d & aft qrr warh
srfersTdr (HQ) =T PESNG) fFg ST / All matters related to hardware/software and their updation
pertaining to GDC shall be put up to Officer-in-Charge (HQ).

FIeT § WTH I H&A0 STT T Processing FT ORI generate FIAT TT FTIHE THASTT & A2 Sol

ST 9iée 9% Data Processing & Fafard ufa Update FZAT / To process all drone survey data received

from field for ORI generation and to update progress of Data Processing on Sol Pragati Portal pertaining
to SVAMITVA Project.

Sradt T genfaET, atEEER ot - 1 uF et oot s, AT a5t - 1 fist half § =TT
YA AT | Data Processing FT & F3(T / Smt, Rekha Salathia, D/Man Div — 1 & Smt. Pushpma
Arora, D/Man Div - 1 shall work in the first half for Data Processing in Data Management Section.
STETET % o ATeHT 99 SiFEaTH FT TEYETT / Maintenance and upkeep of all the licensed softwares
of GDC,

ST % A+t e w1 fafg e v ofares aireaas w7 9t aUSeT / Routine

maintenance of the systems in GDC and periodic updation of anti-virus softwares.
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Frate & 9 Rfvea sowr o e, wite TR FT 2@ / Maintenance and upkeep of all

digital equipments such as Digital scanner/plotter etc. of the office.
e a1 w9 s (HQ) A FaeR LA FIET &I T F1E 997 F457 / Any other duty
assigned by the Director or Officer-in-Charge (HQ) or Technical Section.

9. STORE & M.T. SECTION/ SET &% wa.&t, swrr
TEIAF AT AT /Assistant Store Officer - = Yo A, AfwTd waers /
Sh., Videsh Chauhan, Officer Su rveyor — (ASO-1)
mﬁ?! Responsibilities

GFR & FTAR GeM e F geafdm a4t g # Eb'l'ﬁ'ﬂ'l’@ /' All jobs pertaining to GeM portal as per
GFR.

GeM T & st wsft o< %7 TATAT/ All correspondeiice pertaining to GeM portal.
GeMﬁmﬁﬁwWﬁWwﬁmwnmﬁmeWWﬁﬁW/’
Timely submission of all returns etc. pertaining to GeM to Zonal or Surveyor General’s office.
me%ﬁ%me%mﬁm}@WﬁmﬁaW@wﬁ&uﬁsm
sifa T fAafim s wwr / To regularly update the information related to all instruments and
equipments of office and its status on Sol Pragati Portal as per the directions of SGO.

A= a1 T At (HQ) 5T &7 74T 1% 3777 Fidey / Any other duty assigned by the Director
or Officer-in-Charge (HQ).

HETAF WS ATAFI /Assistant Store Officer - =i 7T TATE, AfAFRY gdera /
Sh. Naresh Kumar, Officer Su rveyor — (ASO-2)

ITLETAT / Responsibilities

MT ST T Tl 94797 / Overall supervision of MT section.

MT section & T¥afarg g+t w1 57 TATAT/ All correspondence pertaining to MT section.

faforer avrd #7191 % fore M.D.M. Ft &Ameft / Deployment of M.D.M.s on various official duties.

HETT AT ¥ =i e § 4} oy et &t wiafeat #1 fesror w7/ To check all stock register

entries of store section. -

GeM ¥ SETAT WER AW & i it go7e FT GATHTT /Al correspondence (except GeM)
pertaining to store section.

HETX HTATT F T+t foreq zoqrfe 77 Fregror Qa’ HATIT / Checking and verification of all the bills etc, of
Store section.

T AT et & sfire A3t/stere ¥ aifom soam & fom A/ Matters related t
loss statements/Condemnation Boards/Physical Verification of stores

ST SAATT F G972 ¥ et F7 a7 / Preparation of budget figures w.r.t. Store section.



8.

fA2ors a7 T AT (HQ) ST |I9T AT FI %+ F4 / Any other duty assigned by the Director

or Officer-in-Charge (HQ).

e ; Feft ot ASO #T srfRaf & gt ASO "eqel S=TT swTT ATEFHT F F=at AT Hegd F4 | ITT
21T farTett 1 srifRaty & oft Wt frae, sftme q8as A i F FAeA 1 e F99

Note : In the absence of any one ASO, the other shall perform the complete duties of the Section Officer. In

the absence of above both the officers, Sh. Sandeep Tomar, Officer Surveyor shall perform the duties of the

Section Officer.
WETLITe/Store Assistant - S} &=t T, Y=< I=-111 /
Sh. Labi Ram, P/Tr Gde-III
IETdd / Responsibilities

ASO-1 TF ASO-2 FT I FT41 # FTZTAT FIAT/ To assist ASO-1 & ASO-2 in their work.

AT T F T A, arat, Toreesl, gAaisd ET’ITF'I)%Y vg3dErd / Maintenance and upkeep of all
kinds of store items, ledgers, registers, invoices etc.

TER T Tt aegal 1 AT ATihe & @UE F1 T4 T2 F747 / Procurement store items from local
market and issuance thereof.

ft ©IR srgewT %7 fad<or/ Issuance of all store items.

uH &, areat 7 getia RelE, Tt va o-g-22 @0 §F 1< T 7a7ETd / Maintenance and upkeep
of ML.T. vehicles, their records, registers, and up-to-date log books etc.

GeM (CRC create FIH % ITLT) TAT 1+F § qraferd T3t w1 & faem £F wHmar F7/ To process all
the bills pertaining to GeM (after creating CRC) or others.

PDD/PHE/BSNL/ 3= foraiw usiet & 9% #3471 / To liaison with PDD/PHE/BSNL/other telecom
agency.

IUTITE FTAT F 2 7=m=1L / Correspondence related to above jobs.

o ar o SfaeRTr (HQ) §TRT |97 3T F12 §+F Fd=7 / Any other duty assigned by the Director
or Officer-in-Charge (HQ).

HETX Ud TTHTA ATH %ﬁmﬁﬁw Rdar/ Special Instructions to Store & Adm. Section :

GeM 3 grar fafa= & wwfarg aft foew wirar &g s ees ST gwmr | 15 SITaar / All bills pertaining to
GeM contract shall be sent to Account Section for processing.
Wﬁ%ﬁwmﬁwmﬁﬁﬁwﬁwﬁemwER_'ﬁ%/Onlythose bills
whose entry is to done in stock register shall be sent to Store section.

MSME #t Tz & grafera Rard srsrsed st & g1 33 it STust / The report pertaining to MSME

payments shall be prepared in Accounts section.




10. &/ SECURITY

gt afawrd / Security Officer : =T 3 WaTer, SATAFTE T35 / Sh. Om Parkash, Officer Surveyor

T et / Security Supervisor : =T THar AT, AFGFTET 9475 / Sh. Ramesh Kumar, Officer Surveyor

IE + AT AFFTE AT Ay § zm Frrtes ¥ off e gave, afa e e s w o afte
FTTTT HT qEAT F F11 7 g £33 |

Note : In the absence of Security Officer, Sh. Anil Kumar, Officer Surveyor of this office shall perform the
duties of the Security of this office.

ST / Responsibilities
o TR HALT THT B S ALY AT A A, g o (T F) a1t £ v Al security

related work i.e ID Card checking, uniform of Grp. ‘C’(erstwhile Grp’D’) etc.
* T[T T #T FATH / Deployment of Security Guards, =%

* g TSRl #T T@TETE / Maintenance of Visitor Registers.
o FIAT H AW/ TS ATHTT T invoice/gate pass FTAT(R T HTAT 1= UF TG-7@TT / Security check

of invoice/gate pass etc. and their maintenance of all goods/material coming in or going out of the office.

o TARerE gy AT TAT TS ey w=y ) Any other duty assigned by the Director.

11. I FTATT / CONFIDENTIAL SECTION

1. =t 7t FHT, AIA=HTL F9-1 / Sh. Darshan Kumar, D/Man Div - 1
2. At ey Efera, srae Soft frfes / Smt. Nishu Dixit, LDC

XTI / Responsibilities

. WWWW%QW, WEEFQIFTTQ?WW@W@TW/ All Correspondence on
behalf of Director, J&K GDC on confidential matters,

. ﬁ%w,waaﬁgtﬁﬂi-wrﬁ?ﬁmﬁa%g@,wﬁaﬁeﬁaﬁa—ﬂ%@gﬁmﬁm3rq'<
HETHAEF FTATAT T SAIEA &L ST / To send all types of leave, station leave permission and tour
programmes of Director, J&K and Ladakh GDC to Zonal office for approval.

. wamﬁrmwﬁmﬂw%ﬁ%mﬁw—qa@wﬁﬁﬁgﬁm@ﬁﬁa@qﬁqﬁggﬁ
Tt Frbww fMRers = JqHIET %@W FLAT/ To put up all types of leave, station leave permission
and tour programmes of all Group-A officers of J&K and Ladakh GDC to Director for approval.

. wawﬁwqﬁm&wﬁmw%%Hﬁﬂmﬁa&%ﬁ%@@?ﬁmﬁt@ﬂaﬁ/
Maintenance of Leave register of all Gazetted officers of J&K and Ladakh GDC.

*  Sparrow TEH WX wETT ¥ aeft sfdmRea =it 6 APAR & 9%&faq T&-7@=T™ / To maintain
APAR of all officers/personnel of this office on Spparow portal.

o T A1 wwrh afyErh (HQ) 211 HTuT 13T #1F a7y ety / Any other duty assigned by Director or
Officer-in-Charge (HQ).
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Note : In the absence of all personnel of Confidential Section, Sh. Amit Kashaundhan, LDC shall perform the

duties of the Confidential Section in urgent matters.

12. HYST AHTT / ESTATE SECTION

EEEUEREIRRTES C ST T FOHIT U T2 S F wewer S § A a5 Estate Section will

function under the direct control of Director, J&K GDC,

YT AfAFL / Estate Officer — ot R wrgw, aafms Tt 1/
Sh. Surinder Mohan, D/Man Div-1

IaETieT / Responsibilities

AT & HEteT 74 7rer sie TATHTL / All matters and corgespondence related to the estate.
dﬁ*ﬁewﬁ%mw#q%aﬁrW*m%ww%amﬁWﬁﬁwnﬁ/Liaison with CPWD
and monitoring all works including construction & maintenance of the office bui 1ding.

FIHTAY o, 9RH7 arfy #y qETE Y TEg / Oversee cleanliness of office building, campus etc.
FTAT F 7 (Ww‘ﬁ’)wwﬁw%&wwﬁmﬁﬁﬁaﬁmﬁﬁ
AT / Deployment of Group ‘C’ (Erstwhile Group ‘D’) and hired local staff of the office in various

sections of the office.

T F T (Tt 7 E) et 1 gt i i st 71 we s 7 e e
/ To put up the leave applications of Group ‘C’ (Erstwhile Group ‘D’) of the office to the competent
authority.

EIRIERIC I Clig (ﬁaﬁw‘ﬁ’)mﬁﬁuﬁﬁiﬁ%&waﬁwﬁgﬁfﬁ/@wﬁﬁ
FrETET Af¥rerg 7 wa-vara / Maintenance of attendance/leave record of Group ‘C” (Erstwhile Group
‘D’) and hired local staff in various sections of the office.

e a1 ww e STferTEY (HQ) BT Fi9T 74T 1 3177 Foetey / Any other duty assigned by Director or
Officer-in-Charge (HQ).

Bt st/ Hindi Officer — sff stfmer Ry, srefteror gfers

Sh. Avinash Mishra, SS

1. #7 =g ESfFH‘rf, sa ft forfass / sh. Amit Kashaundhan, LDC

ITLETHAT / Responsibilities

o  FEAH FRat i Jwrfars % T/ To hold quarterly hindi meeting in the office.
o FUEIH f%‘qpr TEATET/ AR AT A FaT / To organize hindi pakhwada/diwas in the office.
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o EFI/AEIEIAF FATT FT S, defarioS e ATt B fEeofiy/Rae =1 7 To send the
quarterly, half-yearly and annual hindi returns/reports to Zonal/Surveyor General’s office.

o FIFTH FAfAF T A= %ﬁ’ H FT FA %al:ﬁﬁrr?—rr T4 YHTT FIAT/To encourage maximum usage of
hindi in the office.

o fA=ers a7 T wfgarhy (HQ) ZTT |IOT AT FIE 7g Fley / Any other duty assigned by Director or
Officer-in-Charge (HQ).

asft s & e R A/ Special Instructions to all Sections :
o FEET F AgAT F A T oft ag # amEers wmmEr T8 G S o asf s w et a
Wﬁmwmmﬂzﬁrﬁmﬁﬁwwéﬁﬁvmwmm/Unnecessary

Correspondence among the sections of this office shall be avoided. Information pertaining to important

matters shall be put up in noting on concerned file.
=gl
o %@ﬁ%ﬁa@mmﬂ%gﬁwaﬁﬁﬁmmmﬁwmm%@mﬁﬁww@
HT9T SATURT 47 e AT TaT AFAFT & oft STt / [n case a section officer proceeds on a leave,

prior handing over the charge of the section to other officer of this office shall be done on file with the

approval of competent authority.

Wy

(Fo To aTe)
FAA
IGEXIED

faereo

1. ST WETEEE, I &7, ARG, FT =7 |

2. TATL-ATETLE, WIRATT TR0 f39T (admn.soi@gov.in) F1 36152 9 upload FLA T LT H IS |

3. T e (HQ), s F Fe7fi Ut e st oo wfto F1 areret A |

4. THET AT AfFFTD - TR sfamrd / SO (Field) / ¥aTIT TS =@ ATEFTL / 72T Teere AT /
Wﬁaﬁa/aﬁéﬁﬁa/?maﬁlw&/ﬁﬁéagm/ﬁmﬁuagm/maiwm/waﬁmﬁ/
FUST SITAT 1 I srefieresy arsft w1t 1 gfara 2 3 3t |

5. gEAT e |



