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

1. nlrrft qffi (tte) / officer-in-charge (He) - * erk+rqr ftx, ufteu q{a-+.1
Sh. Avinash Mishra, Superintending Surueyor

z. * g+ftt qruTT, w BTfisrur q{erfi / Sh. Suryansh Jasuja, DSS

' €flf+iE t{, srel. x{a-t :rgrlpq gd. !i-sR 3[rrrq-+r qfierur +tir z wltt supervise Svamitva cell, Data
Management Section & Store Section.

' fr|q;6 qr crfffr 3fi}ffi (HQ) enT drqr rrrr mr{,r-q rtar I Any orher dury assigned by the Director
or Officer-in-Charge (HQ).

3. (s-fi-fi3qvr{/ TECHNTCAL SECTTON

ilrffft BTtffi / Technicat Officer - fr t-m <{ $qi, Brfuf,rfr H{rfi /
Sh. Sunil Dutt Sharma, Officer Surveyor

1. rft <rtq1 g{w+ i Shri Rameshwar, Surveyor
2. "fr +q<rq, qrqB+w< q.i-t z Shri yog Raj, D/Man Div_l

gtfaflftGt / Res po n si bi lities

' qrffio sT{ a*q-{r fl-qrr6arn / preparation of Annual Action plan.

o slTrr"q7ilm-fi-fr ftstf a'+r (rqrFq ffi fi st6 mr ris-i-{ qq q-.q p.n8lftfiTft +i q-qq.er r-61q{ryq

r'rTftrqzg+fr frT 6rqf-.l.q +1 il*fir / compilation of General/Technical Reports and Supplemenr to

General Reporls and other reports/return and its timely submission to S.G.O./Zonal Offioe.

. q-E{-6qm{ T* q-{rrq fi"*o*o * r-n-iqr* qt{ q ffi.}6 ffi-fi-& oir c.qn-q,.ft-fi irm+,r-& sT ffi 3ia

{li r tiaisoning and collection of technical and administrative information perlaining to the Area of
responsibility of J&K and Ladakh GDC.
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' (Tfi f,s-'fi-fr q-Frel qr Rtqm, q'[-6q!k qa e-flr" fiof,o*o fi ra+m r1"rT / To assisr Direcror.

J&K and Ladakh GDC on all technical matters.

. ffi6 aq-fi-fr qrq-di .1q ffirrd, wq-ssfra lp eqrra fio*ofio fi 3i|r t qzr+n: i Correspondence

on behalf of Director, J&K and Ladakh GDC on routine technical matters.

. frtqr+'qT sart Brff+.rft (Ha) * fr?qr q< i-rfi-fi qrwt fr qftErET/AC 6r rr&r/3rRsr {T eir: trqtdq
fi-' qrt s-(TT / To circulate/form boards/issue orders or Inter office note on technical matters as per the

directions of the Director & Officer-in-Charge (He).

' qiqgi 1frtrrtm, sffqqT 3{t{ $fil fi qH +1 3rrTffi s;T.Tr / Supply of data (co-ordinares, heights and

distances) to indenters.

o r1ffi frfl* s,"r Tq{lqTuI / Maintenance of Benevolent Fund.

. frtqr+ qr srrrfr ?dfffi (Fle) Er.r drw.rc-r +lt .r.q m-ia17 Any other duty assigned by the Director
or Officer-in-Charge (He). ' ')t'

SE4.

Brfuaiq erlffi l Record officer - fi +{q{ q'tE, 3rfm qfrr
Sh. Md. Fareed, Officer Suryeyor

l. ,fi {.rfi-( q;<, qmB++l-t +nt - t / Shri Balbir Chand, D/Man Div _ I

Wl-tEIftFt / Respo n si bi I ities

' s'r{rtdrir h errt-+*t + aq-t{q / Record keeping of office record.

' trift 3rf$H. qmR?i, ea€ a-Aa1 :nfr E:,r tr*rqrE ,, Maintenance of all records, maps, air
photographs etc.

. arftd fr €Hffd €lfi ffi tr€fld sr=TT / Submission of all returns related ro records.

' H'fr 3TfNlai * t-s-<z{ft-e.( Btt( cRfuqt * rrrufr'fi{ql Brtr Bq.t 3TrEfu{ qlft--{ {rerrm mi w.r ZfiFrT,1

Completion of all Records Ledgers,iRegisters and authentication of entries and its periodical physical
verification.

o ftlrrfrq cB-qrcil * u-gvrc errt 6rq r e{ri ErA eifffi q1q-qrffior .dr; weeding our zfiFl-T / processing

ofunserviceable records and its weeding out as per departmental procedures.

. qrq E 6s+{ a=i <qrq q-rwfi-+ 3iiE-Br +{ + !.{Eifp}d aq-flrfi fld fi q?fi qfl-a .61tra,Tnt +rfffi u,
{q{qF / To maintain all sheets files/old records pertaining to the technical work in respect of Jammu &
Kashmir and Ladakh GDC.

' ffiqF'RiqrrffifiFrqfficfr{I6rrqr:qrqi Maintenance of office copies of all types of maps.

' frtqr+ qr c'rrfr sif}5l-fr (HQ) anr stq'[ rmr ei-* .r-q 6d-q / Any other duty assigned by the Director
or Offi cer-in-Charge (He).
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5. r+lfrt tqt svniurrva cetr

ei-srr{rqfffi /Section officer fr frc-f, gux, erf,ffi silerfi I
Sh. Deepak Kumar, Officer Surveyor

- 
".1ft-g+ 

frq Eq Cffi / Ail Hired digitizers

gt((tftcq / Res ponsi bilities

' q|-frc-s qF:+qnr fr FEiltrd q-.fl BG--{ rrS I ntt digital work pertaining ro Svamitva projecr -
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.llTaking hardcopy plots

o Generation of final/ individual parcel data of villages and its submission to Technical section

. sq-+s'qrft-.q qF:islTT + {Eiflff, qrf st+rcq fi 1ure-qr )fi gfrfqq q-1qr i Ensure tbr the quality of
work output pertaining to Svamitva project.

r q1fr;q cftslsr.n + F*iffd +-rfr fi s-qfr Sot yrrfr +ld ffi-d 31q|6 qqil-/ To regularty update the

progress of works pertaining to Svamitva project on Sol pragati portal.

r 3t{rfl-rt 3rf,?ffi - F-{rfu.a t-f, qF:mqqr t T*ile)-{ E{ qrur t era sT rq-{qrq {d backup rem
gftfbd +tiI / Section officer - Svamitva Cell shall ensure the maintenance and backup of data of all

stages pertaining to the project.

. 6rqt{q ilT fr-gffi H .rq digitizers fi arfr"ftzq-fr E1qrR fr waif,r5 3rf$Id- +;r Ir{-1?.ErE i
Maintenance of attendance/leave record of hired digitizers of the office.

. frq1-5 sr srl-rfr 3rfM (He) Tr Eq-+fi or1rrr,T arir drqr rrqr 6d ar;q-4,tq. , Any other dur],

assigned by the Director or officer-in-charge (He) or Technical Section.

Rq}tt frtQT / Srrecial Instructions :

F-{rfr-.s fr-q ur * <rwt'+ G:rFI; ffi fi erftsrfrrfr q fiffi s-6r< h q47q5afra rr fren qrcm-x<rq q-fi

+tft r uS a-q $ q-{Emfu{ *1 65fi-fr e1gr+nr +1 drcr qr}rn (qT sq;rT 3rr(r{-!..ilT 1** 6ffifi
t+rrq aT{T A frqr qrhn / No direct handing over/taking over of datalmap with the ofticials of revenue

department of UT shall be done by Svamitva Cell. All types of datalmaps may be handed over to Technical
section and their handing over/taking over shall be done by the Technical section only.
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6. qrg$ tq / Boundarv Cetl
q{Tr{r BItffi / Section Officer qt BrtG-;( friE RE, erlffi v{erfi I

Sh. Arvind Singh Bisht, Officer Surveyor

t. * uc+<* ftiE, qmRztr< q,t - t z sh. Harcharan Singh, D/Man Div - r

2.,fid!fi-Egnr<, rr+frtrr<+,i- f / Sh. Sanjeev Kumar, D/Man Div _ I
3. ffiteT[qfqqa, qmft-a-+r<q-nt- r / Smt. Rekha Salathia, D/Man Div_ 1

3. ffi g6T{1 3r+$, qrqfua-fi'R +rt - t i Smt. pushpma Arora, D/Man Div - I

vtl-(flft(q / Respo n si bitities
lergnik-qttrs e,r{ q}-qnr * ergm-<; / (As per approved Annual Action plan)

o l: 25K Ti l: 50K ffi q1 Polyconic/osM/DsM 4-r DTDB/DCDB FT ftf*c"ft+-{nT p-g ET.T a-:1-rr E;"!l
/ Digitization & Preparation of DTDB/DCDB of Polyconic/oSM/DSM on 1:25K & l:50K scale.

o OSM/DSM qffi t t r 6f izr xia-+ BErflrT qE sftji fi ftqfr T{,fi-fi- .r{.}rr{T q;r qfi srfr,qq tr,{fr f,
er+E .rmrrft + qrq BriI fi 6rtqr{ } fr, +q-ir dq fr v',.itscs sip-il- 3.{qi-fi^ IgD fri mqr 3{-_{qr"c

+ frq rtqiR td lr-qqT / 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 ofaction such as

MoGSGS security clearance/IBD for boundary approval.

r er-{rlffi t quT Q qrrfr m Hrsfts/.rrf$-fi/rilR.'fi rsc d ;fd-3r.{ q-{gT s?-.{f / Weekly/Fortnightly/Monthty
break-up of the ongoing works in the section /

o ry-f X{T €B'r< ter xiar rgqpl ftt 3tfrq *a x-rE+ {t-{1 / Submission of final data on completion to
the Data Management Section.

. firffiLtsE-ftqr, q-rrBi-st-(+f - r q-{ffigsqrr eri-gt, q6ft"-st{+rt_ t second half frar,rfi
fr-q t t:50K DSM t sEif,trd Fr{ 6tfi / smt. Rekha Salathia, D/Man Div - I & Smt. pushpma Arora,
D/Man Div - 1 shall work in the second half for I :50K DSM in Boundary cell.

' qq.-safi-< \'{ q-qro T-F*nF-fi B{i-d-sr *< * sf,-c{rfr +{ + trfd E{ trfi;1 fr yanqp-+ frq-rq}
(rsw^p*ro*rulTr w() t Hcifff, erer s'r s-irilT Wi rrq-{qrE s.r+r / To do the acquisirion and

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

. qq,-frqfi-< Ur) \r{ T{rq (UT) t Fsifd-+ fr qrq qcTrfr q qaif*+ +r{ / Works retated to J&K (UT)
&Ladakh (UT) state maps etc.

. qirrci{t3ii ft1 qTyffi fi qr+ qrt fr*pliq, ?;qrrq} +{ <Mi fi .ronr fi{Tt / Work our co_ordinates,
heights and distances to be supplied to the indenter.

' fttqrm qT strr& 3rrffi (HQ) Tr f,-{-{Tfi qt'+r,r rriT sl-cT rrrr +lt :r;q-afq / Any other duty
assigned by the Director or officer-in-charge (He) or Technicar Section.

dtd : 3l"P.rq *f-ffi fi a-gqR*fr fr, wrql eftE 3rfMf *twnr 3rfD=d.fr * T,ffi q;r frdEq ilrrr INote : In the absence of section officer, the next senior most officer shall perform the duties of the SectionOfficer.
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rftgso (qo *{r{,3Tfffivilrrt
Sh. H. S. Chauhan, Officer Surveyor

, { q"gmrc, qf,ffiq{q-+/ Sh. AnilKumar, officer Surveyor
2. frdfrcetq<, efmgfu-+/ Sh. Sandeep Tomar, officer Surveyor
3. fr iiiFq FF.IQT, qfffi g*qq / Sh. Om parkash, Officer Surveyor
+ * ee-fi-< ftiE, wlffi q*qm / Sh. Dalbir Singh, Officer Surveyor
s. * {q 51q, g{g15 / Sh. Shubh Kalan, Surveyor
u. 4 fiq+ qdf{t, v{q-+ / Sh. Deepak Balotra, Surveyor
Z. fr qrflr ElTrt.trel, vilqr+ / Sh. Shashi Jamwal, Surveyor
8. + €qq gmr<, v{a-+ / Sh. Sanjay Kumar, Surveyor
q. fr trs-{ {.Falrcr, q*q-+ I Sh. Zafer Iqbal, Surveyor
t O. fr <cc gnr<, vtel+ / Sh. Daman Kumar, Surveyor
I 1. ,fi G-sq g;rr<, vTa-+ / Sh. Vijay Kumar, Surveyor
tz. fr $'ng;q1, qirys / Sh. Lukesh Kumar, Surveyor
13. ,fi qqrmv, v*+tfi /Sh. Bhanu pratap, Surveyor -.),.
14. fr €fu<< fr-{ +.ft, ra-qB--a-+r< }e - ttt / Sh. Harinder Singh Negi, p/Tr Gde-ul
15. + sffiftc frq, ra-ofu++r< te - ttt / Sh. Kurdeep Singh, p/Tr Gde-ilI

vt(EtftiE / Respo n sib i I ities

' ffi fi-€s 6rm ft qd&T FI{ qt-qqr +'{R ' + frq; sqq ffif / overall responsibility for
preparation of all field related work plan.

o ffi'fi-"3 6Ffr fi REfr/F'rR sr qr&fr t frfrerr ryc+r et{ frirr+ qE Tirrft srfh+rft (iie) qii qE-fi

ffi-8 xqo E'a{l-l Meticulously observe the status/progress of all field work and reporting rhe same to
the Director & Officer-in-Charge (He).

' slfr fr-"s 6rS 3ir{TE"I fi lrr+m qiI gfrftm fi?IT / To ensure the quality of all field work output.
. qTalBfi sIIaT( T( s-fi fsffta qf-qElFft/gt* 3rfgffi * srr$ r.qTE"r fi srfr ffit' fi fr"ffrrfi TrqT atr

fraqr+. crrfr 3rf.erf,,Fft (He) qs d-d-+ft crtrrq.T,] qs-fi fiIET I Moniroring 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 (He) & Technicar Section.

. fr"e'ft-fterorU Field Inspection.

. qgq)fro fl,r$-t'ftr{r h wgvr< ffifr furFftq/ffirnftqZqftqfq-cT fr a-c;jf,A-d fi?s sTzit fi +q-ir a-{r{T
3iT g'B ffiT E:'{il / To plan and execute all the departmental/extra departmental/project field work
in accordance with the approved work plan.

o fr"s"fi qfrBfl'dqt sT 1Md'+.,..} * frq ena"s.l-o q-qe jr1-{nq fu1-r mrq1 / To prepare the budget
estimates required to execute the field activities.

' frtqr+ qr c.,rrfr wfM (HQ) ar<r eiFn.rsr qit .r.q m-dq I Any other duty assigned by the Director
or Officer-in-Charge (He).

7 fte er{qrrr / Fi"td S..tio,
{(sl-f{r 3Tfffi / Section Officer

5
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*e : 'ft qq. !K. d-dT{, 3TfM q*q-+ fi a-g'rftqfr t ,fi arR-q,a-qrr, 3rf-q-fl-ft rr}ar+ 3r{',rT T 3fffi a;

E-trt rr ft-{-A-c mt t r sq-t.n dt'i artf+-rtrr fi 3{-{q-F,{fr t ,fr TTfr'T f,rqr, 3rfffi q-fam .r{',rrrT

qtffi}.s,ffisTfr-fE{stt 
I

Note : ln 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.

8. DATA MANAGEMENT SECTION/ TErq"tgm 3rdq[il

w{rrr{r 3rfffi / Section Officer * ft. *o ftt{, BTfuErft silel-f, I
Sh. V. K. Singh, Officer Surveyor

t. * <qFr Srlr{, TToR" +d - I / Sh. Darshan Kumar, D/Man Div - I (System Administrator)
2. ffitET qnilftilT, qrofro +,t - t / Smt. Rekha Salathia, D/Man Div - I (Data processing)

3. 'ffi gq{r 3rfril, qt"Ro +rt - t / Smt. Pushpma Aror&, D/Man Div - I (Data Processing)

gtl-(qlftFt / Respo n sibilities
. frfrfi q Tfi s-drc * BRz-dT tzrzehc frq rrq rrrqfuarcq-.rd gftrfri.rfrft:o-frqrrnqqtrrq-;n:ii +

3rf\-AET t rqr,4rs \r{ Tsri t {idfs}fl qTfr qrq"t / All matters relared to data archival. dara

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

Departmental project data etc. in the GDC.

. ta Brf'ffi-q/q"rfli g{si'T/cq-R BilR h {i(+f fr q-arsiaT{; mTqtq'q eiTl. qrt q'fi-f,rfrrm frqrfr{qT {,r

ffit fr qTiT{ *-,t-IT / All policy matters/guidelines issued by S.G.O with reference to data archival/Cyber

Security/safety/dissemination etc. are to be followed strictly.

o GDC t ti"ifffr arft el-Silrr/st,rc+{ EiqrR fi Fr{fr air ar.{}sm E,.{ * -iEf + q'fi qmi, qqlfi

3rf-'d-qrrfr (HQ) ftt rqt ft* qrtif Z All matters related to hardware/software and their updation

pertaining to GDC shall be put up to Officer-in-Charge (HQ).

. fr< fr xrs qt+ qteTor er-l- fi Processing +-t ORI generate 6<;il-ilTT F-{rft.q qffiFqnr fr qrrilem sot

T{rR'frld r( Data Processing + {fuiftrd s-q-fr Update mIFTT / 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.

. ffitqrrflttr{r,qFIf}T.fiTtq-,i- t G,*qtgsr[r3rfrfl-,qrrfu+rr<+,i- I firsthalf tera
xiq+ erdrrm t Data Processing 6r s-r{ +trft z Smt. Rekha Salathia, D/Man Div - 1 & Smt. pushpma

Arora, D/Man Div - I shall work in the first half for Data Processing in Data Management Section.

. fr*S h nfr flq$q rrs qic--*'q-S Fr rq{r{Iz{ / Maintenance and upkeep of all the licensed softwares

ofGDC.

. fifrfi * qfr +;.{dd sr ffid rra-rqlcr *{ tfr-flqa{ si'rcM ryr cnq-lu-+; er€sm i Rourine

maintenance of the systems in GDC and periodic updation of anti-virus softwares.
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a sTqfqr t qs Eft-c-{ g9,h{Ur +ft E*ET' wizr Fqrfr 6I Tr{..*Te. / Maintenance and upkeep of ail
digital equipments such as Digitar scanner/plotter etc. of the office

frtcm qr srrrfr 3iflsrfr (He) Tt a-{## 34grrnr a1rT qtql rTq1 aif sr;q ,ni-o 1 Any other dutv
a

assigned by the Director or officer-in-charge (He) or Technical Section

9.

FArm feR BTfeErO /Assistant Store Officer _ * ft?qr *{m, 3rfffi qileTfi /
Sh. Videsh Chauhan, Officer Surveyor _ (ASO_l)

tst-(ilL'ftaE / Res po n s i bi I ities
o GFR * eqvr< GeM fEq t u-c115 qfi TfiR fr +-ffi / Ail jobs perraining to GeM porral as per

GFR.

r GeM +ed + q* 9-sR sl qansr( / AII corespondsirce pertaining to GeM portal.
o GeM + v{dff{ q!ft q6rt fi pqrtft E-crrR wlq{d erq-r r{rq*qr-fi qr r{rr{er-m firqr{q fi rtq-+r i

Timely submission of all returns etc. pertaining to GeM to Zonalor Surveyor General,s office.. r6re{a-+ flqlqq *-frterqvr< flqiqq + mfi .iz} \.{ s-.1-6-iur} t q-caiff{ q66rfr \,"i s-i-€t Frrfr sor
T'rft +3q ffiR qqlc fia{r / To regularly update the information related to all instrurnents and
equipments of office and its status on SoI Pragati Portal as per the directions of SGo.

. ft|q16 qT sv.rfr Bifq-{;rt 1He) rnr *.{r rmr +id .rr+ s,fq' r Any other duty assigned by the Director
or Offi cer-in-Charge (He).

ff{r+fi rtsR qlffi /Assistant store officer - fi atri gffi-q, Brfd-firft vftm l
Sh. Naresh Kumaro Officer Surveyor _ (ASO_2)

ts-rl-(ilftd / Respo nsi bi tities
r MT 3(rrnr mr Vqrf qfleTuf / Overall supervision of MT section.

o MT section t Er6if*il qtfi trsi-( sI q?Tqr( / All correspondence pertaining to MT section.

' frf+fr q-{6rfr 4l'f } frg Ha.n.rra. fi Ain-ft / Deployment of M.D.M.s on various official duties.

' lislT a1qrq + €i6 {trs€-( t fi qr+ Erfr sfr cEM +r fr<wq f.{T / To check au stock register
entries of store section.

o GeM * q-"tr+r iierc ergrrm fr FEif,trd qfi TsR s-r c.ITsr( / Alr correspondence (except GeM)
pertaining to store section.

' $tsR 3r{rrm * qfr fuw FcqrR +r fr<mq rs Farrq-{ / checking and verification of all the bills etc. of
Store section.

' Ififl;I {qm/3mq-{t{ft rc.il fr d'dfla-{ qHzrier * 66- q.qrm + frfpl-{ qrq-+ / Matrers rerated to
loss statements/condemnation Boards/physical verifi cation of stores

o tigr{ 3r{rrrq * eqz il sTiss} +} e-{rtrr / Preparation of budget figures w.r.t. Store section.
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. frtqr+ qr qlrrft Brfffi (HQ) il(r dqr.rqT dt sr.q q,&q Z Any other duty assigned by the Director

or Officer-in-Charge (HQ).

fre: ffi.fi nso fi u-gqftqfr t $t ASo qFXql'ii=rt a-gvnr 3rftsK,rfr + strt mr ft-&f,{ q;tt r s.rii-+

ffi aifloqrfr'fi fi u-gqpu6 fr * +fr.{ ntq<, qffrrfr q*ar+ r{vrnr 3rfffi + n,ffi +r fr-ft-+ +tt r

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

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

Section Officer.

$tgrcn cvstore Assistant *qfi<rq, ra-qBr+.Rlc-ru /
Sh. Labi Ram, P/Tr Gde-III

vru<rftcq / Respo n sibi I iti es

e ASO- 1 qq' aSO-Z 41 fi+ st-m fr s-{ITf,r +-cc-r / 'i'o assist ASO- I & ASO-2 in their r.vork.

. qrfr q-6rr t t*< 3lr{5w. q"rd}, rftrsrl, q-{qtsq 
==qrF.'h 

,-r*.qrE / Maintenance and upkeep of all

kinds of store items, ledgers, registers, invoices etc.

. rigR t sr"ift{ s-<eiii fi *E;" Til'ffie t q-t{ +-rqt {a s<Ta r{qT / Procurement store items from local

market and issuance thereof.

. qift et< qrtew +r fra-rur / Issuance of all store items.

. \nT fi qrf,fi t {kifh fr+t-€, {F{€( qq qc-(-te <iir g+ 3rfr 6I {q.qrzr / Maintenance and upkeep

of M.T. vehicles, their records, registers, and up-to-date log books etc.

o GeM (CRC create s-G + srd() de{T eral t €Eailem qfr qrFR t ft-€q fi cBq[ +-cc-t- / To process all

the bills pertaining to GeM (after creating CRC) or others.

o PDD/PHE/BSNL/ erFq tfrdtq q-qfi t 1ffi 6-<m / To liaison with PDD/PHE/BSNL/other telecom

agency.

. g.r*o 6rfr + tH,f,ftr r{:iTqr( / Correspondence related to above jobs.

. fr?qr+ rn s'.i-rft 3rfffi (HQ) dr<I qtqr rr{r drf er;ry +tq i Any other duty assigned by the Director

or Officer-in-Charge (HQ).

gw< rr=i qqnsfrd q-rrrr.r * frq frsts ftfsT I Snecial Instructions to Store & Adm. Section :

GeM t dr<r frG-{r t wiifff, ffifi G-€q sfr-fi t( 3rsl3-.cq 3r{ifliT t N srqt / All bills pertaining to

GeM contract shall be sent to Account Section for processing.

+q-{ s.S ffi s1 +i<r< wgvm t i-qr qr\ryr Frtfi Eid <Fqtza t entry srfr t / only those bills

whose entry is to done in stock register shall be sent to Store section.

MSME fi ++e + {Eifg-{ Fs}'8 qqrc-.iq er{qnr t A fuR fi qt\nft / The report pertaining to MSME

payments shall be prepared in Accounts section.

a

a

a
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10. T{qTr/ SECURITY i

g{{r 3rflffiT ft / Security officer : * *q xrrsl, 3rf}srft qtq-t I Sh. om parkash, officer Surveyor

-^* 

a\^_ , ^
treTT T++qFF / Security Supervisor : * rtqr 5qr{, qlffi q*erfi / Sh. Ramesh Kumar. officer Survevor

fra : StcTr 3rfsffl.fr fi q-f+p*n q'qq 6rqf{-q } ,fi Brft-.T t-,q.rr. 3rfirr,rt qterq; qrt Er?fr + 3rfr.fi-fr
rrqfoq & gre.r + Frfr sr fr{Eq qfi+ |

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.

tstf<flfter / Responsibilities

. g{H-r d"ifi irfr srS +& efl+S fir€ *+ 61=1, {s ,rft' (q-m' {,r ,*') fi {fi ?{rR fi wi=T / All security

related work i.e ID card checking, uniform of Grp. ,c'(erstwhile Grp,D') etc.

o {t{T rn€H ft ffi Z Deployment of Security Guards. . .)r.

. 3lrtg6 rftre-it 6r r€aratzl / Maintenance of Visitor Registers.

. il-qf{q fr 3{riZqr} q1fr trrqm fi invoice/gate pass ecqrR fi T<eil-qiq qri tr{-rqrE / Security check

of invoice/gate pass etc. and their maintenance of all goods/material coming in or going out of the office.
. fr?rr+ frtl qtq-r qr{r 4"t{ er;z+ q-fiq / Any other duty assigned by the Director.

t1

t. fr <sh giqrr, rrrnfra$'R +,t-l U Str. Darshan Kumar, D/Man Div _ 
1

2. ,ffi fig fiffr, q+< "ffi ftfr-fi / Smt. Nishu Dixit. LDC

Ft-(ilft{ / Responsi bilities
. qfr qMq qFr{i q-< frtqr+, qE( E msfra qa eqrq frfi* fi *{ ,fr rrarqrr r, All Correspondence on

behalf of Director, J&K GDC on confidential matters.

' frtQrfi, qq. E ssfi{ T-Frilfrd eTitsr +( + S-fr, FTrt # fr v-iq6 q{ q1 + T,-iflff, fl-{Fq 3{qr

I-qrs*H-fi 6rqtfq dr q-g** t( t-qir / To send all types of leave, station leave permission and rour
programmes of Director, J&K and Ladakh GDC to Zonal office for approval.

o ${ s ssfi( X-errn-fi 3{idsr i+E * qfi W-q erfltrnrftq} fi grfi, err+ ffi fi a-5q6 qs a{ ft
ff'Eiffd 6r{-fic fttqr+ +1 q-SA=" {qsKd +-<m / 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.

' w{ s s'a+( \r{ aET"e q-wrfr-+ B{isEr +-{ h vfi <r_scB-d ertq-+rftrr} + q;fi <f-q€-{ 6r {q-{rqrq /
Maintenance of Leave register of all Gazetted officers of J&K and Ladakh GDC.

' sparrow c}'&d r( Frqrrq + F trf qfffiv+.ffial fi npen t' {.uifua (c.-{qrq / To rnaintain
APAR of all officers/personnel of this office on Spparow poftal.

' frtqr+ qr sqrs 3{fsrt-rfr GrQ) rnr qlcT q,l-r +1t .r-q e;&q i Any other duty assigned by Director or
Offi cer-in-Charge (He).

l:r
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f,z : rlMq ersdm * efi .Fiffi fi qfqnqn t qq +:,r+tc-t * ,ft 3rfu{ mqr}a-{, ars{ ffr frfr"fr 3{,ri
m-rfr k BTftfttn rfrsffq u-gr+nr * tr.q;r.{ ;nrfr ;nr fr.f5a +tir r

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. {qil {TITFI I rsTArr srcrroN
dvEt rg-rm frtqrr, wqE +sfir p,q EErre fi+fi a s"qer fuErrT t flt' +ffi, Estate Section wiil

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

TrEftlr qfffi l Estate officer - * gPtfi fr{r, q-frffi.R q,t - t l
Sh. Surinder Mohan, DiMan Div_l

gtTEIftq / Resnon si bilities

' riT<r t **f*a sfr qrrn* qk q-+r'srr / All matters and cor;qespondence related to the estate.

. fifie-anfi * trrq ffi 3i-r +-r+fq-q rffiq ft {qrtdT?r qftd H.fi 6Tfr fi ]ffi / Liaison with CpWD
and monitoring all works including construction & maintenance of the office building.

o 5[qfd-q r1q-4, '1ftqq 3TrR fi qw-t fi Hq-z oversee cleanliness of office building, campus etc.

' Frqfqq il gq 'fr' (TfE-fi {c 'S') m {a ft---{s ffi.rq e}frraq fi sT-qfq,{ fi anr, ,ruiilrm q.

ffi u Deployment of Group 'c' (Erstwhile Group 'D') and hired local staff of the office in various
sections ofthe ofhce.

' trrqt{q * w 'fi' (Tffi w 'fr') fi gfi t v.,6-*l-t e{rHi ai qerq 3rfffi qt q-,fl TTT.
/ 1'o put up the leave applications of Group 'c' (Erstwhile Group 'D') of the office to the competent
authority.

. srqttrq t W'fi' (Tffi W ,- ,) mffii u,s ft-{-+; ffi,rq iir-m1"q fi 61e.frlgfi Fq_rfr q
sraif,trd- 3r&Aq q;T rq-{qrE / Maintenance of attendance/leave record of Group ,c, (Erstwhile Group
'D') and hired local staff in various sections of the office.

' ft'tqr+ qr sa]Is 3rfffi (HQ) era drql,T?rr +1f, ur.q rfq z Any other duty assignect by Director or
Offi cer-in-Charge (He).

Eft BT&-+.rft / Hindi officer - fi q6**r frr, erfierur v{erfi I
Sh. Avinash Mishra, SS

1. "fi Brfr( s'qTtsr{, q-+r ffi frfud / Sh. Anit Kashaun6han. LDC

gilCflftc? / Respon si bitities

' sHtmq + trft fi ffis'*a-* mrEnr / To hotd quarrerly hindi nreeting in the office"

' 6pqfg-q t Bft qq-fl-cr,&-qq or qrfrsrc E,<ztTq-r / To organize hindi pakhwadai<iiwas in the of-fice



a

a

ee-fqzrrarqilffiF f,rqfdq s) +q'rR-6, qeffiq qE qrffi+ fr* ffi/ffif trs{r i ro send rhe

quafteriy, half-yearly and annual hindi returns/repofts to ZonallSurveyor General's office.

flqf.i-q + 3rffm t 3rfffi Efi d 6r{ frt t(clta,TEq qa srrr< q,rm/To encourage maxinrum usage ot'

hindi in the office.

ft'tqr+ cr Trrrfr 3rfffi 0-lQ) 61qT qtq'r rrqr +lt ar.q rdzq I Any other dury assigned by Director or

Offi cer-in-Charge (HQ).

gfr q$trrr * F{q frqtqfrtqt / Speciat Instructions to ail Sections :

. slirt{q t wgwriil + *q ffi ifl ile 6r erq'i"{qq=F q.TTsr( i-S frqr qrqnn I ffifr q-F+ 6rfr +
sEdlerd (ffir +t qm+rft {saiflf{ rtEq q{ 8 +far dRl sF{a frq qTqir / Unnecessary

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

matters shall be put up in noting on concerned file.

. ffi fi wgrnr 3lf'f+.rft + gifi T( qT+ t XA a-gdT.r * #* 6rqfcrq + $t 3rf-ffi +1 wrq-{ Tr t
drqr qrq-n ilrn qsfi T{f$rfr qtrq qfm t fi wq-ft / In 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.

\^,
(ho go iflql

fi-{q
frter+

fre<ur:
1. B{rRrqrvTer+, s-trfr *T, ifrT6, +1qqapf1

2' xv5ft-|qqg, rrrtfrq qAmuT ftqr{r (admn.soi@gov.in) +l tqqrlE q< uptoad +-rt + BilsFr fr Wc-flf r

3. srrfr Brfhrrft (rte), wE{q 6afi{ \r{ q-{rq fiofiofio +i qflrrf ifrr r

4. qqs er{Trr Brla6rft - d-fifi-fi 3rtffi / SO (Field) / qrryq41\r{ Aq|- erfffl-fr / srcr e"ieF 3i-{rrnr Z

F{rft-.E t-q Z crs* tv I g<wr eifffi / ffi€ er{+rnr 7 rffiq ea-gwnr / riq{r 311rrFr / q+q1 ertffi U

Tu-sR erdirFT 6 sa* 3T#{FE qrft fltrqii +1qfrd rG fq}Ra r

s. q+41 frg ,

a
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