To %

Sub:-

Governnent of Orissa,
Politicsl & Services Departnent T

7 : iu.co_
. No.....z....gzz..../ﬁen, Dated, Bhubsneswar,the /Sy Dec. 1979

411 Depaf‘l‘.t‘l(&hts of Government.

Amendment to Orissa Secretariat Instructions.

-
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The undersigned is directed tn say\that the

Orissg Secretqriat Instructinans shall stand amended as 1nd1cated
below with immediate efiect.

weth e R

!
i
1

(3)
(a) ™
g e ABVE?

(6)

A

(D)
. (2)

(3)
(4)
-t (5)
(6)

(7)

A (2)

2. The axistin’ Rule 1-%-A shall be substituted

= by the following :-

“A"—l. DUTIES OF J AMADAR

To brimg _letters fro the Post-Of fice and
‘place thesc.before ths 0°ficer cnncerned after
- putting d'tn stﬂﬁp.

Ty arranco’ papers ané fiies on thq table of tho

officer.

To remain in attendance at the office. roon of
the officer to attend tn the c¢nlls of the
Officer.'

To-corry fileg wnd ponars to nnd fron the

_‘_Offlce ronn gf ~the officeirs.
" To sttend to the officer's Telephones in the

absoncc of the officar tn vhom he 1s atteched.

#lo =ttond to any other offielnl work thot nay

be ertrusted to hin hy tha offlic r concerned.

DI BS OF DAFTARY '

in atcénq to aii Lyp s o. Toneo work, :
To %ind znid stiteh =11 n2w and old rcegistaors
except thc binding of fezottes of Law Depart-
rians.

To se~s ril confidbnti'l lettors and files ete,

T sttnd ‘to wll- rastin< work of tho DIpETL-

mont,

Ts Tule the pancrs ian vazisters when required.
Ts clcan inkpots 11 n s Al the afficers and
nseist s,

4/, brtné Aanwrticnt: 1 indents nf stationary
prtlclhq ¢m rgu-.siti-n »and distributa thnse
e i v e ctﬂff \ ot

.lo SJ.J]J.J' "\]..Zbu p ")C;S \-;0 t}'DiStS.

To prin-: o GOVS JIopas e, for lssua of letters -
nareuls -~a? 9pckets. el ..
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To affix stnnps on’ cov:r of Govt, letters e \\ 1

To carry d--ily Sovty lotters, registered
lotter:, prreels pockets cte. to post office °
for Jrsmt-h.

TA r-tvc,ri- to .any nt.hr.r nffici»l work assizinea
to hi by phr officer; 8.0. or, H T.

7L 0. IrITn.RI."'”P‘R"I-: mleChED 'Bm ' IBSUB i
uﬁILL. LR ) -L. -

T return Arsfts, s"»'r‘ smnies etc, to concern-
24 staff. ~fter issue ‘nd lelq Dosnatcher in
"H‘ficc. w\'.lrh4 I oiby’ . ;

-

In tq}'n;r't'*n-t:ure wF" fri5m Issuze 3ronch to
concerncd rofficx.rs e L Sl b4 ;1-ture.

5 tike nf‘i‘i,c‘iql tc.lf'-r'"s/ vireless messrre/
T-21lex ricssages ‘ete. to troir “s:)ecti\rc places
£ar d..spnt"h 5 |

T~ k.-p onst:1 rvc i-\ts in relevont rozister of
i300 )-.c“iu"l. el
<n t.A.?._u"ul‘\I‘r', 0f..o:
sant Iron. ‘3 i lvrey ‘:twt
ratione r-f ..r.‘l .. C_ty,. < )
T disgTiY0%e offici-1 Aaks both inside and
1tei . ”"‘il ‘“i“‘iﬂo.

:
i

el'%/‘ -nackets of Depart-
1

f; F. Post Office/Reglist-

ke A t-;,., ny otner f)i‘ iai=1 work entrusted
w7 the '7”'1-_.-. 39 LY "iSt

JJIT S, 2GR GRL Y PEOY
3—\'c.~w’f" *Tigi lk,;’ THTEAC eI mayerg gnd

DODKS T e U ﬂ'ﬁﬁf\ﬁéﬂ it Mrowotdieads
Rosi: Sencio.affice nnd vicn vers- nf the of ficars
th vhnd !ﬂ' fs - t'\c"lo"

In u-tt;;.::. 1 sn th: wofftec wark ( includinz crrry- !
inn ©.&s8¢ m*s/ or:lnr.,) -1t the residonce office '

of t]“'ﬂf'fi-’”r to who ha is =ttacheol,

To attzal b9 any pthar officinl dutics which
~ay ba assizned by th > -\fficcr te v9n he 1s
attachrail. J

To riturn t"1-= sin»turc: nads- after. 81 e turo
Af th* cancérned officer to lssue 3ranch,

I attond €5 rny otnnr Sificlal cnlls of the
officer Ho is rttpchadl T2l

' !SS!N,.-,,.

Ta t¥c attdndance i'"‘(-z*.’_mt‘cr fron officc to
OffiC\ Ir T;’!i vbnck\

Tn -\tt"'ﬂ .qll.nfﬂ.c inl cnlls »f the office

. Hn.'r\"? \);r-l- -, -

st~ff; = e .n,thor tn wh')l1 nttacheil.
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To t-ke files fron thu officrr to 2ffice

end vica versa,

%

To tuka Dinry, Trnnsi.t UOI,UOR Ragistars,
Loz 3nnks etc..to thy i
when requi red by officc-'s/ nssistnnts/ H.As.

Di: rict ete.

c;ired nlaces ps-end

Tn attmd to any ather »ificinal qutizs rs =nd
when requir:l by his ofificinl supariors.

JUTI3S 0.° f RASH

To cleen the surafis . wnd s Bnly irinking

wrter in office ronns of the

which hae is nttnch

To dust farni turec
De~srtwent =s weli
oi‘ficcrs enncernad,

ad.

fil s
as in

To ~TTEN%06 and rearronic
cenference hall =nd ronns of Ministers, State_
Ministers -nd;Dy. Minis'tors as and when nam-‘

SSary.

epartnont to

21 racks kept in the ..
nffice ronns of the.

furni ture of the

Te. attenl tn eny other offici=l duties as nay -
Y t«ssi-n-m tohin fron

offici,* oup.riors
HTIS; 0 SYSIPIR

%
Tn swc = =n-1 wash the al1lotted offica roon and

clarn : .irtyaris
Seerat virt bulldl

-

time to time by hils

N
L

»nd othcr premises of the

neg.

Tn trazk 12 elesn lav:tnaries, washineg basins
an? urin.ls and soray disinfactant supplied for

the »r n3c.

Ta rcov: eobwebs’ from walls and ckilings of
ths offizos, lavatories, Urinals and garege
v the 3oecereiariat,

T chaage and refill sand of the spitoons
nlaece? =t 4ifferent corners of thoe Sceretsriat

builiins.

To atten” tn any nther nfficial wrk ..5 nay
be assimnel to hin fron tine to ti<e by his

nffici~1 superior.

TDUTLS _OF CHOWKIDAR
To k on 4 wnteh over the office promiscs.
. To.onunzueeclasa gl fforent roans and hrlls

-~ b

usnd -s nffices haefore ~ni aftir werkinag hours

resoe stivaly,.



(1 Iy &z - a3thc.s on the nerty concorney

ra)  Is hil- oy, emecrac] sssistents ani off'x,
in ali ~*fice wor’, when not required to O:
. out=3nnr uty,. :

4-10 _TIS3 OF CaALEMAN

5 3 EY " Pn eesist Reverme Insoector/ 4nmin to vhon ha
i3, qttpchﬂ'l in the fiell work.
(2) - " wrk as a peon in the nf fico when the.ce is

non fiel’l work.

(v To suoervise v..rork of Malis and Mulias working
under hin.
(2) . To toke care of gorden/perk/avenue side otc.
(3) . To.. distnt—’tute work nmong the Malis and Mullas
e warklng unier hin,
(8.~ B teka ‘delly ottenlancs of Malis working unier
' hin,.
~ {8§) . To supervise grafting ani nlentinz of flower
A . p..ants snd fruit trees.
w1zt P MALL & MULL4S
. ReSls (n - To olant " .n’f graft fruit trees ani flower
: T - plante. =
(2) T weed” garden, nn,\lrz. nlants and trecs.
(3) To w-ter lawn, ’.LcoratiVG plants ani other
. fruit trees. ; s
(a) - To nrran3 flower belis.

(5) -~ “To prepero seoilings

(€) Tn grov sqnéénql flnwers
T~ keen zarien, 1awn etc. neat anil tidy,

a5 0 (7) To atteni to »ll conn:cted work in goTden
' nark ctec. as per air~ction of their suneriors.

3. Th s followinz sh-11 be addiel as Rule IT-29
unilcr Chinter Il of th¢ Orissa Sceretariat Instructions

" II_923: Recrui z:cnt to the pnsts of 0fficc Pcons

-orderly neons, »Tocess servers, chowklders, farashes—-and Sweepaors

sh:11 be made throigh the Bnploynment Exchaage, The age of the
cndidgtes for rceerui tnent to these nosts sh 11 not o less than

18 years nor nore then 23 ye:Ts, provilsi that the upner o8C

1init of ernii i tes belonzing to SG/ST sh::11 bar elaxcl by 5 yrs.

cm’-.
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The cpndiintes for snpointnent to those nosts shrll

o
-1 have pessel M.Z. exuninatisn providod that for the posts of

Farash, Sw-eper nni Chowki1T the requiren 'nt of educational que-
11ficntion-shell be lternte mi for the posts of proce¥e server
a cendidr-te shnll have pessed 10th Class.

Prsts of Dnftrriecs, onl Janatars shnll be filled up
axs by promotion frou ~non? the peons, orlerly Ponns etc. within
the Depertrient »n the yesis of suit-bility with due rozard to

seniority." T ‘ 2l
4. These instructions shell nls?d rutatismtandis,
apnl ¥y to such c-tczorics of posts and =ployees in nll other

3tate Government officus. et : \ grf
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- Deouty Secr(ita‘:y ml“h'l\ax/t.
-~ = 5 s e
Moo lf‘o.%:z../. bt .8.).../501‘1, Dated, /_&._// ?///7

Copy forwaried to all Heads of Dep,a\rtment/ All

collcetors for inforaation end guidance. ( \
. jvﬁ;g?‘&g C
A Cc

Decuty Sectatary




