Court Matter
By Speed Post
Government of Odisha
General Administration & Public Grievance Department
KKK
No. 257§ /Gen., Bhubaneswar, dated the 17 ™ November, 2020
GAD-SC-CASE1-0049-2020

From
Sri Ganesh Chandra Patra, 0.A.S. (SS),
Special Secretary to Government.

To

The Collector and District Magistrate, Dhenkanal

Sub : CONTC NO. 1885 / 2020, Muralidhar Das -Vrs.- Sanjeev Chopra & Anr. (arising out
of W.P.(C) No. 6658/2020, disposed of on 24.02.2020).

Sir,

In inviting reference to your Letter No. 1536 dated 01.10.2020, I am directed to
say that, as a policy decision of Government, restructuring of Odisha Ministerial Service
District Cadres and Offices sub-ordinate thereto has been considered in GA & PG
Department Resolution No. 5622/Gen dated 20.02.2019. As per provision prescribed
under point No. S of the said Resolution, the existing designation of the posts of Office
Superintendent wherever exists shall be re-designated as Establishment Officer (E.0.)
with same level of pay. Similarly, as per provision prescribed under point No. 6 of the
said Resolution, a new promotional post of Senior Establishment Officer (Sr. E.0.) has
been created to provide better promotional avenues in the District Cadre Offices. As
such, the duties of Establishment Officer (E.O.) and Senior Establishment Officer(Sr.
E.O.) willbe same as mentioned in this Department Resolution No. 19054 dated
10.08.1983 (copy enclosed).

Similarly, as per provision prescribed under point No. 11 & 12 of the GA & PG
Department Resolution No, 5622/Gen dated 20.02.2019, the abolition and creation of
posts in different offices in the District Ministerial Cadre shall be co-ordinated by the
concerned Collector of the District. The new cadre strength of the District Ministerial
Cadre will be fixed as per the percentage basis prescribed therein GA & PG
Department order No. 37385 dated 29th December 2018 and Resolution No. 5622/Gen
dated 20.02.2019. Accordingly, the Collector concerned shall on obtaining the
required information from the different offices of different Departments under his
jurisdiction to arrive appropriately for abolition and creation of the promotional posts



accordingly and intimate the same to the concerned Departments to notify the posts at
the Government level.

This may be treated as most urgent.

Yours faithfully,

Special Secretary to Government.

Memo No. 25366 /Gen., Bhubaneswar, dated the 17 ™ November , 2020

Copy along with copy of the G.A. Department Resolution No. 19054 dated
10.08.1983 forwarded to All Collectors for information and immediate necessary action.
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Special Secretary to Government.



~y
g

/ GOVERIMEIT OF 0 &LSSA
GENERAL ADMINISTRATION DR PARTMEN T

BEQOHL TION -
3HUBANESWAR DAlTD Tds |OlWEH AUGUST' 83

tSub. Declarstion of tﬂelgost of 0ffice Superintedents
(in the scale of £5.580-900/-)in thz District
0ffices as zzetted, )

1

No._ r"C}Q__»/’i;’_/Gen. L1 question of declaring the sost of Office
Superinvendents in the istrict 0ffices .. Specially Sazetted was
(under consgideration of Govemneat for syme tine Just.Tie Offi ce
:SUpcriatendent a.s % play « Vitlil role in ensurin? coordination
(1n te entire office so that all the limbs of the systen operste
) smoothly snd symbolically.With the increase in the activities of
" the Colleclorate in various spherss of Developnmental and zeneral
’ wdmialstration, the responsibilities and functions »f this function-
"ary have also increased mltifold over the years. ne nunber of

L Hhecltiong and ministerial of ficers noving incressed, ths= spzn of
ccontral of the 0ffice Superintandent h.s widened. In viaw of the
tRature of responsibili tes attuched to the Host and the functionsg

. and duties of the 0ffice Siger_ntendent, th:re is no doubt thzt

there h.s been a cle.r lncrease in the responsibilities both in

v
v

quantun and in nature and hence-it would be in the Rblic interest
H to confer the ;uzett.d status oa tais post keesin: in view the
admini strative convenience. Tne Joveranent,zfter careful consider- |
T stion h.ve been plecas.d t d clare tie 20ost of 0ffice S‘J_,.)e]r'intendent1

"=

. 1n tas pistrict Osfucos -5 specl lly jazettcd under Rile 17(iiYof
the 0, 5. C.in the existinZ scale of pay of 5.580-900/-. .
3 2. Ti. Collecwor of tac D.strict will continue t be .the

F appiinting end disciglinuary zsuthority in respectof the Of S'qe
Superintendents, Quti-z .1d functions of the 0ffice Sunerintendent

con td. e o :
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i1l e .- Lia Alnexture,

) 3. Tls will take effcet from the date of issue of the

resolution,

O RDER - Ordered th.t this resolution be Oubllchei in an
. extra-ordlndry issue of the Orszsa G.zette and
copics theresf be forwarded to all Depurtments inte
of Jov.rnnent/all 4. is of Departments/all |
Collectors/A. J.OIl_oq,JhubaneswaI‘/D. 4. G.Orissa, the
puri/Secret.r;,0rissa Rblic Service Comrii ssion,
O-lut:.,.Ck.

tion
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e
C. NARAY AV ASWAMY £ai
SPECLAL 3ECRETVRY TO SOVERVMEN'
Meao No. /405/5//J st )0 & &3 2
coy forwarded to the ireclor nf PI‘lﬂtlﬂo,S\,atl')nk,ry
and meblication,Vurissa, Cuttack for favour of publication in an
extra-ordinary issue of the Ori:.s jazm-the and supoly 200 conies
therefof for use in tais Jeo.rtaedt.
S Qockind —
\._J - . f‘ £72
Under "Jc;creturj to JJV-:eI'nrrle1
Mern Na. /‘%O é/Je,n ot. /O <K% t
Cooy for arded to all Uy rtacics of IOV‘.rﬂ’le:lt/dll}
do.ds of Dgpartaent/all | 0ol lectors/i. 3.0ri sss,Saubane swar/D.A.ﬁ
o . e tvick for iafH>riastion. |
puri/s-cretery,0. 2 3. Co Cuttyck In s'tain
ff
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Lties nad Bésggnsisilitie:s e nffiee Superintendent nf tne Tistrict
offices and the of fices o+ thas deads of D>s_rtonents.

L]

3 . Tne Office Superintendent shzll be peesonal 1y responsible
55 Jgee thet Juard files of Hifferent 3pwnches/Ssctions are well

s o el and Kept up- to- late, do sipull ensure and satsfy hi nself
that c‘,rw]_;rs,oxders,Re.solu-tion ete.neant to be pastei in the fuard

file have been duly circalated © all concemeod. (Rale 9(g2;nf the
OTissu ReenTds d.nunl, 1964).

2. Pae offE celSuperlnten'ient shall nuyintain 2 U st of
3r.aches/Scelions intluding gub-Segctlon in thg office anl the
eollections de-lt with in sach Jr;ﬁch/Section.’:;jt?f; -

(Rale 18(4)ibid)

o ALl carresponience,includin; files received tarough local-
syurces should be received by tae office Superintenient and putap
forthwi th to the Heul1 of the office nr in nis absencestn the officer
3uthgri:;ec1 for the purpose. :

(Rale 20 ibid). -

4, Ta. offlce Sugerintenient should set 21l the D=ks
entcred in the Zifaly Rocelpt RejLster.

(Rale 23(1)ibidy

5.(a) - e office 3.;1gerint.a1.;{ent will recelve 211 raristered and
insurc’ letlers unless tese are addressedl to an ~ffi cer by nane.

(fale 24( 1)ibidy
(D) Thgse of Wre CoVerS walch ure seuled oT will aapear to
the office superinten jent to contsin confl lential papers shz11 not
be opened DY hinm,but should be personally nundeisver by hin 0 the

Head of the office OT ts the Officer quthorised ty nopen d:Ks as
th= cuss N&y be - et
(Rale oo ( 2)ibi )

(¢c) Where Wz rz:iectered OF jnsured lcbter Ihes art cppear
ta the office S‘Jlj_rf;ntgﬁ_ ent ta be > c;nfi“lential natursg,he sgall
npen the sale and note on it if 1T Was received by rezistered st
or is sn insurel 1etter. Dscrepencles oF smissinns,if any,relo@ng
ty enplosures shnull also Pe n-otel on e left hand aarzin o the
letter o:penefi.i.. i1l tinen C.USE it o be entered in ths Rogister
of Roglsterel nd Insured letters received and on the Prinmary Receipt
R.T__'..‘Lsfe:: g eend Lt W tn. deal of the office.On retura 7f the le et
fron the Heed of the Office,he shall senl it Uo the Diarist of the
3r_ach/Scctlon loagw.td *ne Pr-nalf Rocelat Rogister f,r further
action .g in th. c.se of Srdinary recelipts.

(Fales 24(3) ibid). eontde.. 2



/\

/e -
Q. The A;,se::lblj Q.l\,_;tijn R‘c.é'j. s Ger S"ilouli De muint;;ined b&
Office Seperintenden t.
(Rale 25 ibi ) 2
7.(3) Rominiers should be sisned oriinarily by the offi cer-i

charze of the Jraach/grction., Tuc office Sup‘;rintenient,where :
speci al ly .nthorised by the Hde d of tlg Office in thi: bhalf nay
zizn rerinders issued- to sub-oriinats. offices. -

(Rale 63(f)ibid).

(b) Deterrent cction znould be tuken azainst office Super:
jent if he Zoes not t.ke note of the reéminiers snd bring to the
notice of tae deal of the 0ffice cuses of loaj delwys in sa1ding
replies for which series of reminiers arle recelved.

(Rule 68(2) +bii).
8 i, Office S4periiterledt mist check up the Issue Sce
snce in = monta .nd recorl lefects and nesligence in thz Section,

if .ay. He muse specllly sce ta_t tae stationery materials are
usel with utmost cosnony . de aust ensulrles re;ular maintenapce of

Rosister prescribed for the Section,check 4t times comparison. of
cooies, tronsid ssion of fulr copies to the Déspatcher and tinely
leso teh of Letters by the ﬁti;p,tcﬂer Ad-eEEl uy the 145t colunn
oF tae Left.hend dockeb stamp on thz communi cation  to”hich reply
is issued.
(Fule 98(1)yibid)
(b) e 3ffice Saperintenient mazt ccetho.t .11 nachines

function with due care 02 repuirs are carried out in tinesHe mu
ensule rejullr nzintenance of tiae typewritgr_,hi st;ry shgets.

( Rule 93(2) 4+bid) e

9, '__‘.l{}/u.Officg—;‘,S&pc-,r'.ntullalt st gsee o the regulur
nainten:nce of this Central Stanp Register.ds magt zet the stock

replenishel in time,Ss ta.t Were m.y nnt be shortuze of staljp &

oy Gone.
(Rule 111(2) ibid).
10. Ly o5 tae use of Strviée Postuze stump 4t any tine

Plaje =t 4 cxcessive,the office Sugf;rg.nt:—,ndent st carefully zscel
the reuson and bring the same to thenotice »f the Head of the o
throu:h the offi cer-in-churje 5f the Es t.blishment Section,

(Bule 112 ibid). :
155 % 1t is tae duty of tae office Superintenlent t consol
pendin 1igt of 4dif ferent brancics/Scetions verify taem if ncces
with relevont relisters and put taen t the Heul of tae 0ffice
4n~ ama .n4 18th of each month sositively.
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12, T Office Swperintenient 4ust eaquiry into any less of
pupsrs or files 2fter verifyinz the charge report of Dzaling
tissistant <t the,Wne 7f tronsfer »f the agsistunt from oac nost
to another.

(Rile 131 ibiq).

13. Tie 0ffice Superintendentd,lay at hi= liscretion check up
the position of Agcenbly Questians in any 3r.nch/Sectisn thrauzh
Log 3ooke anv forwurd pi.ries wnl avol lable 1elwy if any npinted out
t» .11 concernéd und lisciplin.ry action taken,when n:=cess.ry.

']

(leg 134 ibi D).

14, The Office Guperintendeat shoull put up © the 4 .4 of
the Off1ce the Guvernnent Suit Ros.ooter,

(fale 135 ibid).

15. e 0ffice Superintenient siall muintaln the office order
book in whiechh zll osriers which ffect the practice of the office
shell be compileds

(Rale 136 ibil),
16. v, O0ffice Swoerintullent sisull check ot roadon b lease
104 of ta. records before the s ille ure sriercd for transnizsion to
the record Roon. I the check Ji:clnses neglijeace and conszauently
their wron, clussifli cationyhe saoull brinz the s.ne to the notice
of the 0fficer in Ci.rs ..

{ fule 158(2) iti.).

17. T, 0ffice Saperintenldnd st test check 10% >f the files
before destructisn ond tiere saoull be record to that effect in the
rensrtks colurn of tne fly leaf.

(Rale 159(2) ibid).

18. Tue 0ffice Superintenient sayuld check the Record Room once
in o fnsath an? point out the Aefects,if any, tr the Rceord Keeper for
imn_dt  te rectificution.

(Rale 207(7) ibid).

12. mplicate keys of tnl Hoeord RoON shoull be kKent with the
0ffLice Superintenlent in o seuled Das. '

(fle 277(3)ibi J).
20. - o dist of tic Officer-in-C.urge of tac Libr.ory zn?2 Librarians

shall be meintainel by the Office saperintenient,
(Rule 302(2)yibid).

21. Lic Office superinten ient sanuld check once 1n 2 nmonth the
rest of correction slips by the Librarion.
22, Jefore nroceciiay on leave ths L.brarian s1oull deposit the

key of the Library witn the nffice Superintendent,

( Rule 305(3) ibi ).
23, Wi Office Superintenient saoull initiate to tuke action
for th: recovery of the cost of tie Lidrury baok from the nersons
responsibl. for the loss.

(Rale 390(4) ibit),
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