ORGANISATIONAL - SET UP


Functions and duties of different Officers Constituting the Organisation U/S 4.1 (b) (i).

(A)
Name of the office and organisationl setup 


Office of the Executive Engineer RES Division Datia (M.P.)

                                             Executive Engineer


Sub Divisional Officer Datia


Sub Divisional Officer Seondha



Sub Engineer    S.D.C.      Peon


 Sub Engineers    Assistant Gd. 3


Divisional Account Officer-I
  Asstt.       Assistant Gr.II     Assistant Gr. III

  (On deputation from AGMP    Draft man       Estt.

(i) For out ward & In ward


   Gwalior)






    of Dak

(ii) Assistant Gr.III (store) and Auditor Bhander

Assistant Gr. III
           Assistant Gr.III


(iii) Peon

(SAC & Ar. Seondha)         (Ar. Datia)

Posts Vacant





Draft’s man

Tracer
Steno typist

(B)
Functions and duties of each Unit of the Office ( 1 to 2 page)

The duties and functions of the following officers have been prescribed in various Annexures and Items of M.P. Public works Department Manual. The Same may kindly be Seen agains each.

Executive Engineer


-
See item No. 1.129 as per








Annexure 1.25

Assistant Engineer



-
As per Item No. 1.129 Shown in 








Annexure 1.26

Sub Engineer



-
As per Item No. 1.129 shown in 








Annexure 1.28

Divisional Accountant / Divisional
-
As per item No. 1.129

Account Officer Gr.I/II



Shown in Annexure 1.30

Unit/Section wise functions.

	S.No.
	Unit/Section
	Functions performed

	1.
	Administration Section
	(i) Posting/ Transfer of the staff officials.
(ii) To keep watch on attendance of the    office Asstt.

(iii) Keep watch on allotment received and expenditure Incurred there from.
(iv) Reconciliation of expenditure.

(v) Preparation of pay bills/ arrear bills and other bills connected to T.A., medical        and office contingency etc.

(vi) Short term and long term loans and advances.

(vii) Maintenance of Service books.

(a)
Service verification.

(b)
Sanction of P.I.C.

(c)
To Maintain the leave A/Cs

(viii)
Any other work allotted by E.E.



	2.
	Account Section
	(i) To maintain Accounts Records/ Registers and all other returns.
(ii) Writing and closing of cash book, Issue money Receipt of the cash received.

(iii) Sub mission of monthly A/Cs to A.G. on due dates.

(iv) Receipt of Cheques from the different department for execution of work and       remit The same through Chalans.

(v) Reconciliation of expenditure.

(vi) Issue of N.I.T.

(vii) Checking of bills with reference to the rates opproved, Pass the same and issue Cheques to the suppliers / contractors.

(viii) Inspection of sub Division 

(ix) Disposal of audit/Inspection Report 

received from A.G./S.E./C.E.

(ix) Any other work allotted by E.E.

	3.
	Stores
	(i) Maintenance and up keep of store and stock registers.
(ii) Purchase and repair of store articles and  to issue them.

(iii) Payment of store items.

(iv) Arrange annual verification of store / Stock items.

(v) Disposal of unserviceable items.

	4.
	Record Room
	No separate Record room exists. All the files maintained in the office have been preserved by the officials in their almirah.

	5.
	Others if any (Give complete details of each unit/ Section)
Technical Section :-
	Maintenance of all technical files.


(2)
The powers and duties of its officers and employees.

The Work distribution orders of each officer needs be updated. The present positin is as under. (U/S 4.1 (b) (ii)

	S.No.
	Name
	Designation
	Remuneration
	Duties

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.
13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.
	Shri A.K. Jatav
Shri K.K. Khare

Shri R.B.S. Chouhan

Shri R.K. Saxena

Shri P.K. Panday

Shri V.K. Shkula

Shri S.S. Sisudia

Shri R.P. Kushal

Shri K.K. Pathak

Shri Asutosh Verma

Shri V.K. Jain

Shri P.S. Katrolia
Shri Hariram Jatav

Shri J.K. Bhatt

Shri Hardayal Kori

Shri P.K. Shukya

Shri R.R. mali

Shri B.K. Shrivastava

Shri S.S. Shrivastava

Smt. Manjulata Duby

Shri Bhagwan Das

Shri R.K. Sharma

Shri Komal Singh

Shri Hari mohan

Shri Ramhari


	E.E.
A.E.

DAO

S/E

S/E

S/E

S/E

S/E

S/E

S/E

orZeku esa fuyafcr gS rFkk eq[;ky; ,l-bZ- vkWfQl Xokfy;j j[kk x;k gSA

A.D.M.
Asstt. IInd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Peon

Peon

Chokidar

Chokidar

Chokidar
	18523/-
17093/-

18922/-

15199/-

14765/-

12758/-

12561/-

12243/-

15344/-

12443/-

8388/-

8331/-
8600/-

6301/-

6475/-

6093/-

6917/-

5328/-

6222/-

5804/-

5612/-

5142/-

2308/-

2308/-

2308/-
	Execution of 
building works

------do-----

To keep watch 

on Account

Execution of work

------do-----

------do-----

------do-----

------do-----

------do-----

Bhander circle

official work

Technical check
S.D.C.& Estt.

S.A.C.& Ar. Seondha

Add.

Add.

In word& Dis.

S.D.C.

In word& Dis.

In word& Dis.




(3)
Secision making process in graphic form (One page) U/S 4.1 (b) (iii)
	Initiating the file Dealing staff and
the section

	Channels officers
handling the file

at each level


	Decision making
authority
	Super visory         Authority officer to whom Accountable.

	
	DAO
	Ex.Eng.
	
	

	Administration section
Account Section

Technical Section
	-
DAO

-
	E.E.
E.E.

E.E.
	Executive Engineer
Executive Engineer

Executive Engineer
	-
-

-


(4)
The norms Set by it for the discharge of its functions.


(A)
The time norm, if decided by the organisation U/S 4.1 (b) iv).



The works are to be completed as per orders issued.


(B)
Quality norms, if decided by the Organisation - Very good

(C) Quantity target, for the office work to be done in the year - Quantity as per Schedule of items.

(5)
The Rules, Regulations, Instructions, Manuals and Records held by it or 
under the Control or used by its employees for discharging its functions.

List of Acts, Rules, Regulations, Manuals Circulars retated with the functioning

of office constituting the organisation (Original text to be given in electronic form) U/S 4.1 (b) (v)

	Acts
Rules

Regulations

Manuals

Circulars
	M.P. Industrial Relation Act. Dispute Act.
e-iz- iapk;r jkt ,oa xzke Lojkt vf/kfu;e

The Rules, Regulations and various Circulars issued by the Govt. of M.P. related with the functioning of the office have been compiled in different books and codes maintained in the office which  are as  under :-

Current Schedule of Rates

Manual on store and stock Account.

M.P. public works Department manual

List of major minor heads Fundamental Rules & Supplimentary Rules

M.P. Govt leave Rules.

M.P. Govt. G.P.F. Rules

M.P. Govt. T.A. Rules

Treasary code vol I & II

M.P. Govt. medical Rules.

e-iz- flfoy lsok ¼dnkpj.k½ fu;e

M.P. Financial codes.

Book of forms.

C.P.W. A. code

General Book circulars

M.P. Govt. Pension Rules.

xzkeh.k fodkl foHkkx ds egRoiw.kZ vkns'k ,oa funsZ'kksa dk ladyu Hkkx 1 ,oa 2-

e-iz- nSfud osru Hkksxh dk;ZHkkfjr rFkk vkdfLedrk deZpkjh fu;e xksiuh; fjiksVZ ds fu;e ,oa izfØ;k

ftyk ljdkj dk dkuwu


(6)
Statements of Various Categories of documents held by it or under its control U/S 4.1 (b) (vi)
	S.No.
	Name of Documents
	Kind of document like

microfilm, Register, Book; Diskelte etc.
	Nature and content of document
	Duration of Record

	1.
	2.
	3.
	4.
	5.

	1.
2.

3.

4.

5.

1.
	Administration section
Pay bills of Gos & NGOS

Increment Registers

Files and Registers of Short term and long term loans and advances

The files connected with the disciplinary cases.

Register of books

Store
Dead stock Register

Receipt

Issue
	Bells copies
P.I.C. (copies)

Registers and files

Files

Register

Register

Register

Register
	Pay data of the officers/ Officials
Rates and dates of increment

Orders of sanction loans and advances showing the name of official, The amount of loan sanctioned rate of recovery and the date of commencement of recovery along with detailed terms and conditions.

The files containing disciplinary proceedings  of case.

Name of books

The register containing list of items

Details of receipt

Details of issue
	Gos-  years.
NGOS- 40 years.

3 years.

10 years

5 years

	Technical Section / Account Section

	1.
2.

3.

4.

5.

6.

7.

8.

9.
10.

11.

12.

13.

14.

15.

16.

16.

17.
	Register of Technical 
Sanction

Detailed Estimates

Drawing / Designs

Tender documents

Comparative Statement of  building materials.

Copies of Agreement      executed by the firms.

Copies of work orders         issued by the office.

Measurement recorded in Measurement books &       copies of bill.

Copies of running & final bills of the material.
Consumption statement of building material.

Copies of muster rolls

Cash book

Hand Receipts

Work wise register

Completion certificate

Cheque Books

Dockets.

Monthly Account
	Register
Statement

Drawing

Forms

Statements

Forms

Orders

Register

Forms
Statement

Printed forms

Register

Form

Register

Forms

Books

Form

File
	Details of T.S. connected with the works.
Detailed Estimates of work.

Drawings/ Designs.

Forms containing the name of the firms and rates.

Material required and the rates quoted by the firms.

Acceptance of terms and conditions by the E.E. & firm concerned.

Orders regarding commencement of work.

Measurements.

Bills
Material consumed

Work wise deployment of labourers and payment made to them.

Details of transactions made by the office.

Payment of petty items 

Details of works sanctioned

Copies of C.C.

Details of amount paid

Details of expenditure

Details of Receipt and payment       during the month.
	5 years
3 years

10 years

5 to 10 years
20 years

5 to 10 years

10 years

10 years

5 Years

1 years.

-



(7)
The Particulars of any arrangement that exists for consultation with or Repre-
sentation by the members of the public in relation to the formation of its 

policy or implementation there of :-  
No such consultative committees in 








which public representatives are








members exist.

(8)
Name of the Board, Council, Committees etc. including members and their Qualifications (Original text to be given in electronic form) U/S 4.1 (b)(VIII)

	S.No.
	Name of the body
	Name of the members
	Qualifications

	1.
	Division level committee (for purchase of material through open / limitted tender upto a definite monetary limit)
	Exective Engineer
Executive Engineer of      another Division (Nominated by S.E.)

Divisional Accountant
	Chairman
Member

Member Secretary


Note :- The orders for formation of commttee may be  Seen as per annexure 4.078 in 
   M.P., P.W.D. manual and it is also open to public.

(9)
Directory of the officers and employees (To be linked with treasury data bank) 
U/S 4.1 (b) (ix)
	S.No.
	Name
	Designation
	Address & Contact No. of any

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.
	Shri A.K. Jatav
Shri K.K. Khare

Shri R.B.S. Chouhan

Shri R.K. Saxena

Shri P.K. Panday

Shri V.K. Shkula

Shri S.S. Sisudia

Shri R.P. Kaushal

Shri K.K. Pathak

Shri Asutosh Verma

Shri V.K. Jain

Shri P.S. Katrolia

Shri Hariram Jatav

Shri J.K. Bhatt

Shri Hardayal Kori

Shri P.K. Shukya

Shri R.R. mali

Shri B.K. Shrivastava

Shri S.S. Shrivastava

Smt. Manjulata Duby

Shri Bhagwan Das

Shri R.K. Sharma

Shri Komal Singh

Shri Hari mohan

Shri Ramhari
	E.E.
A.E.

Dn. A/C

S/E

S/E

S/E

S/E

S/E

S/E

S/E

Suspand S/E

A.D.M.

Asstt. IInd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Asstt. IIIrd

Peon

Peon

Chokidar

Chokidar

Chokidar
	F- type  Quarter - 07522-237849
New Colony Datia - 9425144316

New Colony Datia - 

Bhander - 9425339679

Bhander

Bhander - 9826247892

Patel Colony – P.P. 501937

Patel Colony - 238549

Patel Colony – 

Seondha

Circle Office Gwalior

H/Type Quarter Civil line - 235490

New Colony - 07524-500084

Bundela Colony - 9826627010

Bundela Colony -

Bundela Colony - 9893095309

Matan ka pera - 9425122479

Seondha - 238676

Seondha

Matan ka pera

Khalka Pura

Bhadoria ki Khidki - 235494

Bundela Colony

Bundela Colony

Bundela Colony


(10)
Monthly remuneration and compensation (To be linked with treasury Datia 

Bank) U/S 4.1 (b) (x)
	S.No.
	Name
	Remuneration
	Compensation

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.
	Shri A.K. Jatav
Shri K.K. Khare

Shri R.B.S. Chauhan

Shri R.K. Saxena

Shri P.K. Panday

Shri V.K. Shkula

Shri S.S. Sisodia

Shri R.P. Kaushal

Shri K.K. Pathak

Shri Asutosh Verma

Shri V.K. Jain

Shri P.S. Katrolia

Shri Hariram Jatav

Shri J.K. Bhatt

Shri Hardayal Kori

Shri P.K. Shakya

Shri R.R. mali

Shri B.K. Shrivastava

Shri S.S. Shrivastava

Smt. Manjulata Duby

Shri Bhagwan Das

Shri R.K. Sharma

Shri Komal Singh

Shri Hari mohan

Shri Ramhari
	18523/-
17093/-

18922/-

15199/-

14765/-

12758/-

12561/-

12243/-

15344/-

12443/-

8388/-

8331/-

8600/-

6301/-

6475/-

6093/-

6917/-

5328/-

6222/-

5804/-

5612/-

5142/-

2308/-

2308/-

2308/-
	-
-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-


(11)
Annual budget allocation and expenditure Statement (To be linked with 

treasury Datia Bank) U/S 4.1 (b) (xi)
	S.No.
	Budget Head
	Name of work
	Year
	Allocation
	Expenditure

	1.
2.
	30/2515/800/

1208/0101 Plan
30/2515/800/

1208/9999 Non Plan
	Executive and Official work

Executive and

Official work
	2004-05
2004-05
	1642000
1517000
	


(12) Programmes and beneficiaries U/S 4.1 (b) (XII)

-------------Not applicable-----------

(13)
List of the recipients and nature of concession U/S 4.1 (b) (xii)
	S.

No.
	Nature of

Concession
	Name
	Address
	Year
	Kind of

Support
	Approximate Value of concession

	1.
	2.
	3.
	4.
	5.
	6.
	7.

	------------------NIL-----------------




(14)
Information available in the office (link to the item 6) U/S 4.1 (b) (XIV)
	l-Øa-
	lwpuk dh Js.kh
	gkMZ dkaih
	bySDVªksfud dk;Z

	1-
2-

3-

4-

5-

6-

7-

8-

9-

10-

	rduhdh ,oa iz'kkldh; Lohd`fr vkns'k dh izfrA
Lohd`r izkDdyu dh izfrA

Lohd`r ekufp= dh izfrA

fuekZ.k Ø; gsrq Lohd`r fufonk ds rqyukRed izi= dh izfrA

lkexzh gsrq Ø; fd;s x;s fufonk vuqca/k dh izfrA

lkexzh Ø; vkns'k dh izfrA

ekiiqfLrdk esa vafdr eki ,oa ns;d dh izfrA

lkexzh Ø; ds py ,oa vafre ns;d dh izfrA

fuekZ.k dk;ksZ esa yxkbZ xbZ lkexzh dh lS)kafrd ,oa okLrfod [kir dk fooj.kA

eLVj jksy dh izfrA
	gkMZ dkaih
gkMZ dkaih

gkMZ dkaih

gkMZ dkaih

gkMZ dkaih

gkMZ dkaih

gkMZ dkaih

gkMZ dkaih

gkMZ dkaih
	&
&

&

&

&

&

&

&

&


(15)
Facility available (Library, Public Counter etc.) to Cilizen for information 


U/S 4.1 (b) (XV)
	S.No.
	Facility
	Name of 
incharge
	Duration of opening
(Time to be given)
	Contact No. 
Telephone No.

	1.
	No Separate library and public counter is available. Any one may contact directly to PIO
	Shri A.K. Jatav
Executive Engineer

and public Information Officer
	Wednesday & 
Friday

between 3 to 4 PM.
	07522-237849


(16)
Information about the PIO/ Designation / Working experience U/S 4.1 (b) 

(XVI)


Name




-
Shri A.K. Jatav


Designation



-
Executive Engineer


Telephone No.


-
07522-237849


E-mail-address


-


Place of work and address
-
Datia ;








Office of the 








Executive Engineer








R.E.S. Div. Datia (M.P.)


Residential Address

-
F/Type-I 








Sindh Petrol Pump Datia (M.P.)


Contact hours for public

-
3 PM to 4 P.M. on wed. day & Friday

(17) Any other information in cilizen related facilitees U/S 4.1 9b) (xvii)

The information enclosed
