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ofiice arder 1/2015 ddted 8/02/2016

immediate effect.

C Section

District sociol Justice office' Molappuram

Office Order

Ref: - observations made by departmentar audit party at the time of audit

The following distribution of work is ordered for the smooth functiorling of the office with 
'

All pa pe rs related

papers relaied

5ectio n

55 I

to Welfare fund

to lcDS
, t^- ^l

Work assigned

EEaIfEornt,nt'

furniture etc

Office vehicle

TB 5 Receipt and stock book

Preparation of contingent bills' pay

uitis inctuainc bills of transferred

schemes

Maintenance of DD register &

Register of va luables

Maintenance of Bank accounts

er"par.tion and reco nciliation of

DORE Statement/M lS

OePartmentat audit and AGs audit

Prepa ration of Budget

Establish ment matters

Maintena nce of 5ervice registers

General Provident Fund

Preparaiion of plan progress report

Maintenance of Stock Book ol

HunAinC Crth and cash Book
Head

accounta nt
A Section

Sectio n

JS

ssll /ss I

DSJO

Scf,eilIt r."tat"d to women

Schemes related to senior citizens

Pla n schemes of District

Pa nc h aYa th

Schem es related to DifferentlY

abled
Schemes related to lnter caste

married cou Ples

Selectio n of 5chool counsellors

Meetings related to above subjects

lncluding DDc meeting

RTI Act and RS Act & 5 H Act

Papers related to official language

GenCer Budgeting, Pla n ning and

social a udit

& anY.work a

senio r Clerk 1B section

.Junior Cle rk
. All



iDSio
fra,n ings

Celebratio n oi National days
Review meeting of CDpos
& anv work DSJO

-J,

ffiH111,:':9*

D

Section
J unior Clerk r Orphanages and other charitabje

Homes
. Weifare institutions
r Schemes related to chi,dren
. Construction of buildings for

institutions
. Review meetjng of institution Suptso Schemes related to T

Se ctio n

s5r

DSJO

Clerk Typist

;

Tapal and Despatch
Stationery and printed forms
AII typing works
subjects not mentioned any where

Office Assistant . Besides the duties of OA he has to
assist despatch and maintain stock
books of stationery and printed
forms

oistrict soc'ar iuitiddfrEilE56lE-FiEiE
rntormation Officer under RTI Act

Sri K. V Subash kumar

Senior Superintenaeni 6S f1 Sri K. Krishnamoorthy

se_nior superintend;;(ss] fiG. prbt,t
rnrormation Officer under RTI Act

Sri. Radha krishna n. p

Junior Superintendent (Jt Cep+le*rishna*an. < U Shoi. Ror""ai
Head Accounta nt s#vi R<e! eev. .B

5enior clerk (B GA6;l

Junior Clerk (C sectr.on ) Abb+s RctJeeavt

JuniorClerk(Dsecflon)
Gireesh ba bu

Clerk Typist ( S section ) 9** Veaco."\ t
Office Assistant (OA)


