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Office Order 1 /2016 dated 8,/02/2016

Ref: - Obs

The foilowing distribution of work is ordered for the smoo

immediate effect.

ervations made by departmental audit

District social justice Cffice,

Office Order

Sub:- Distribution of work ~Ordered -reg-

e

Section Deasignation

Work a;ssigned

Head
accountant

A Section

B section Senicr Clerk 1

+

I
C Section
ATl Fara

Junicr Clerk

i

»

L

Handling Cash and cash Book

TR 5 Receipt and stock book
preparation of contingent bills, pay
bills including bills of transferred
schemes

Maintenance of DD register &
Register of valuables
Maintenance of Bank accounts
Preparation and reconciliation of
DORE Statement/MIS
Departmental audit and AGs audit
preparation of Budget
£stablishment matters
Maintenance of Service registers
General provident Fund
preparation of plan progress report
Maintenance of Stock Book of
furniture etc

Office vehicle

& Any weork assigned by DSIO
Schemes related to women
Schemes related to Senior citizens
plan schemes of District
panchayath

Schemes related to pifferently
abled

schemes related to Inter caste
married couples

selection of School counsellors
Meetings related to above subjects
inciuding BDC meeting

RTI Act and RS Act &5 H Act
papers reiated to official language
Gender Budgeting, planning and
social audit

a7 & anywork assigned by DSIO
.4 All papers related to Welfare fund

All papers related to 1CDS

-

th functioning of the office with

Malappuram

party at the time of audit

o

[

File r;auting :
Head accountant
1S

Ss

0SJO

-
Section

IN]
SSH/SSH

DsIO

.
.Section

| c5
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‘ *  Trainings j DSJO
! * Celebration of National days of i
* Review meeting of CDPOs ‘ | '
* _&anyworkassigned by DSJO

o | Junior Clerk * Orphanages ard other charitable Secticn
Section | ‘ Homes . l
*  Welfare institutions 551 ‘ /
®  Schemes ralated to children . |
* Construction of buildings for D3JO
institutions : o
_ . * Review meeting of institution Supts '
¢ Schemes related to Trans-gender
ESection | Clerk Typist * Tapal and Despatch Sgction
¢ Stationery and printed forms
. * All typing works 81
®* subjects not mentioned any where
* And any work assigned by DSIO | DSIO
0OA Office Assistant ¢ Besides the duties 0f QA he has to
assist despatch and maintain stock
books of stationery and printed
[ forms
| * & any work assigned by DSIO

District Social justice Officer ( DSIO ) & Public Sri K. V Subash kumar

Information Officer under RTI Act

Senior Superintendent {S51) Sri K. Krishnamoorthy

Senior superintendent (SS i) & Asst. Public
information Officer under RT) Act
dunior Superintendent (15) - { Gopaltlerishranam— U SWoy. Rown)

-
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Head Accountant ( A section) } SIHHDEYl Rade ov 8 ]
|

|

7

|

! Sri. Radhakrishnan. P

Senior Clerk (B Section ) / Vined. P

Junior Clerk { C section ) } AbbBas Roeesn

Junior Clerk ( D section) * / Gireesh babu

Clerk Typist ( £ section ) / 3 Jowcony

Office Assistant (OA) [ Sivadasan

|

'!- e
' . ;-'s/.
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