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GOVERN ENT OF INDIA
TAINI5TPY OF EDUC^TION

(D.po.tne,lt Of School Educotron & Lrtarocy)
DITECTOMTE OF TU'LT EUJCATION

Jqn l.Jognr Housc. llan 5rn9h Rood,

Dotrd rh" 256 Juty, 2022 , f.lar Dclhr.

OfFICE OTDER

wlth lh. ?n.rg.ncc of rpu tchcmc ol NILP i^ 2022. rork ossrgtrd to Dr€ hos bct r
.Glrscd. In ordc. to flrrctioi ntioothv u.!da" NILP. tha rork ollocotio of tht officaolt of D^E
15 aacordingv r.vircd os uidar:

s.tlo. |&ltx A D.tigmrbn Wo.k Allocotio.l

Shrr P R. Batros. I

Sl eaogrophcr 6r. I
. Upkarplmintcruca of t?l"Pho.rct, int"rn?1. rnlsrcorn

t 
't"rn. 

coltrFrlcrs, Phorocgricf rEchinGs ord ACa Glc

. sr*aryrsc ottd minto'n lin qf invarrtory of DAE

'tcrnt/nochincry 
(clrclrcnicJ cnd ircri.El) ord composc

Cdi tt?r to dispoac off oll cPorc/rrru'"i rrzrns of
DAE cdrrprs qnd offics.

. DrlPo3ol of cova.rnlnrrt VahicL o. Priority bq3's.
o A',iglr.d oll thc ciyrl ond d.cllic ,iaintaerc" of

prcmir.r of D/tr€ officc

Slnt Qalnr

Silnognophsr 6rud. I

Shri Sl/|iI (t lEr
Sf.iogroph?. 6r. II

Shrr Sofobh Yodov,
Teahnicol

Rcinbwcnat of lrlcrspqcr. TzLphonc bilb ol offrccrs
Poynart of TcLphore ord Elcctricily billt of offic.
Horpilohty rork. n€klllg oll th" oraongat]?lis of Erious
rnattrngs
Suparvis€ ottirdancc ond d.corun of Offrc".
Monrtor farolc olfrools' horcssncat r"h"d tnottcis ot

rork ploce.

othar roak thc DrrcctorlH.od ol Of trcc

Work rclotad to irnplcrntntqtion of Offieiol Lorguogc

Prcol reodirg/l'/?atg lo.k of tlogsziia/Frblicotions clc
Supervisrm of ofti$olLrbrqry drd oll rts."ht"d work
Scrutrv ord littfig of qll th" plblicotrorls of DAE.

coivanaig rorkrhogs ord r!ni.s' fqr Offrcrol Longtnge
prgtlrotiont

othrr rork rhc Drrcctor/Hrad of Off ice

s(?c'visa Accorrt3 scctioi ond i'loniror prsporotrdr of ol

rhc bilk 
'nc&rdi.B 

poy bills of Dlt ord rir offrcols
ktrx of oll typ.s of so,lctro J includ'rB ,n..trlt96.
remrmE. rorkrlrogr, troinlng, pqflrart to og.nciej, HBA,

l CA, Conp(ltrf odrcrc" 
"tc.

|l-

H
| Sanio,.
I ,lsrirtort

-L_,

Work 03 tlodol offic.r ond ,IPIO d.sigrlfr in RTlilottcrs.
Frlz rock rclaicd to praporotidr of Q$rt..ly .cturn 

'h
RTI nulteft.
All lhc holt.rs r.h'l"d to V'qilonc" of D AE oficrols

2. j sr,nr. Anito fhorrgml,
stc €rophr. 6r f

4



-.._-

. Thc chorg? of mcdro lob (rntlldtlg invatory)

. Proc.ssang of oll fil.s rehtld to lrl.dro U'l,t

Porlrorncar

Asrrrt n dll ocod"flc/icahntcol ro.ks of DAE
Assltt rn pfapomtron/publicotrm of Mmthly lcporr.
AmLEI Qarort clc.
lll ro.k rchtai to Lrorntr ,{ss.srftcnt TcJt (NIOS) ond

5 Shrr Bhgpcn Roko,

Sta,or Tccha'c.l
Assrstont

Shorno, DTP Opcrotor

. Adm,^istrciiw 6.!"rronccs ond osdit obJ€clions

. Work rcht"d io pcnrioncr/prasromry b..af ilslp.rrsroricrj
9flctlrnccs

1 . Arr,st in oll ocod.rnic/tc.chocql work of DAE. All nottcl.J r"lot'ng to Frbl'ao+ron u||rt
. Assrrl rn prcparotro^/prrbhcotron of DA€ N?wslall?r,

A',|i.El Actron Plo|t .tc.
. . Work.Gtoted ro EHRd,iS of oll ths sfoft ot DAE

Dutr.s of 3torG k?!p?r
. Proccs3lrB of all 6udit a rt.rj .sht"d to ltor"s tl

Publicqlron.
. SuPcrviatgn ond nEint"nona! of racords of olI ihc

rnyc.tory of ,'orcs ot tha offrc?
. P.ocr.r.attlcitt through 6.rl portdl o, stotromry/non-

slotrorury .nolsriol for DAE for thc offrcc.
Procu"cmcnt of oll th? alcctrortc rt?rB to' DAE ihrough
6.m porial

5 Shrr Anord..p. UDC Appornlln.a,f A rno,rtt..i.g of racL./nty for ihc of{rcc
prtmrtct
llonrlor oll the r.roir rork of petty rl.rns rnsioll"d rn DAE
offrcc pr.nrsls ca RO rcporr, Frre €xtugurshcr & dr+ojol
ol Ga,rerator .

Updoihg/nornt"rE^cc of pcJ-sorEl frlcs ond scrvrce books
of DAE of frclols
f,lmrtorrng rork .rhtcd lo digitoli2otrcn of oll docr.rrncnls
of DA€
lll thc s.reac" itsttrrs of eroup C ond O o{ficrols of DA€
l,lotfcrt rcloting to rcc.urln.ri of 6roup I ond C offrcrols
thro€h SSC q, DIE .

Coordrrrirq'r r,ih lE.f s"cfion for oll tha s.l"vrcc ,iotllrt
o{ 6roup A ond B (qor ) offrcrols

9 Shrr Solrsh fu|tr6.
UDC

. Wo.k r?ht?d to ir./rcol chrns of DAE officrols

. Proce$ing o'rd Pr?porciron of LTC . Tuation oad cdtvsyonca
brlls of DA€ offrciob

. Proccserng frlcs for frml coses of 6PF wrthdrorol

. Slb,nrgsron of rcpo.ts to lE Burtar ond l HeO at
cooad||Ettgn *o|"k

. X.cprng r.aoidr of APAI of DAE noff

. Updot'ng/^{ohtrrErce ol all tha tcavc racords of DAE
offrcrols.

. RTf MollG.r rclotod to Admini3i.otion

. Monrtqr stlcndqncc of DAE otficiols
o16 g641tsr,4g of HoLs€k.eD.'lq 5toff

Roltl. . Functroo5 05 Co3hrsr of DAE in occordotrcc lo orficr FroauolShr, Khyol'
LDC / Coshor

l0
Prcporol'on of 8E6[E of DAE. Inaorne TEx colculotroa

7 Shr, Sush'l (umor



Issucs of Forn 16,.-fillilB of TDs, Quorr?rv - z4Q 6
26Q, TAID,{ odwrcc .tc.

o Rcconcrhoiron of AccorJntt figurcs dtd raatificotron of
drrcrcpdracr rith PAO, MHnD.

ol tura tioic'tt.frt
u

t2

t.
2.
3.
1.
5.

6.
7.

E,

9.
10.

t1.
12.

13.

14.

r5.
t6.
17.
18.

SrqhShn Vccrscn
l r5/LDC

othlr rork th" Drrcclor/H.od of Off 'cr
,{s.s'to
Lrbrory Assrsiarf

. Doro imintcmncc of Librqry M(5

. All ofhcr rork r.hcd to Librdry + k"2pi7B

. Updorrcr o,'!d veflf icatio.l of tock rtgin?r
oth"r rork o33 lhe Dite.clo.lH?ad ol Olfce

113 shrr AnE. Srngh . Diory of r?a"rpt! r"ccivcd in ihc O/o Dircctor (DlE)
MTS r l{T5 to D

t4. Shr' Amngpol 5rn9h r Atlochcd wrih 6osh & Accol,lts S€alion
MT5 olhcr wo.k Drreclor

lo

I7

Shrr Brohnprckorh
MT5

. Photocopo r3h1.d mtk/Librory
othcr *ork Dircctor

Thrs rsruc with ihc opp.ovolof thc Dircctor.

tJtd.. S?crcrory 4 H.od lrce
Shrr P R. I'swos- Stc,rcgruph.r 6r. I
Sn1. Anrto Khorogrol. st?Jlogrophcr 6r.I
srtrr. loJnr, Sl2l|ogmphcr Grud" I
Shrr Sunrl Kr,rmsr Sturogr€phcr 6f. fI
Shrr Sourobh Yo&v, Sa'or T!,clwcql Atti3tdrl
Shri Bhqcrr Roko, Se,|lor Tr.h cal ,('3irtott
Shri Sushrl Kunor sh.riE, DTP Op"roior
Shrr Armrdccp. UDC

Shrr Solrlh (urmr, UDC

Shrr Xhyoli Ron. LDC/Cahicr
f t. Sdo. Libfory Chrk
shrr Vc?-rr?n Singh,mTS/ LDC
Shri Anor Srrgh,MTS
Shrr Amngpol sirBh, ,iTs
Shri gmhnprokJh,l,tTS

Shrr Rolkunrr, TS
Shrr ShiY Dult Bhoit,llTs
shn Ronphol.MTS

Diractoroth.. rork

othr rqrk

Attoch"d wilh Adnn. S"cl'on/l 
"dio 

taction

Attoch.d $th Libmry !,rd storus
Drraclor

Shrr Qolkumor

ATs
shri shiv Dut thott
MTS

5h.r Rornphol

MT5 Draaatoa
Fdrosh vork

othrr wo.k

. Diory ond Drspoich

. rrlornromiirg fila opaniq rlgiJ|ar otd ftlc novananl
rcgircr of DAE.

. 6,HS|,,O dd

. ,ictt?ft rclotcd to Dirtatofsrs of Etiotd/ollotttrctrt of
rcsi&ntirlorro mdotiq|.

. ,icfrcr5 rcloti,rg 1o onli}! licars? f?"
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5. No. Mrnc ll Dasigmtion

Shri P.R. BistYos.

Slenogrophe. 6r. I

F.No.13-39/2020-DAE (E)

GOVERNMENT OF INDI^
MINI5TRY OF EDUC^TION

(Deportnent Of School Educotion & Literocy)

DIRECTOR^TE OF 
^DULT 

EDUC^TION

b$b:
,Y>

OFFICE ORDER

In supcrsessrm of thc order &ted 9m Decembcr. 202O of lhis Dir?ctorote, ond due

lo Joining of one UDC ond suPcronntEiion of officiols of DAE, thc work ollocotion of thc

officials . is revised os undar:

Jom Mgor Housa, llon 5in9h Rood,

Doied lhe 5'i Octobcr. 2021 , Nc* Delhi.

Work Allocotion

Personol Assrsloni to Drreclor(DAElrn chorge

Rermbursemenl of Ne*spaper, Telephone bills ol officers

Poymenl of Telephone ond Electricrty brlls of office

Hospitality work. moking oll the orrorgaments of vorious

meefrngs

olhgr work ossr lhe Director/Heo d o{ OItice

:)ersoml Assistont to Heod of Officc
Work rchfzd to implemenldtion ol Ollicol Longrmge

Prool radiq/typing work of mapzinc/publicalions elc

Supervision of offrcial Librory ond oll ils reloted ryork

other rYork the Dir?clorlH"od of Ollicc
Necessory work reldted to ossets ond |tobilities of DAE

Prepcrotion of invenlory of oll the it€ms ot DAE

other work the Direcfor/Hr,od ot Off tce

Work os Nodol officer ond APIO desigmte in RTf 
^ 

ottcrs'
Frle work reloted to pr?Porotion of Quorterly retuin rn

RrI motters.
The chorge of medio lob (rncluding inventory)

Procassing of oll filcs rehtcd lo Mcdro Unit
Assist in all acodcmic/technicol sorks of DAE

Assist in pr"Porotron/publication of Monthly Reporl,

Annuol Raport etc-
othcr work oss tha Director/H€od ol Off tce

Officiot? os Superinlcndcnt ldmn & Accounts untrl

further orders
Assisl in oll ocodemic/lcchnicol rorks of DAE

All motrers reloling to Publicotion uhit

2 Smt Anrto Khanogrol, ' .
St.nogropher 6r.I

3 stnl. Rojni,

Stenogrophcr 6roda I

Shrr Sunrl Kunor
Slznogropher 6r. If

Shri Bhupen Roko,

Senior Technicol

Assrstonl

4

5 Shrr Sourobh Yodov,

Senror Technrcol

Assrstont

a
.w7/
qc\,V

6

Upke.p/mornlendnce of telephoncs, inlernel, intercom
c es cth sne ondo o mochot cut szfts em PtzfPcomPsy

ceHeod ottofh ecr ortt e Dnedh workI efo

All work reloled to Leorner Ass"ssment Tesl os and

l.

ossiqned
______---l-
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shri su3hil Kunrar

Shorno, DTP OPsrotor

. Assisl rn preParotionlPublicotion of DAE Newsletler.

Annuol Action Plan elc'
Arrono.mant of securrty for lhe office prcmises

Monrtirrng of HousakeePing slaff

7
r Duties of sfore kazP€r-

o Processirq of oll oudit matfers

. trp"*o'in ond mointemnca of records of oll

RTI Mollcrs relol€d to Admrnistrotion

inventory ol t|'e office.
Procurements through 6elil portol of stationarY/non-

the

sldtrono.y moleflol for DAE olong with SerYices for the

ol t rce

I Shrr AmardeeP. UDC 5ubmrssion of rePortS 1o AE Bureou and MHRD

coordinction work

' t.".*r* t,'"s for frnal cases of 6PF rithdrar'rml' online

iicensc fec
. Preoorot,on of bills rchtir8 to contingencies '. olhce

exPcases, odvonce bills, PUblicotion' medicol cloims brllS

o Przooralion ond maintenonce of Pay Bill and its regrsler

. Updoling/mointenonca of persoml file-s ond service booKs

of DAE officials
All estoblishmeni narters

othsr work assi the Direclo r/Head ol Ollice

rk related to medical cloims of DAE officiols

Work reloted lo Pensoner /p€nsiomrY b"nefirs

Proce55tng ond PrePorotion of LTC , Turlron ond conveYance

All sslobli!hmcnt notters
othcr work ossi the Drreclor 1y1*4 sl elf rce

Rom Functions o5 Cdshier of DAE in cccordan ce to office monual

bilts of DAE offrctols
,"i"i,*rr",*"*nce of oll the ieove records of DAE

"il.,"i.iei 
cL,o*.commuled lesve on madicol grounds)

Keeprnq records of APAR of DAE stoff
i".'r,.] nrott".t of 6roup C ond D officrols of DAE

9. Shrr sliish Kutnar

UDC

Shri KhYoli

LDC/Csshier
10

Prepcrotion of BE&RE of DAE. lncome Tox calculotron,

Issues of Forrn 16, e-fillirg of TD5, QuorterlY 24Q &

oth€r work oss the Diraclor H€6d o, Of f rcs

26Q, TAIDA odvoncz slc.

iiti" X oll lyPes of sonction'' including ineelings'

seminors. workshops, troiniTB, Poym€nt to ogencies' HBA'

MCA. ConPuter odvonce ctc'
;;;;";;;;; of Accounts figures and rectificotron of

drscrePoncres wrth PAO. TiAHRD'

Prepcrotron ol exPendlture staisments

Rendering of rha types of occounts elc

shr! Veersen o $rory ond DrsPalch
. Mointoining file

regisfer of DAE.

. CGHSIID card

opening register dnd tile novemenl

1

\ b)

11

MT5/LDC

5rngh,

'yb\

I

i

I

l
1

i

i

I
I

by l
r
\
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')b
-r- Matters reloted ,o Directorate of Estotes ,/ollotment of

resrdentrol occommodotron

5hr, Amcr Srngh

IT5

Any other
Dro.y of r

work csst rhe D irector/Heod of Otfrce

ecerpts recetved r^ the O/o Drrector (DAE)
t?

l6

MTS to Drractor(D AE)

13 Shrr AnongPol

,l Ts
t4 5hrr BrohmProkosh

MT5
l5 Shri Rolkumor

MT5

Attoched wrth Cqsh & Accosnts Section

olher work oss Drrector AE

PholocoPrer related work,/Lrbrory

other work d3si Direclor DAE

itto.h"d wrth Admn. Scction/lledio sectton

other work oss Director D^E

Attoched srilh Librory ond Stor?s

oiher work Drreclor AE

Fcrosh work

Shri Shrv Dutt Bhott
tlTs

17. Romphol5hr r

MT5 ork ossrgncd by Director (D
^E)

Any othcr w

r-h,s ,ssue s/rth ,he oPProvol of thc Drrector

5ml

5hl
5hr,

1,"

6/t , /-zo -,

Under Srcretory & H-&-"ffi-
To

l.
2.
3.

4.

5.

6.
7

Y.
9

ll.
12.

13.

14.

15.

16.

t7

ffi
hr
hr

5hr
Shrr Khyoh Rom, LDC/Coshrer

Shrr Veersen Srngh,rtlT5/ LDC -

Shrr Amor Srngh.MT

Shrr AnongPol, MTS

Shrr Brohmprokosh,filT5 b -lo'
Shri Rolkumor,MTS

a1
5

&Shri Shiv Dutl Bhatl,t$TS
Shrr Ramphol,MT5

u'11--
J ^!
\loz'|..

Shrr P.R, Brswos, StenogroPher 6r

smt. RoJni. StcnogroPher 6rode I
Shri Surl Kumor Stenogrophec Gr.Il

^p D-\

,)
?\

, to

t

,

Sotrsh Kumor. UDC

tr\,4

-:---"-



No.13-39/2020-t)AE (E)
Government of India
Ministry of Education ~

(Department Of SchooIEducation & Literacy)
' DIRECTORATE OF ADULT EDUCATION

I)ated the 21s r H ecemMan 2020 , New Delhi.

h.

In supersession of the order dated 30'" December
allocation of the f ojlowing officialare revised as under:

20lg of this Directorate, the work

Name & Designation
Work Allocation

Academic and TechnicaIResource support to National

inns

Or gani=e orientation and training programme

Pr eparation of proposals f or organizing workshops meetings

Correspondence with the participants and resource persons

Submlsston of accounts of meskshops, meetings and training

ferentagencies

Annualprogress repo

[)r. 5hashti Ballabh
Joshi. Director DAE

x'

⑧

Dr. Shubhankar
Mishra. It
Director(DAE)

2
⑧



.{

1.

3 Shui P.R. Biswas
Stenographer Gr. I

⑩

Monitoring of Housekeeping staff

r)AE office

.+'

I smt. Verna Rajpal
Stenographer Grade I

Keeping records of APARof [)AE staff . f .,arious
Hospitality work. making all the arrangemerli> '' 'v- ----
meetings

4

5.

6

Smt. Anita Khangwal
Stenographer Gr.I

. PS to It. Director, t)AE
. Allthe work related to O/o It. Director r)AE

Shui sushil Kumar
Sharma, DTP Operator : l11il#lil l:l=11h..'u=t ' "« '":*'"

. Processing of allaudit matters li the inve.ntory of
. Preparation, Supervision and MQiRrenancc "i '-- -'-' '-'- '

the office.nts through GeM portal of stationary/non-stationary
materialf or t)aE a ong with services for the office

I Shui Sunil Kumar
Stenographer Gr. ll

. Processing files for

to contingencies, office expenses
dical claims bins.

.[ssuece etcll types of sanctions including meetings, seminars,
workshops training, payment to agencies, HBA, MCA. computer
advance etc.
Rendering of the types of accounts etc

I ='
. Cans/ID card .f f: tater/allotment of

Matters related to Dir
. . (id p ntial accommodation .rest

final cases of GPF withdrawal, online
7

8 Shri Khyali
LDC/Cashier

Ram.

9 S rnt . Rain i
Stenographer Grade I

Shui
LDC

10 Veersen Singh



Updating/Maintenance of all the leave records of t)nE
officials(EL,CL.RH, Commuted leave on medicalgrounds
Updating/maintenance of personal files and service books of

Submission of reports to nE Bureau and coordination work

r.elated to Ministry d to Administration

. Ali establishment matters '.,--,

. Work as Nodal officer and APIO designs're in Kll- rvlulic-]

Report, news letter and Annual Action Plan etc.
Assist in allacademic/technical and publication works of DAE

. Processing and Preparation of LTC , Tuition and conveyance bills

: ="=r'::==' ='r:.:£:l ' ." ::::=' ::*'..«.'' .«-
Parliament Questions
Work related to medicalclairns of DnE officials
Work related to pensioner/pensionary benefits

11 Shri Arnardeep, Ut)C

12 Shui Saurabh yadav,
Senior Technical
Assistant

13 . Sari Bhupen Roka.
Senior Technical
Assistant

This issue with the approvalof the [)Irector

Under Secretary & H

To

1.[)r. Shashti Ballabh Joshi, Director([)AE)
2. Dr. Shubhankar Mishra. It. Director([)AE)
3. Allthe staff mentioned in above list
4. Office order f older










