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Goverament of Indio, Ministry of Environment, Farest ond Climate Change

aw feien fetcent, ST / Directorate of Forest Education, Dehradun

No.1-79/Admin/DFT-2024/ ¥ &

Office Order

Dated

3 A,
A% IV

&

In supersession of the earlier orders issued for smooth running of the office of Directorate of Forest
Education. Dehradun. The following orders are issued with immediate effect.

1. Organogram for file movement

Superintendent 1 (Neelam)

Director Forest Education
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Administrative Officer
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Superintendent 2 {Sushil Kumar)

)

s LbC upca upcs
UPE1 [Miheh Xamar) (Rakesh Kumar) (PS.Tiwari)  (Prakash Singh)
 MIS1 MTS2 | MTS8  MTS4 | MTS6 | MTS5 { o8O (M153 el
AL RK) K (RK) L (vs) L (eT) (w8} L (RM) L sl
2. Work allocation & link officials as per table below:
S.N. | Name of Official | Work Allotted Link Official I | Link Official 2
I. Nodal Officer for Social Media. PM Surva Ghar, ' Sh. Sushil '
z Sh. R.S. Negi, GLIS & WIM of Website Smt. Neelam, h ;mcxr i
’ Admin. Officer 2. Complete switch over to e-office Superintendent 1 %é *rir;ter} dent2 |
3. Establishing of Biometric attendance system P i -
L. Assisting AQ
avi Mathnal | = Compilation & Designing of Director’s Report e e £ s
5 Sh. Ravi Mathpal, 3. Handling of GeM Sh. Gaurav Sh. Ankit,
4

DEO(CS)

. Online updation of quarterly reports / returns

. User creation & deactivation in RTL CIC, GeM

Tiwari. MTS 6

MTS |

fad

Smt. Neelam,
Superintendent |

. Nodal Officer of SHe-Box

Preparation of Minutes of Meeting related to their
Division

Supervision of all matters related to trainings both
induction. in-service, special trainings, files related
to IFS Officers, Stores ete. & Maintenance of
attendance register for contractual staff

Sh. Sushil
Kumar,

Superintendent 2

i

|

Sh. Brijesh |
Kumar, UDC |

Sh. Sushil Kumar,
Superintendent 2

[

. Supervision of all matters related to establishment,

hudget, record management, etc.
Preparation of Minutes of Meeting related to their
Division

Smit. Neelam,
Superintendent 1

Singh, UDC 3

h. Prakash

!
i
|
i

i
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I Assisting DFE §
2. All files related to IFS Officers Sh. Ravi
5 Sh. Privank 3. Rajbhasha Hindi related matters §v1’§1h al. DEO Sh. Ankit,
o Sharma, Steno-1 | 4. Content updation in - social media (X, : (:% pal Lk MTS | ;
Instagarm, Facebook), assisting in website )
updation. generation of meeting links |
1. Caretaker of DFE estate
2. Forest advance, Contractual staff bills, Telephone, i
Newspaper bills, Electricity bills etc.
| Sh. Brijesh 3. Maintenance of Office vehicle, Generator set, Sh. Rakesh Nt P
6. Kumar, AMC, Computers & other equipment Kumar i, st
o ‘ puters i g Tiwari, MTS 6
' UnC 4. All files related to Stores, Miscellaneous ete. LDC ’
5. Maintenance of attendance register for contractual
staff
6. Public Grigvances & RT1 related matters
!, Repors related to AKAM. Mission Life, Mission
Karmayogi & Swachh Bharat Mission ete.
Sh. Rakesh 2. Induction courses of SF§ & FROs; Short-terms Sh. Brijesh | Km. Meenakshi
7. Kamar, courses - three days course for IFS Officers; one | Kwmnar, Brijwasi,
LDC week in-service training for SFS; Other UDC i MTS 5
stakeholders & personnel of other departments;
Special trainings
. Budget & allotment
2. Buildings related work
. ) B L Pr.epwaziéon m pay bill, igcremena pay fixation, @ Prom Seais
| Sh. Prakash preparation of income tax Tiwari = Sh. Sumit
8 Singh, 4. Advances & bills related to TA, LTC, Tuition fees, uDe - %;h;z;‘ma, ‘%’TS .
: L UDC 3 Medical reimbursement. GPF ete. - ’ ) '
j 5. Recruitment rules
6. Annual action plan report, seniority list / half
vearly staff return
I, Maintenance of personal files of all Officers
including scientists, sports officers, Hindi officer,
Hindi translator etc.
2. Maintenance of service books & leave account of
) all emplovees
! Sh. Prem Sa 3. DPC & MACP of employees
j 75 TR SN 4. Maintenance of roaster & APAR files of Sh, Prakash kR B
o, 1 iwarl, st Singh biﬁv.“l&%m Kumar,
L UDC2 e " MTS 3
L 3. Transfer & posting of emplovees UDC3 ;
: 6. Disciplinary proceedings / all court cases f
7. Submission of e-8amiksha report, action taken
related to establishment & supporting staft’
8. Audit report & compliance
9. Parliament questions
10, Pension cases of employees
1. Assist & get trained on all correspondence & files
- Sh. Kirti Kumar, | . handled h} Sh. Prem Saggr ”i’iwgri ﬁfh Sumit $h, Raj Kumar,
{0, MTS 3 2. Anend visitors whenever instructed Sharma, MTS 2
' B 3. Maintenance of garden & workspace as per MTS 7 o
instructions.
L. Dispateh & Diary
, 2. Service postage stamps. maintenance of library
4 Sh. Ankit, etc. Sh. Gaurav Sh. Raj Kumar,
P MTS | 3. Maintenance of record room Tiwari, MTS 6 MTS 2
4. All reports :
5. Atend visitors whenever instructed ,
. Assist & gettrained on all correspondence & files j
Km. Meenakshi hmj;ﬂed by Sh. ?l.akesh Kumar, LDC ’ )
5 B rii\&l’a% 2 ‘;‘v”famier}anm of garden & workspace as per %h C‘t{mrav‘ ” fib:ffmksu ;
MTS 5 instructions. ‘ liwari. MTS 6 MTS |
o 3. Attend visitors whenever instructed

afr



' L. Assist & get trained on all correspondence & files
v Sh. Sumit andled by Sh. Prakash $i DC -
p i ‘5 imi X hagd%@ by Sh ‘E rakash :S»mgh. UDC Sh. Kiri Kutnar, | Sh. Guuray
6. Sharma, 2. Maintenance of garden & workspace as per o e &
- R MTS 3 Tiwari, MTS 6
MTS 7 instruetions.
3. Attend visitors whenever instructed
73 Ki;f;keq 1. Attend visitors whenever instructed Sh. Raj Kumar, Sh. Kirti Kumar,
. MTS 8‘ 2. Maintenance of garden & workspace MTS 2 MTS 3
[ Assist & get trained on all correspondence & files
- ) handled by Sh. Brijesh Kumar, UDC - " K. Meenakshi
Sh. Gaurav Y 5 S - Sh. Ankit, s
8. B o 2. Maintenance of garden & workspace as per vt Brijwasi,
Tiwari, MTS 6 . p MTS 1
mstructions. MTS §
i 3, Atend visitors whenever instructed ‘
f’ . . , g Sh. Rakes S ;
9 Sh. Rajkumar, 1. Maintenance of garden & workspace ;:ﬂf;&wh Sh. Kirti Kumar, |
' MTS 3 2. Attend visitors whenever instructed MTS 8 MTS 3
Sh. Virender 1. Guard . i |
-l Singh, MTS 4 2. Maintenance of garden & workspace e | i |
Note: In addition to the above works, any other task assigned by the Competent Authority is also to be carried

out by each of the Officials mentioned in the above table.

4 3
(Meerg Iyer, IFY

Director Forest Education

Distribution: Administrative Officer / Smt. Neelam, Superintendent / Shri Sushil Kumar, Superintendent /
All staff for information & necessary action.
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