L_N_g-_: Dcsign:\tlon Work Distributed '
1. ShRqj Kumary,

ORDER

B -Due to the promotion of Sh, Paw
POSt. of Superintenden, Sh. Satish Kumar, Assist
joining of Clerks Namely Sh, R

Sandeep Kumar, Virender,
namely Sh. Deepanshy, Vikr
namely Sh. Gurpreet Singh
Gurmeet Singh ang Ms. v
amongst the Ministeyj

ant to the post of Deputy Superintendent;
ambir Singh, Kartik and Omkar; transfer of clerks namely Sh.
Gurcharan and Raj Singh; transfer of computer operators
ant and Nirmal Singh; engageme
and Sh, Ajay Kumar; e
aishalj Rani, Steno-ty
al staff g made as under:.

nt of two junior programmers
ngagement of Steno-typist (Hindi) Sh.
pist (English), the re-distribution of work

s | Name &

al matters, pension

| Senior Accouns Offcer 1. /\'ccounts/ Financi Hewill putup the
| E:ZES' /\((]le;1 calllsesl. GIS cases, Audit cases to the worthy
| ., tasesand Medical Bjlls Director ‘cutic
! 2 e be the & rector Prosecuticn,
| authority (BCA).
Hg Will put up the cases to HOD
Will sign the entir
with the Govt
(as PSA).

udget controlling

and
e correspondence
/Accountant General

4. Nodal officers for E-Market Place
! (GeM), HRMS, Skill development and
Industrial Training and for visitor |
| c Pass in Haryana Civil Sectt. |
L | - Head of Purchase Comm
: : mmittee
o)l ‘ Sh. Sl.\a'lwan.Smgh 1. Supervision of  Establishment | He wil] put up the
. Administrative Officer Branch. cases to the worthy
2. Drawing and Disbursement Officer Director Prosecution.
; 5 (HQ).

y - He will put up the cases to HOD
! which requires approval of Govt. in
' Financial matters, policy matters,
inquiry matters, ACP and leave cases.
Other PUCs except above shall be
disposed off at the level of
Administrative Officer.

!
i 5. He will mark the cases directly to
i Legal Cell (HQ.), in which Legal
opinion is required.
! 6.

He will mark the cases directly to the
Senior Accounts Officer in which his
! opinion is required.
i 7. Technical Nodal officer for HRMS
8. He will sign  the entire
“ . correspondence with the Govt. with
| regard to proposal/policy matters.

L3

an Kumar, Deputy Superintendent to the

e —

h. Pawan Kumar, I 1. Supervision of

S
l | Superintendent Branch. cases to the
; ! 2. SPI0 (HQ) for Class-lll & 1V Sr.A.0/Ad.0.
i | employees as well as misc work
! | relating to RTI of department.
‘ i 3. He will sign entire
¥ correspondence/reminders with the
| respective department/field-offices/
l persons including accounts matters.
i In the absence of Ad.O, he will sign
the entire correspondence with the
government also.

I
|
|| 4. He will attend the personal hearing of |
i
|

ail cases at Govt. level and the
concerned Assistant will brief him
well in advance prior to the date of

\

|
2

Establishment | He will put up the




-9,

Sh. Satish Kumar,
Deputy Superintendent

hearing.

5. Nodal  officer  for  Biometric
Attendance, CFMS, Computerization,
Dress and discipline of class 1, v &
Drivers and weeding out old record, |

6. Member of purchase committee,

7. Nodal officers for further updation of
employee data on portal of HRMS,

—

1. § .
::gel vision of Estn.bllshnwnt Branch | He will put up the
;‘elati Accounts/l-lnnnclal work | cases relating to sr.,
ng to all assistants including CT, | no. 2 to Sr. A.0 and

Librarian and ACRs i
2. puorarian an ; pointno. 1,3 & 4 to
3 Ao cases, GIS, Medical bills, the Supdt./Ad.O.
4.

;I;‘o maintain the ACRs of all Non-
azetted officials and

v to convey
5. ln. the fibsence of Superintendent, he
wnll‘ sign  entire correspondence/
reminders with the respective
.depart:ment/ﬁeld-ofﬁces/ persons
including accounts matters

5. Smt. Mohini Chopra,
Personal Assistant

1. Attached with Ld. Director  of | She will put up the
Prosecution. cases to the

2. She will maintain the ACR files on DSE/Supdt.
behalf of worthy Director, of all
Gazetted Officers, Correspondence
regarding finalization of ACRs by Ld.
ACS, Home/Minister ~ Incharge
received from various competent
authorities and to convey the
remarks of ACR to all gazetted officer
after finalisation. :

3. Maintenance of Casual Leave
Accounts of Qfficers/officials posted
at Headquarter.

4. Work relating to Fax, Internet and
checking/downloading of e-mails
daily and sending thereof.

5. All meetings where Head of
Department or his representative is
to attend. She will brought the matter
to the notice of HOD one day prior to
date of meeting.

6. To record the proceedings of all
meetings held by Head of
Department at directorate level.

6. Sh. Rohtash,
Librarian

i 7. Sh. Dinesh,
Assistant (1AP)

Work distribution 2 Ta—y

1. To maintain the Library Books. He will put up the
2. To maintain record regarding | cases to the
- Gazzette/ Circular/Instructions etc. DSE/Ad.O.

’ ill put up the
i nt and correspondence He wi
1. Batablene Additional | cases to the

ardin Director,
l[.;‘;?ectorsg. District Attorneys, Deputy DSE/Supdt/ AdO.
on

District Attorneys and p.votmoti of
0s

cases to ' thle p Director/ | (He will provide the
DirectOI‘/Add'tmna District brief facts of the court
District Attorneys/ Deputy Ui cases to the Legal Cell
: HQ) for preparing

l\//: t'tr(::::;lsce of service book of \[NriQt]ten statements,
2. MM Attorneys posted at HQ and | g aic grounds of
Distri . ; ne rs/ Deputy a eal a"d misc

d District Attorney , pp , £
field, on deputation. lication in the &

District Attorney’s

=

b B L —— -



7.

i Sh. Baldev Singh,
| Assistant (2AP)

- Trainings of Public Prosecutors/

- Establishment of all

1T roe——— |
1. Establishment of all ADAs.

2.

3.

. Maintenance of files/record of civil

—.3’

Updation of departmental service

rules.

- To prepare seniority list of DAs/

DDAs showing their position as on 1st
June of every year,

Ass_istant Public Prosecutors,
Maintenance of files/record of civil
(C:E:i:est pending in Hon'ble Supreme
9 rt of l!\dia, Hon'ble Punjab and
aryana High Court, Hon'ble Session
& Subordinate Courts in the State of
Haryana pertaining to his seat.
Class-l & 1]

retired employees ini
\ pertaining t i
Service matters, B 10 their

To maintain upto dat ing li

2l ADAS p e posting list of
To p_repare seniority list of ADAs
showing Fheir position on every
year(He will supply the data of ADAs

to 1-AP for promotion to th
DbAY e post of

cases pending in Hon'ble Supreme
Court of India, Hon'ble Punjab and
Haryana High Court, Hon’ble Session
& Subordinate Courts in the State of
Haryana pertaining to his seat.
Establishment of all Class-1I retired
employees pertaining to their service
matters.

of serving DAs/DDAs.)

He will put up the
cases to DSE/Ad.O.

(He will provide the
brief facts of the court
cases to the Legal Cell
(HQ) for preparing
written statements,
affidavit, grounds of
appeal and misc
application in the case
of serving/ retired
ADAs.)

| Sh. Narender Kumar,

' Assistant (3AP)

Sh. Suman Sood,
Assistant (5AP)

. All TA/TTA Bills of field officers/

. CM Window and Administrative

Property returns and medical bills of
Class-LILIIl and IV employees and
retirees.

officials, clarification regarding TA
etc, correspondence thereof and
Service Stamps.

report of department.

Maintenance of files/record of civil
cases pending in Hon’ble Supreme
Court of India, Hon’ble Punjab and
Haryana High Court, Hon'ble Session
& Subordinate Courts in the State of
Haryana pertaining to his seat.
Pension and GIS cases of all Class-I,
11, 111, IV employees of the Directorate
and matters related to O&M.
Establishment  of all retirges
(HQ/Field/Deputationist) pertaimng
to their retiral benefits including
cases with regard to grant of benefits
of 4.2 of CSR to all eligible retired law

officers. '
Establishment of Naib Courts.

He will put up the
cases pertaining to
point No. 1,2,5 to
DSE/Supdt/Sr.A0,
and point no. 3,6,7 to
DSE/Supdt/ Ad.O.

(He will provide the
brief facts of the court
cases to the Legal Cell
(HQ) for preparing
written statements,
affidavit, grounds of
appeal and misc
application relating to
his seat.)

Establishment and correspondence.
regarding class Il & IV employees
posted at HQ and field.

To prepare <eniority list of all class Il

She will put up the
cases to the
DSE/Supdt/Ad.O.

1 prOVide the

and IV _employees showing their |

(She wi




10 | Smt. Suman Katyal,
Assistant (7AP)

i

—‘l-

position every year.
3. Esml)llshmcmofcomputeropcrntors, ’
4. Maintenance of files/record of clvll!|
cases pending in Hon'ble Supreme |
Court of India, Hon'ble Punjab and
Haryana High Court, Hon'ble Session
ﬁ‘fnbordin;lto Courts in the State of
aryana perta
5. Est;lbllslllllle;lli‘m(?fn':(I)Ih("?'svm.
_ all Class-Ill & v
retired employees pertaining to their
service matters, '

1. :\II Criminal Litigation of state
ncluding  cases pertaining  to

criminal matters of
: Cell, New Delh.
+ Matters pertainin
f 8 to Haryana State
Litigation Policy. ’ e

Haryana Legal

3. Al Monthly  Criminal  Diaries
including corruption and SC/ST Act
cases.

4. Matters regarding holding of monthly
meetings of grievance Redressal
Committee at HQ and Govt. level.

5. Opining work received from
Government/any other department
and all correspondence with
Government in criminal matter.

brief facts of the court
cases to the Legal Cell
(HQ) for preparing
written statements,
affidavit, grounds of
appeal and misc
application in the case
of serving class- 111 & IV
employees.)

She will submit the
cases to ADA/DA as
per allotment of
districts.

|

|
L

|

11. ) Sh. Sohan Singh,
!
4
|
|
l

Assistant (4AP)

1. Audit report of H.Q/Fields and to
issue  Identity cards to the
pensioners and various employees
posted in the various
departments/Districts.

2. Maintenance of record regarding
leave salary and pension contribution
of employee posted in various
boards/corporation etc.

3. Disbursement of cash/ maintenance
of cash book.

4. He will submit and collect bills from

treasury.

He will put up the
cases to DSE/Ad.O.

Sh. Sunil Kumar, Steno-
Typist

12.

He is attached with Additional Director
(HQ) for all official dictation and typing

work

Sh. Gurmeet Singh,
Steno-typist (Hindi)

13.

He is deputed with DA(HQ), DDA(HQ),
ADA (HQ) and Legal Assistants for all

official dictation and typing work.

Ms. Vaishali Rani
Steno-typist (English)

14.

She is deputed with DACHQ), DDA(HQ),
ADA (HQ) and Legal Assistants for all

official dictation and typing work.

He will put up the

I5. | Sh. Kartik, Clerk
(Caretaker)

|

(Bill/Budget Clerk)

Sh. Vikash, Clerk.
(CP-111)

distribution

= - —T
5 | Ms. Amrita Mehra, Clerk

1. Care Taker _
2. Maintenance of office building at H.Q.

and correspondence pertaining to
office building at field level.
3. purchase of furniture at headquarter
and district level.
4. Purchase of Com
1. To prepare all ty
salary bills
headquarters. '
2. Budget/Reconcilianon.

uter /Laptops
pes of bills including
pertaining to

B

1. H lating to Class

|
e will do the entire work of Annua

cases to the
DSE/Supdt/ Ad.0/ Sr.

AO.

She will put up the
cases to the
DSE/Sulet/Ad.O/
Sr.AO.

He will put up the
cases to the

confidential reports re

DSE/Supdt/ AMO_—

111, 11l and IV employees.
______’——-— Bl

e




sh. Nirmal Singh, Clerk,
(CP-1)

Sh. Kuldeep Singh, Clerk

Sh. OmkKar, Clerk

—7 | Sh. Rambir, Clerk

21.
CP-111)
22. | Sh. Gurpreet Singh,
Junior Programimer

{
A |

-g.

)

&

2. Mgintenance and circulation of
pnscellaneous circulars and
Instructions etc.

He wi!l act as a record keeper with 1AP
(Sh. Dinesh Saini, Assistant)

He will act as a record keeper with 2AP

(Sh. Baldev Singh, Assistant)

He will do the work of Receipt and as

Dlsp_atch and will maintain the record of
Service stamps.

He will act as a record keeper with 3AP
(Sh. Narender Singh, Assistant)

He will do the entire work related to IT
such as Maintenance and updation of
department website, implementation of
Online Transfer Policy.

23 | Sh. Ajay Kumar

~ Junior Programmer

|
|
|

1. He will do the entire work related to
IT such as Maintenance and updation
of department website,
implementation of Online Transfer
Policy.

He will also assist Smt. Suman Katyal,
Assistant (7AP) in her official work

2.

(24 | St.Hawa Singh,

He will maintain the

Record keeper of record room (criminal
record of criminal cases as

Restorer cases)
per order dated 4.08.17
issued under endst no.
AP(5)-2017/11116-11122
dated 9.08.17
25 Sh.Pardeep, He will assist to Sh. Dinesh Kumar,
| Computer Operator Assistant (1AP).
|
| 26. | Sh. Krishna, He will assist to Ad.0 and Sh. Narender
| Computer Operator (3AP).
27.  Sh. Ashok, He will assist to Sh. Suman Sood,
Computer Operator Assistant (5AP)
28  Sh. Naveen, 1. He will assist to Smt. Mohini Chopra,
Computer Operator PA for Work relating to Fax, Internet
' and checking/downloading of e-
mails daily and sending thereof.
2. He will also do the complete work
pertaining to HRMS under the
supervision/guidance of concerned
Assistants
(1AP/2AP/3AP/5AP/6AP) as the
case may be. _
3. He will submit the daily attend;u;ce
| report to the nodal officer pertaining
| to entire department i.e Directorate
| and field offices.
.

I

Note

L.

g written staternent, affidavit,

h self speaking note/para wise
with well arranged
his detailed

govel‘nmenr

r file for prepari_n
plications alongthf ] i’
factual position of the ca W
fficer/SAS Officer, who shall provide

The branch shall put UP thei
ground of Appeal and misc- 3P
comments denoting complete

; tO0 !
record to the Senior Account - service rules,
c(,mmert:zst a]ongwith relevant ProV':;o‘:ithoiegard to claim of petitioner,lgs
: ca :
able in that t vide memo no. 14/69/20

instructions/ policy applic rtmen

inance Depa
pcr rotification issued by the Fina P



Sy
ap )lithe- file for preparation of written statement
plications to the concerned Legal Assistant/Law

5FA dated 26.05.2016 anqd send
afﬁdavit, grounds and mijsc,

officer.

That after preparation o i
f written statement, affidavit, grounds of appeal and

4 I iSC' applicatiOllS by the con e l,gl l I
. ; : cern

[ urgent, time bound & complj

. . ica

the written statement and ‘;ot fte dvmtatt
et a

authority.

terlsi the concerned officer will prepare
1is own level from the concerned

The opinion work in crimi

_ ‘ : _ inal case witl

Magistrate in which a i - =1 PSR fo tecisl ek

Ad gitional DlrBotor lfr‘:)ilczjstil;?]t I licommended shall be decidescioant t(l)1fe 121521”2;

. However, i i

ecommended the ; o dih K8 caes | s

:lonuwith p"opose(lina:(iel glay be put up to the worthy Dir:;tov:'/}:)]fd;’ ‘aPPeal‘ n

(Pmszcuﬁon e coiml::;‘ s of ap.peal. No law officer and Additional Il)(i)rs:stumnf
Icate with the concerned District Attorney or Disc;;'ot

ic

Magistrate without the approval
. of Wor i
eceived from the District Magistrates thy DP in the matter of reference

5. All Monthly Diaries of criminal cases com i
. plete in all aspect will b
Governrpl;e.?t/ co;lc'iel ned departments before 7th of every month. ltzhszirllt);o'otgi
I];:sp(t)}:]lSl Il) l1ty 0 fAP,' APA-II, DA(HQ) and Additional Director (HQ) thalt all
onthly Diaries of criminal cases with accurate figures and complete in all
aspects must be sent to the Government/concerned departments before 7th of

every month.

6. Smt. Suman Katyal, Assistant (7AP) shall keep the scanned copy in soft form on
her computer system of opinions of District Magistrates/ District Attorneys/
Superintendents of Police received from the O/o the District Attorneys/ District
Magistrates with regard to fitness of filing further appeal for record. This will be

done w.e.f. 01.01.2018.

Dated, Panchkula, the NARSHER SINGH
9th October 2018 DIRECTOR OF PROSECUTION, HARYANA

Endst. No. AP(5)-2017/ & c833—Jo SSA Dated: @ 4-[6-Al0/&

A copy is forwarded to the following for information and necessary act_ion':
1. The Additional Director (HQ)/ District Attorney/Deputy District
Attorney/Assistant District Attorneys/Ad.O/Supdt./Sr.AO/S.O and Dy.

updt. At H.Q.
-~ All officials at H.Qs- )
3. PAto Director V\\W\j (
Supermtendent
for Director of Prosecution, Harya&a/ A
a8




