File No. A-54011/15/2020-Estb. Sec. (Computer No. 48954) I&™1 ~No . [V
134618/2022/Estb. Sec.
WORK ALLOCATION OF JOINT SECRETARY IN MINISTRY OF CULTURE

S. No. | Name & Designation Work allocated
1 Ms. Ranjana Chopra, [Budget & Expenditure monitoring (IFD) and work
AS&FA of QCI, OOMPH, Data Governance & Quality
[ndex as Nodal Officer.
2. Ms. Sanjukta Mudgal , |I) Establishment
Joint Secretary 2) General Administration
3) Archacological Survey of India
4) National Culture Fund (NCF)
5) National Monuments Authority(NMA)
6) Official Language Division.
[7) Coordination & Parliament
3. Ms. Lily Pandeya, | 1) UNESCO Matters
Joint Secretary 2) Intangible Cultural Heritage (ICH) matters
| including IPR
3) International Cultural Relations (ICR)
; 4) G 20 Matters
4. Ms. Amita Prasad 1)  Zonal Cultural Centres (ZCC)
Sarbhai, Joint 2) Buddhist Tibetan Institutions(BTI)
Secretary 3) All Schemes of Performing Arts, S&F, BTI
: 4) GHSM/ Gandhi and Tagore related matters.
5) Vigilance
5. Ms. Uma Nanduri, 1) Akademies bureau (including IGNCA)
Joint Secretary 2} Commemoration & Memorials
3) Work related to “Azadi Ka Amrit Mahotsava
(AKAM)".
4) Media & Publicity
5) NMCM - National Mission on Cultural
Mapping
6. Ms. Mughda Sinha, 1) Museum Division & Schemes including ITH
Joint Secretary 2) Libraries incl. National Mission on Libraries
3) Anthropology & Archives (A&A)
4) Special Tasks as assigned from time to time
|
i 1
| |
7. Shri Gurmeet Singh | Administrative Reforms & Information
Chawla, Joint Technology (AR&IT)
Secretary B e e B "o e Bed -
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434618/2023/Estbh. Sec.

WORK ALLOCATION OF DIRECTOR/DEPUTY SECRETARY

AS ON 19.06.2023

Sl.No. Incumbent Existing Work !
1. | Shri Harish Kumar, Director " 1. IFD - T
2. Budget Division
2. | Shri Arvind Kumar, 1. Establishment Ea
Director 2. Cash f
! 3. General Administration ;
i i 4. National Monument Authority i
5. National Cultural Funds (NCF) i
3. | Shn Yashveer Kumar, DS _wl'_.-_\figi'lance N :
| 2. International Cultural Relations
|
4. | Shri Samjit Singh, DS | C&M ]
B N il - |
5. | Shri Shah Faisal, DS CR (Admzmstratwc Bureau) '
6. | Shri Jivan K. Bachhav, Deputy Museums including Indian Institute of B
| Secretary Heritage (IIH)
7. | Shri Dalpat Singh, Director | CDN & Parliamentary unit ]
— 8. | Shri Vivek Gupta, Director ' G 20 Cell
9. | Smt. Renu Singh, Deputy | Libraries ]
Secretary
10. | Ms. Pnyanka Chandra, Director | AKAM
11. | Shri Rajeev Kumar, Deputy AKAM (incl. Media & Publicity) 4{
| Secretary 'f
7 13_‘1 Shri Satish Chander, DS AKAM R ]
13. | Sh. Aneish P. Rajan, Director 1. Akademies B ]
2. UNESCO
3. Intangible Cultural Hentage (ICH)
14. | Shri Arun Kumar, Deputy 1. A&A
Secretary 2. AR&IT .
~15. | Shri Sanjay Kumar, DS | PArts&GHSM J
16. | Shri Rajender Singh Khichi, DS ZeC J
~ 17. | Shri Niraj Kumar, Director BTI N - N j
18. c‘shn N.P. Shukla, DS ASI I
| 19 Shri M. Jena, DS___ ) 7;7 7T)if§&§51'_(ﬂdmn _]" ASI HQ |
; 20.4 Sl:_li R. Ramesh Arya, Director Of@;lal Langua_ge |
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Work Allocation among Under Secretaries

" S.Nc T ‘Name of Under Secretary | Work -
onallab l T S 8 T . Allocation
1. | Shri Praveen Sharma » ZCC & BTl
2. | Shri Maneesh Rajan | > 8%
L 3 T‘%Arnab AlCh | > ASImatters
[ ol ' Ms. Anjana o h Akademies
s | |ShriSumanBara |, Akademies
6. | Smt ShobhaRaniTru | » UNESCONCF/NMA
e Sttt L : .
. 5% J Shri Dheerendra Mohan Khare =~ GA/Record Cell/CR CMJ'-%-ge : 1FDJ
| = 8 ' Shri Vijay Kumar Gupta » IFD
9 | Shri Manish Kumar Chourasiya | » Establishment
I o ] .~ Cash
‘ 10. ~ ICR
p- - - ‘Smt_ Anuradha § id,___ | Addl. Charge - Library |
.f 11| Shri Rajesh Saha | » OloHCM 1
{7 12, ShnS K. Smgh e i AKAM
t 13. | Smt. B. Asha Nair > P.Arts
T | PR TR TS T &Y., ;- I
14 | Shri Naveen Kumar Rajan » Vigilance
3 kI > AR&IT
15. [ ShriB.S.Bisht _ » Museum-l |
16. : . | » CDN & Parliament
L. lShn Prem Pal Singh 2 ey AddIACharge A&A
17. | S | Smt. Donngai Ching B » IFD
.18, vShn Pappunjay Kumar rr C&M/Special Cell
19 [ShiV.K Sharma . ASIHQ, Tilak Marg

| 20. ' | Shri Sanjeev Kumar | » G-20 Secretariat
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Museum-|

1. All Administrative and Financial matters of the following Subordinate Organizations:
a) National Museum

b)  NGMA (Delhi, Bengaluru & Mumbai)

2. All Administrative , policies and cther issues like formulation of Five Year Plan, BE & RE, release of

Plan/ Non-Plan granis-in-aic in respact of the following autonomous Organizalions:
a) Salanung Museum
b) Alighabag Museum
c) National Museum Institute
3. Matters related to Intemational Exhipitions/Inter-Ministerial Exhibition Committee
4. Depulation/Delegation abroad in connection wilh intemational Exhibition
5. Museumn Grant Scheme
6. Scheme for Digitization of Museum Colleclion

7. Scheme for Capzcity Bulding and Training for Museum Professional

8. Implementation and moniloring of Musaum reforms in various Museums and operatien of various

Mols signed with intemalionals institutions.
3. Issue of certificates for Customs Duty-free import of Artifacts for display In museurn
10. Seiling up of new museums in the country
11. Matters related to Buddhist relics
12. Traivng tor Museum Professionals

13. VIP/ PMO references, RTI, Public Grievance, Audit Paras pertaining 1o the Section

14. Matters relatng lo Pariament Queslion/ Assurance, Court cases, Annual Reports, RFD,

Outcome Budget elc. conceming the Section.

ssaes
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134618/2023/Estb. Sec.

ALLOCATION OF WORK AMONGST SECTIONS/UNITS

ASI

1. Administrative matters of ABI (Atiached Office) Wiz, RRs. Appointment to e post of Director & above,
Vigilance matters etc

2. Matters related to NMMA

3. Representations/Peliion/Lelters received form general public and through PMO, President Secretariat
Cabinel Secretariat efc.

4. Matters relating te Foreign Deputation of Officers of ASYU MoC

5. World Heritage Matters

6. Polcy matters of ASI

1. Work related bo INTACH

8. Cabinet Notes

9. VIP/ PMO references, RTI. Public Grievance, Audit Paras pertaining to the Section

10.Matters relating lo Parfiament Question/ Assurance, Court cases, Annua! Reponts, RFD, Outcome
Budget elc. conceming the Section

LR R R
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10.

1.

13.

14.

15.

17.

; File No. A-54011/15/2020-Estb. Sec. (Computer No. 48954)

Museum-ll

. All adminislrative and financial matters pertaining lo following organizations:

a) NCSM (Autonomaus)

b) Indian Museum (Autonomous)

c) Victoria Memonal Hall (Autonomous)

d)  NRLC (Subordinate)

e) Vrindavan Rasearch Instilute (Valuntary)

Estatlishment of Sciance Cities/ Centres under the scheme of selling up Science Cites

Annual reports of above mentioned organzalions

Material for inclusion in programmes of PM/IFM

Framing/amendmentireviews of RRs in respec! of employees of the above menlicned
organizations

Reports of Deptt. related Parliamentary Standing Comminiee / SFC/EFC Meeting

Foreign Tour of Officers (for both Minisiry and Organizations)

Appointments of Head of the abave mentioned Organizations

Collection of information regarding Budgetfother matters

Publication of Advertisement/ Natification / Quarterly report on Hindi

Amencments of by-laws of the Organization

. Matlers relating to ICOM-CC and ICCROM

Conservaton Pdlicy pertaining to Museums / HRD Palicy for various otganizations

Conservation of Fellowship Prcgramme in collaboration with melropolitan Museum of Art, New

York

Reguests from organizations for sponsorship / Monthly reports from aforesaid Organizations

. VIPI PMO references, RTI, Public Grievarice, Audit Paras pertaining to the Seclion

Matters relating to Pariament Question/ Assurance, Cou cases, Annual Reports, RFD.
Culcome Budget elc. conceming the Section.

avene
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1. Cultural Agreement

2 Culural Exchange pragrammes

3. Memorandum of Understanding

4. Joint Working Group to review bilateral cultural events performed during the previous year and

signing of Protocol/ MOU

!"'1

Bilatera! Meelings:
a) Formulation of Talking Points for bilateral meetings in consultation with MEA
b) Make necessary arangement/preparation for holding bilateral meeling
c) Providing briefs of cultural issues lo varicus Ministries/ Depariment
6. Foreign Visit by Ministers/ Officers under Festival of India & Cullural Agreements/Exchange
Porgramme
7. Cocnducling Festival of india 2broad
8. Schemes:
a) Granl-in-Aid to Indo-Frendsnip/Cultural Societies
b) Intemational Cultural Relations
i Financial Assistance to foreign artists to study Incian Culture
i Financial Assistance to artist going abroad for seminars, feslivals, exhibition etc

9. Multilateral international Culturzl Relations issues relating fo :

a) ACD f) BRICS

b) SAARC g) IAFS

¢} ASEM hj ASEAN

d) BIMSTEC i}  INDIA-EU cooperation issues
e) IBSA

10. VIP/ PMO references, RTI, Public Grievance, Audit Paras pertaining to the Section

11. Matters relating to Pariament Question/ Assurance, Court cases, Annual Reporls, RFD,
Outcome Budgel etc. conceming the Section.

sarwe

10
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UNESCO

1. Work related to UNESCO convention for the Safeguarding of Intangible Cultural Heritage and
Convention for the Prolection and Promation of Diversity of Cullural Expressions

2. Work relaled lo Inlernational Fund for Cultural Diversity

3. Coordination Committee on the Living and Diverse Cuitural Tradition of India

4. Memory of the World programme - preparation and submission of the nominalion dossier for inciusion
in the UNESCO's Memory of the World Register etc

5. Work relaling to Sub-Commission on Culture under the Indian National Commission for cooperation
with UNESCO

6. Coordination work with Mo HRD relating to INCCU

7. Administration of Scheme for Safeguarding of intangible Cultural Heritage and Diverse Cullural Tradilion
of India

8. Inter-Government Committee on Intellectual Property and Generic Resources, Traditional Knowledge of
Folklore schedule

9. ICH matiers

10. NCF matters

11. NMA malters

12. VIP; PMO references, RTI, Public Grievance, Audit Paras pertaining o the Seclicn

13. Matters relating to Parfiamen! Questiony Assurance, Coun cases, Annual Reports, RFD, Quicome
Budget etc. conceming the Section

adane
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Library
1. Administrative, financial and pardia nenlary matters of the fallowing Subordinate Organizations:

a) National Library
b) Central Reference Library
2. Administrative, financial and pariamentary matiers of the following Autonomous Organizations:

a) RRRLF d) RRL
b) DPL €) CSL - New Delni
c) KBOPL

3. Administrative, financial and pariiamentary matters of State Uibraries

a) CPL - Chennai,
b) SCL- Mumbai
c) TMSSML - Thanjavur (T. Nadu)

264
Generated from eOffice by SHIVAM ANAND, ASO(SA), ASO, Ministry of Culture on 24/07/2023 04:23 PM



134

: File No. A-54011/15/2020-Estb
18/2023/Estb. Sec.
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-
4 Maters related 1o the followang Missions:

) N
B N

& Grantin-aid and budgetary matlers of the

Cenlal Secretariat Library, vie AUO, LIG

8 Matlers relating B9 Pariament Question/

. Sec. (Computer No. 48954)

above arganizations

8. Filing up oi Gr.A and Gr. B posts { Revision of Recruiiment Rules

T. The Secvice matiers iike pension fadvances! withdrawals/ reimbursement in respect of cadres ot

o

L VIP/PMO references, 'R\, Putlic Grievance. Al Paras penaining lo e Section

Assurance, Gaurt cases, Anoal Reports, RFD,

Cutcome Budge! 8fc. conceming the Section.

Ll Al A
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Akademies

1. Formulation of Fae Yesr P, Annusl Pian, BE & RE. Relesse of Plan and Non+tan grants in
aid, Laying of Annual Report eic. ln respect of the foflowing Autonomous Organgations:

2} Sangeet Nalak AkadeT:

b) Sa'wtya Akadery

c) LsR Kelg Akadem

d) Makional School of Deama

¢) Indima Ganchi National Centre for the Arts

n Cuttura Caatre of Resouces & Tranung

g Kalakshelra Foundation

2. Allowment of Governmenl Resicentis! Accommodation 10 eminent Artists.

3. High Powared Commitlee.

-

Geanting of classical stalus to languages.

5 At Managemenl

National Canirs fox Performing Arts
7. VIPI PMO references, RTL PubBic Grevance, Audit Parsg peraining e Seclion
a uﬂ«srehmgbpa-ummwmwmus.w Reports, RFD, Outcome

Buaget elt. concerming he Section

ranme

14
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BTl

1. Formualion of Five Year Plan, Anmual Plan, BE & RE. Release of Plan and Noo-Plan grants in aid
In respact of fodowing awonomous organization ©
8) NNM
b) Ci8S
€) CIHCS
d CUTs
2. BEARE, Rdeandfhnwﬂm-!’m;mnslnwinmdtﬁmhgmndirmm;
a)  Ubrary of Thelan work and Aschives, Dharamshala
b) Tibet House, New Ded
¢} Cenlre ke Buddhs! Cultural Studies, Tawang Morastery, Arunachal Pradesh
d)  Nemgyal instiluis of Technology, Sidim
e) GRL Monastic School, Bamdia
f)  Internalionz) Buddhist Conlederalion
3 Fdemvumwm.aeansm|mmmhmddm
lullowing schemes:
2) Buddhist Scheme
b) Himalayan Scheme
4. Adminisirative, policies and other issues refaling W above menticned aulonomous bodies
5. Eslabustunent of new Buddhist Instiution al Tabo In H.P
6. Rowision of Memorandum of Assodation of all B four awtonomous bodies
7. Laying of Annual Reports and Accounts of abova mentioned autonomous bodies
8. VIP/ PMQ references. R, Public Grievance, Aud? Pares pertainig lo the Section

9 Mmmmhm&mmm.mewmm,wmm
Budgel / Official Language Policy etc. concernmng the Section

Thewa
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e

Formuiation of Five Year Plan, Annus! Plan, BF & RE In respect of 7 2CCa

—_

Relsase ol Pian and Non-Plan granis in sid o the 7 ZCCs

@

Administrative, pobcies &nd alher issues relating 10 ol ZC0s

Revision of Memorandum of Associalon of ol e 2CCa

~

5. \mphementalion of recommendation of Aryar Commitiee

& Nominzbon of members in Govermning Body of all ZCCa

7. Matiers relating I rzquests received from various quarters for patiopalion in programmes, fesbvats
sic. organized by venious agendes

8. Laying of Annuzl Repods &nd Accoun's ol Z0Cs

6. VAPI PMO references, RTL, Public Grievance, Audit Paras periginng o tha Section

10, Matlars relsting to Padiament Queston’ Assurance, Court cases, Armual Reports, RFD, Oulcome

Bmdlumaluwmmrmmsm

i%
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L

-l

ABA

; 8 umwmmmﬁwmmmdmmumm

L NAJ (Attached Office)

i AaSl [Suboranate Offics}

. IGRMS (Autonomous Crganizafions)

e The Asiatic Scciely, Kolkata (Autonomous Organzalions)

v The Asialic Society of Mumcai Autoncmous Organizations)
w NMML
W MAKAIAS
2 VIPY PMO references. RTL Publc Grievance, Aucd Paras peraning fo v Secton
3 Matters rehﬂhPmMWanm.cwam.mRm,m.OUm

3ucgel sic. concaming fhe Saction

LAl

17
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L& -
S
Performing Arts

1. Performing Asts Grant Schame

i) Scherme for Financial Assistance o Cultural Organkzafion with naticnal presence

)] Schema for Bulding Geants, Indoding Siudio Thaatres

Screme of Tagore Cutural Comglaxas

L Schema of Ariisls Penson & Welfare Fund
2. VIPIPMO references, RTI, Pubic Grievance, Audd Par pertainng 10 (he Secon
1 Maiters relating lo Padiamen’ Cuestion! Assurance, Courl cases, Amwuel Reparts, RFD.

Outcome Budget it concerning e Section,

saban
18
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S&F

1. Cullargl Functons Geant Scheme

2 Award of Scholars'ep b young Adtistes ip diffarent cuitural fields

3. Award of Feilowship 0 outstanding Persons In different Cullural fiskds.

4. Tagore leflowship & Cuttural Research

5. VIP/ PMO references, RTL, Pubiic Grievance. AufRt Paras pertaining b e Section

6. Matiers ralatng &0 Parfiament Question/ Assurance, Court cases, Asrust Regorts, RFD,
Outccme Budgel me. conceming e Secion.

Theey
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Special Cell

New Commemoration inchudng birth annversaries of evenisincdents

Resicsary work r2lating 10 the iolowing pasi commemodation

3) 2550% Birth Anniversary of Laed Boddha

b) Gun-ta-Gaddl

¢ Khaisa Heritage Profec
18!'8&m~nmamsduanomwmk3m,mm
Rabindranath Tagore and Swami Vivekanands

e) Centenaries of Lal Bahacur Shansid, Komagatame Incident and Begum Akhiar

n 125" Birth Anniversary of Jawsharial Neheu

Forwarding of proposal for PMO's consideration and 2peroval

Seliing b of National Commiti=es/ Nation2! implementalion Committaes

Conducting of meelings of National Committzes/ Nalional Impiementation Commitieas

Conducting of inaugural and conciuding ceremonies | respact of commemoration. Work

raladng ko release of coin/stamo

Relaass of Grantdn-sd ko commemaration-specific, sproved proposal

Monvitering of he approved proposal

Coordinaton wih other Minisires] Stale Govl

10. Inspecton and Field Vist regading the approved projects.

1. VIPJ PMO references, RT1, Public Grevance, Audit Paras perusining i the Saction

12 MWatlers relating W Periament Queston/ Assurance, Couri cases, Annuzl Reponts. RFD,
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Cam
1. Jalianwala Bagh National Memorial Toust
2  Twg schemes lor Cantenanes/annversanes and Cevelepmenl snd Mantenance of
Nabonal Memenals.
3. VIPIPMO reterences, RTY Publc Grevance, Audit Parss periaining to the Section
4 Matiers relabng B Parfiamen! Question/ Assurance, Court cases, Annual Reports, RFD,

Oulcome Budget alc. concerming the Saction

e

File No. A-54011/15/2020-Estb. Sec. (Computer No
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—

Missicn relaled work

Dandi related projects

“

Gandhi Peacs Prizs

4. Tagore Award

5. Gandhi Sovil 8 Darvhan Semd

8 Ganchiji Memorabidia

7. Gandhan Instiluies

8 VP PMO references, RTL, Pusic Grievance, Audlt Paras peraning lo the Sactor

§. Maters ralating lo Parflamert Question/ Assurance, Court cases, Aanuel Reports, RFD,

Ouicome Sucgel Ble, concerring the Section

evenw
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Establishment

Following works rataling o Eslablishment in respect of employees on be pay role of Ihis Ministry

{Secretarial Proper):-

1. Reporiing of vacancies uncar Central Staffing Schames and CSSICSSSICSCS vacancies
to DoP&T and MITS 1o SSC

2 Malter refaing o Apponimeny Recutmenl to ol posis n MoC (Sect) induding
appaintments in Minisier's Office

3. Taking wp Ibe matiers wilh DoPAT kv apponiments of posts under Caniral Slafiing
Scheme.

4. Appointment of Consuitants

5. Racruitment of Conlraciual Staff in respect of the Ministry (Secrelarial proper)

6. Processing of malters refating b DPCa/ promolion in various grades.

7. Mallers reiaing lo MACP in vanous grades

8 Mailers refating lo Pay fixation | Slepping up ol pay.

3. Mainlenance of Leave in respect of all grades.

10. All the malters realing fo Pay Comemission in respect of this Minisiry

11. Confirmalion cases.

12 Malters relaling lo iranslerposing of siafl.

13. Relaase of Aval Increment in respedt of ail he cadresigradas

14. Pension cases inresped of all Officers/Ofcials in the Ministry

15. Mainienance of ACRVAPARs (axcepl the employees of Library Cadre)

16. Work relating lo management of cadre of Official Language and Stalislcal Services in Ihis
Ministry

17. E-Govamance A [T refated mallers [through NIC)

: 1B. Procassing of Public Grievances, Online disposal of e Publc Gnevanca cases,
Coordinabon with varous SeclionUnils as well 35 Organizalions 10 ensure the fimely
dispasal of pending PG maliers

19. Maltars relzéng o meefings which ars hald in DARPG and DoPAPW farm time 10 time and

follow up ackon hareafer.

20. Matlers retaling b Festival  House Bulding / Mo'or Car/ Scocler ! Computer Advances:
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(¢

1. Wilhdrawal Advance fom GPF

22 Reimbursement &f Tuition fes and Madical Expanses

23, Appoiniment of AMA i non-CGHS aea for medical leatment

24, Malters relaling Y implementatcn of Official Language in respect of Zstztiishment Seclion
25. Matlers regarding Traning Abroad, iraining In ISTM and other rainng Insélusions.

28. Cizens' Charter

27. Framing f amengment of RRs of posts of Drivers/ MTS #ic.

28, Monitoring of Siometic Altendance

28, Passes for indepencence Dayl Repubic Day

10, VIP{ PMO references, RT), Puslc Grievnace, Aucil Pas penaining o ha Seckon

31 Mallens ralating io Padiamen! Queston! Assuanca, Coud cases, Annusl Reports, RFD,

Outcoma Budgel #ie. concerning the Section.

answe
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General Administration

1. Procuremen and destributon of stafionery and consumable iems in the Minisiry.
2. Procursment of compules panlers, UPS, Photocopies etc. and its mainienancs.
3. Procurement of vancus makes & models of tner caririges and lls distibulion.
4. Printing of lester heads, visting cards eic.
5. Providing hospilalty during the official mealing in (he Ninislry
6 &mmdmmmmunmnmmqmusm and abave
officers, purchase of brief casefadies purse, newspaper eic.
7. Preparalion of rubber slamps & name plales.
8. Procurement of fumitwre ftems and its mainlenanca
9. Procurement of eleclrical tams and its manlenance
10. Issua of Identity Cards/ Car parking passes elc.
1. Hiring of DEQS, Sers-akiledMUnsiilled workers in the Ministry theough oulsourting.
12. Duséing and cleaning of ofice oms.
13. Budget matlers relating ko GA Seclcn
; 14. Audit matlers reialing lo GA Section.
15. Renovation of ofice rooms.
16. Work refaled o ofical [zlephone maliers
17. Deployment, repair & maintenance of staff cars
18. Housekseping funclions
19. Swachh Bharal Campaign Coordinalion wilh other Miniskies/ Cabiet Secrsladal and
ocgarvzalions under WoC
20. Conclusons of conlracts for varous Services and Goods as noled above

21. Black Listing of fims

25
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Vigilance

1. CCS [CCA) Rutes - Oassification & Interpretaion

r~

AIS (Disciolne & Appeal) Rules, 1985
vigilanze Compiaints

-~

Discipbnary Proceedings

5. Prosscfon

6. Appeais

1. Review of Petilons

& CC8 {Conduct) Rutes, 1964 - Classification & Interpretaton
8. AIS [Conduc) Rules, 1965

10, Vighanca dearance

11 Reports & Retum

12 Comuglion Miligaton Adsion Plan

13. CVC/ CBI malters

14, Cocrdination with all Sections / Organizalions of Minislry of Culture reqarding disciplinary /
viglanca maliers

15. RTV Padiament Questons/ Courl cases sl

ammpe
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5

CDN

1. Coondinalion for tha Minisiry of Culture

2 Monthly 0.0 lor Cabinet Seaetary

1 Cabins! matiers

4. Training of Oficers/Cficials of organization of McC
5. Padma Awards/ Olher Awards

8. Annual Reporis/ Samarthan

7. Coordinalion work of Memorandum of Understanding

B. Oplimization of Direct recruitnent lo avilan posts of I Menislry

9. Ceniral Adwsory Baars on Cufiure

5 10. National Cuiure Policy

11. Allocaion of Business Rules

12. PM 15 point programma on recruiiment of MinoriGes

13. Reprasenlaion of SC/ST/OBC

14, Cocrdinabon work of RRs and vacancy posdion of organzadons /| Vacancy of Head of
Omganzations snder MoC

15. Sr. Officers’ Meeting

15. Compiaton of data for Ministry of Culture and alsa for various Mirvstries/Departments

17. SFCEFC/Cabinet Notes received (rom olher Maistrias

18. Pariameniary Slanding Convnitiss Reports pertalning lo more than two divisions
19. Lmplementationdmoniloring of Cabined Decision
20. Maintenance of Ust of Organizalions under MoC and publication of dlary of addvesses of vanous

organizalions under MoC

21. Coordinalon of Court Cases of MoC and It organizabions.

22. MyGov maltars
23 VIPI PMO relerences, RTI, Public Gaevance, Audi Paras pertaining lo the Secfion
24. Matlers relafng lo Farkamen! Question/ Assuance, Court cases, Aanual Repodts, RFD,

Outcome Budgal elc. concernang the Section.

saman
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.y
% wd £ o
-2
Preparalion of Budget Esumales & Rewsed Csimales
Co-ordination and compitation of SBEs
MNotes on Demands for Grants 2014 MHighkignts of Cenlal Plan

Compilation of Anaual Plan Proposals / Five Year Plan
Mid-erm Appraisal of Five-year Phan
Co-ordination of implementalion of Budgel announcemants
Mallz-s elating to Padamentary Slanding Commillee on Demands for Grants
Preparalion of Oulcoms Budget and prinling of and Lhe same
Preparation of Detaled Demands for Grants along wilh Annexures and printing of and the same
. Authentication of Cetaiad Demands lor Geants (DOG) and Ouicome Budgel
. Appropralion Accounts
. Savings/Excess Noles » connechan with Stage-ll of Appropriation Accounls
. Preparation of Savings Noles where saving is mode than Rs.100 crore for PAC

. Re-appropration proposals

15. Proposals for Supplementary Demands lor Granls

16

11.
18.

19.

26.
2.

?8.

. Opening of New Hears of Accounls
Finai Requirement of Funds

Issua of Saving and Suranders of Funds

Dralt para/CAAG pacafPAC parailnspedion Reports (in respect of the Dision)

. Fumeshing of information to Mo finance o Fiscal Responsibility & Budgelary Management (FRBM,) -

Assets Reqister

1. Furrushing of Quarierly Repod / IEBR ! Govemment of india Guaraniees elc.

. Gender 3ase Budgeling, SCSP & TSP

. Mallers refaiing lo “nance Commission - (13 Finance Commissicn)
. Menitonng of Expandriure

. Finance Miruster's Budgel Speech

Vole on Accounts

Unspenl Balances

Fmﬁshigofmaﬁidstrhdmimnhkrulﬂwmdhmhw

. Zeco Based Budgeting
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2. Matenal for Economc Survey
1. Loans and Acvances lo Govemment Servants, st
32 All Reports and relums
33 Guard Flles on alocated subjects
4. Coordination workl I respect of matters relizting to Norh East region
6. Coordination of o Audit matters in respect of the Ministry -
) Inspecton Repon,
L] CAG! PAC paras

M. Processing of matter relaling to Padiamer sy Slanding Commiiae on demands for grani

pertaning 1o e Section

Generated from eOffice by SHIVAM ANAND, ASO(SA), ASO, Ministry of Culture on 24/07/2023 04:23 PM

1. VIP/ PMO references, mmc-m.mmmmmmm.wmn

281

File No. A-54011/15/2020-Estb. Sec. (Computer No. 48954)



434618/2023/Estb. Sec.

File No. A-54011/15/2020-Estb. Sec. (Computer No. 48954)

Pariament Unit
1. Dedvery of Question notices
2. Timsly deiiverance of Replies to Admitted Paslament Questions

1 Praparation and tmely sudmission of pads [rom e Mruster 1 J8s duning session

~

Monilorng of Pending assurances

Layng of pagers/ arowal repartl audied mports of al organization

|

Legisiatve proposals during Seaslon

o

Imponant ssues duang Session

-

Matier rzisec under Rue 377 the L3

4. Specal Mention n RS

10. me?hmtas

11. Consvitatiws Commitlee Meetings

12. Amangemen! of all official gallery and General Passes in LS & RS dunng sesson and al meesings
of pafiamentary committees

13, Ciroutation of Circulars received from LS & RS

fanry

3
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reorRTiCel (ARET W,

1. Al RFD mallers 8 Coordination with PMD of Cadnet Secrelariat

p 8 Wwdmmwmean,WMdm:muaﬂ
podals)

31 PMO references

4. Cab Sect!. References

5 E-Samiksha

n
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Cash & DDO
1. Preparaton of Pay Bis, Children's Education Alicwance Bdis, LTC 8ils, HBA, GPF. OTA, vanous
other advances, relrement benefts bills, eic, o' gazetied, non-gazeited inciuding Geoup ‘0" Staff.
2. Preparalion of TADA Bils of officials of the Minisiry and disbursement of TADA
3 Preparation of Conlingency Bils under Offica Expendilure and Granis-in-Aids Bils and ralease of
paymenl vough E.C.S. issue of TOS Cenificales lo concemed Firms.
4. Income Tax Calculations and Return ol afficars and stalf. Issua of TOS Cerficales io officials.
S. Mainienance of General provident Fund Accounls of all officers and staff, calculaton of intarest
Ihereol and dsinbution of Annual GPf Stalements.
6. Maintenance of Expendiure Canlrol Registar : .
7. Reconsiliabion of expend ture Igures with the assistance of PAC (C)
8. ECS of Salary and related bills
Conduciance of Audit inspeclion, bolh by inlernal Audil party 8 by DGACR. Taking relevant sleps
10 reply paras reiated to cash/accounts and other related Sedtions.
10. Maiilenanca o Swagel in o seelarial as well as CSL
17, Salary | conlingency béis in rfo CSL anc release of paymeal Swough EC.S.
12. BE-Fiing cf Income 1ax setum, onine recovery of license fee in do Govt. acrommadation of staff and
officers.
13, VIP/ PMO refererces, RT], Public Gravance, Audit Paras pertaining to The Section
14. Mallers relating Lo Pariament Question) Assurance, Courl cases, Annual Reports, RFD, Ou'come
Budget sic. conceming the Section.
CASHIER :-
1. Handing of Cash and Maintenance of Cash book, pay Bill Register, Acquaintance Rolls,
Contingent Register, Bil Registers, TADA regislers, LTC register, Broad sheel (GPF),

Expenditurs Conlrol Register elc.

2 Drawl of money kom Government and Oisbursement of al types of payments like
Salary, T AJO AJOTAI vanous advances and refirement benefits 1o officlals.

13
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IFD

. Redease of graniin-aid n respec of Autonomous Organizations

Senstinize / appove the haabod of pay | grant of reimburserment ete. ln ingividual cases lnvolving
relaxauon of Ruies

Scruliny and concutence of Plan schemes/peojects lo de approved by SFC & EFC, amanging
meelings ol Expendilire Finance Commutiee undar Sewvetary (Expanditure) for consideralion and

approval of projects / schemes alter processing and examinalon the EFC memoranda

. Stautiny ard examinafion of schermes of SFC

Serutinizing propesal of Admmistralive Seclions for release of Grant-In-aid lo Organizations (Govt)
NG} under various schemes being admiruslered by Ministry of Culture

Velling of aucll Paras forwarded by he adminisiralive Seclions in respect of the Organizations
under Lheir contol

Court cases ralaled lo pay sceles lor the employees requinng the concumence of Minstry of
Financa and having financial implications

Sentiny and finandal concumence of he lollowing cases:

a) Crealion of posls

) Contnuaten of at lemporary posls

c) Convession of lempoiary posis inlo permanent ones.

Savtiny ol pioposal & granting corcurrencs in respact of al proposals for deputabior. abrmad

ndluding cases to be refened lo screening commiltee.

. Scrulinize all proposals for delegation of inandial powers

1.

All cases which are required Lo be eferred o the Ministry of Finance for advice/ approval/

CONCNTENCE,

34
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.

! HTU

1. Coenducting Hindl Pakhawara | Pifze distrbuton

P

Issuance of Annsad Programme

=

Implementation of instuclion/order of Ddo QL
Quanety Haf yeardy progres: repant
Padiamenlary Comemillee on OL

RS

-4

. Central Hindi Commities ! Cervval OL implementation Commities

8. Publcauon of Cultural Magazine

9. Monitoring af Hind progressive stetus

10. Hindi Training

1. Hindi Workshop

12 Transiation of varus reports/ Notificalion and othar work of Ministry of Cufiure
13. Participation in confenencas

4. Review of Hindi Progress Repor

15. Anmual Evalualion report etc.

16. Parfiamen! Question/ RT] elc. perizining ko (ha Secton

aras

35
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.

CR

1. Receipts and dispatch of Dak for the Ministry

- & ummusmdm:ompmmumwm_mhmu
peyment of Bdls etc

: th.ﬂonofuamuvamneparml&kin;s

4. Stamping of ai Daks

.....
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Facilitation Centre (IFC)

1. information regarding senvices provided amd programmes, schemes 6. supportec by B Minkswry of
Cadturs

2. Fadlitating the cusiomericlien! b obialn the services of Tl Ministry

b hlmnl&mngardinghmndarddcu&:ydsm.&nemﬂmmﬂtﬂuembnwrm
schemes/ funclioning of hes Minisiry

4 Information regarding hierarchical sakup #f Public Grisvance Hedress Machinery

5. Recelving, acknowiedgeent s lorwardng the gdevances! appications’ mquest fome wic. © e
concerned suthorly

LA LAY

7
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