
1 
 

’kkldh; ikWyhVsdfud egkfo|ky; iUuk ¼e0iz0½’kkldh; ikWyhVsdfud egkfo|ky; iUuk ¼e0iz0½’kkldh; ikWyhVsdfud egkfo|ky; iUuk ¼e0iz0½’kkldh; ikWyhVsdfud egkfo|ky; iUuk ¼e0iz0½    
 

Lakf{kIr ifjp;Lakf{kIr ifjp;Lakf{kIr ifjp;Lakf{kIr ifjp;    
 

e0 iz0 ’kklu rduhdh f’k{kk ,oa izf’k{k.k foHkkx Hkksiky }kjk ’kkldh; ikWyhVsdfud  

egkfo|ky; iUuk dh LFkkiuk lu~ 1998 esa dh x;h A egkfo|ky; esa vf[ky Hkkjrh; rduhdh f’k{kk 

ifj"kn ubZ fnYyh }kjk vuq’kaflr ikB~;Øeksa dk lapkyu fd;k tkrk gSA  ;g egkfo|ky; jktho xkW/kh 

izkS|ksfxdh fo’ofo|ky; Hkksiky ls lac) gSA 
 

egkfo|ky; ftyk vLirky ds lehi yxHkx 17171717    ,dM+ {ks=Qy esa QSyk gqvk gSA dkyst 

dSEil esa Nk=&Nk=kvksa ds fy;s foLr̀r [ksy dk eSnku ,oa xkMZu LFkkfir gSA iqLrdky; dh lqfo/kk Hkh 

gSA  
 

vf[ky Hkkjrh; rduhdh f’k{kk ifj"kn (AICTE) ubZ fnYyh }kjk fuEufyf[kr ikB~;Øze 

vuqeksfnr gSa%& 
 

S.N. Name of Course Intake Duration 

1 Modern Office Management 60 3 Years 

2 Computer Science & Engineering  60 3 Years 

3 Electronics & Telecommunication 60 3 Years 

4 Fashion Technology 60 3 Years 

    

orZeku esa egkfo|ky; esa o"kZ 1998&99 ls ekMuZ vkfQl eSustes.V ikB~;Øe lapkfyr gS rFkk orZeku esa egkfo|ky; esa o"kZ 1998&99 ls ekMuZ vkfQl eSustes.V ikB~;Øe lapkfyr gS rFkk orZeku esa egkfo|ky; esa o"kZ 1998&99 ls ekMuZ vkfQl eSustes.V ikB~;Øe lapkfyr gS rFkk orZeku esa egkfo|ky; esa o"kZ 1998&99 ls ekMuZ vkfQl eSustes.V ikB~;Øe lapkfyr gS rFkk 
lapkyuky; rduhdh f’k{kk e0iz0 Hkksiky ls dEI;wVj lkbZal ,.M bathfu;fjax ikB~;Øe izkjaHk djulapkyuky; rduhdh f’k{kk e0iz0 Hkksiky ls dEI;wVj lkbZal ,.M bathfu;fjax ikB~;Øe izkjaHk djulapkyuky; rduhdh f’k{kk e0iz0 Hkksiky ls dEI;wVj lkbZal ,.M bathfu;fjax ikB~;Øe izkjaHk djulapkyuky; rduhdh f’k{kk e0iz0 Hkksiky ls dEI;wVj lkbZal ,.M bathfu;fjax ikB~;Øe izkjaHk djus dh s dh s dh s dh 
Lohd`fr izkIr gks pqdh gS ALohd`fr izkIr gks pqdh gS ALohd`fr izkIr gks pqdh gS ALohd`fr izkIr gks pqdh gS A    
 

n`f"Vdks.k n`f"Vdks.k n`f"Vdks.k n`f"Vdks.k (VISION) 
 

Nk=&Nk+=kvksa dks rduhdh ,oa O;olkf;d f’k{kk iznku djuk ftlls fd os uSfrd ewY;ksa  

ds mPpre Lrj dks j[krs gq;s ns’k ds vkS|ksfxd] vkfFkZd ,oa lkekftd fodkl esa lg;ksx dj ldsa rFkk 

ifjorZu’khy vko’;drkvksa dh iwfrZ djus okyh rduhdh ,oa O;kolkf;d f’k{kk rFkk izf’k{k.k nsdj 

mPpLrjh; dkfeZd @O;olk;h rS;kj djukA  
                               

y{;y{;y{;y{; (MISSION) 
 

Nk=&Nk+=kvksa dks vkfFkZd #i ls vkRefuHkZj cukus ds mnns’; ls rduhdh ,oa  O;kolkf;d 

f’k{kk iznku djuk rFkk jkstxkj izkIr djus gssrq lrr~ lgk;rk ,oa ekxZn’kZu iznku djuk A 
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ORGANIZATION SET –UP 
 

Functions and duties of different offices constituting U/S 4.1 (b) (i) 

1. Name of the office and organizational set up 

 
GOVT.  POLYTECNIC   COLLEGE   PANNA  (M.P) 

 

 
    

 
  
                                                 
 
    
 
             

                                               
                                          
 

  
                        
 
                                           

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

izkpk;Zizkpk;Zizkpk;Zizkpk;Z    

   Eqk[; fyfidEqk[; fyfidEqk[; fyfidEqk[; fyfid foHkkxk/;{kfoHkkxk/;{kfoHkkxk/;{kfoHkkxk/;{k 

  O;k[;krk  O;k[;krk  O;k[;krk  O;k[;krk    

HkaMkj fyfidHkaMkj fyfidHkaMkj fyfidHkaMkj fyfid    ys[kkikyys[kkikyys[kkikyys[kkiky    

lgk;d xszM &3lgk;d xszM &3lgk;d xszM &3lgk;d xszM &3 
    

deZ’kkyk funsZ’kddeZ’kkyk funsZ’kddeZ’kkyk funsZ’kddeZ’kkyk funsZ’kd    iz;ksx’kkyk iz;ksx’kkyk iz;ksx’kkyk iz;ksx’kkyk 
rduhf’k;urduhf’k;urduhf’k;urduhf’k;u    

lgk;d xszM &3lgk;d xszM &3lgk;d xszM &3lgk;d xszM &3    

Lkgk;d xzsM &2Lkgk;d xzsM &2Lkgk;d xzsM &2Lkgk;d xzsM &2    
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egkfo|ky;hu dk;ZO;oLFkk & 'kk[kk,Wegkfo|ky;hu dk;ZO;oLFkk & 'kk[kk,Wegkfo|ky;hu dk;ZO;oLFkk & 'kk[kk,Wegkfo|ky;hu dk;ZO;oLFkk & 'kk[kk,W    

    
    
¼1½    LFkkiuk  ’kk[kk 

¼2½    ys[kk  ’kk[kk 

¼3½    HkaMkj  'kk[kk  

¼4½    vkod tkod ’kk[kk 

¼5½    Vad.k 'kk[kk 

¼6½    th- ih- ,Q- 'kk[kk 

¼7½    'kS{kf.kd  'kk[kk 

¼8½    Nk=o`fRr 'kk[kk 

¼9½    ,l- lh @ ,l- Vh dksfpax 'kk[kk 

¼10½   iqLrdky;  

¼11½   izos’k ,oa ijh{kk 'kk[kk 

¼12½   vuqja{k.k 'kk[kk 

¼13½   vfHkys[k 'kk[kk 

¼14½   [ksydwn lkaLd`frd 

¼15½   izfrfyfi 'kk[kk 
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1111----¼ch½ egkfo|ky; dh izR;sd 'kk[kk ds fyfidks ds e/; dk;Z ,oa drZO;ksa dk fooj.k %&¼ch½ egkfo|ky; dh izR;sd 'kk[kk ds fyfidks ds e/; dk;Z ,oa drZO;ksa dk fooj.k %&¼ch½ egkfo|ky; dh izR;sd 'kk[kk ds fyfidks ds e/; dk;Z ,oa drZO;ksa dk fooj.k %&¼ch½ egkfo|ky; dh izR;sd 'kk[kk ds fyfidks ds e/; dk;Z ,oa drZO;ksa dk fooj.k %& 

Ø- 'kk[kk dk uke @izHkkjh dk uke dk;ksZ dk fooj.k 

1- iz0 eq[; fyfid& Jh vkj0 ,l0 vfgjokjJh vkj0 ,l0 vfgjokjJh vkj0 ,l0 vfgjokjJh vkj0 ,l0 vfgjokj 
dk;kZy; ds izca/k rFkk vuq’kklu ls lacaf/kr lHkh 
ekeyks dh O;oLFkk ,oa Ik;Zos{k.k 

2- Yks[kk 'kk[kk & Jh ;w0 ds0 feJkJh ;w0 ds0 feJkJh ;w0 ds0 feJkJh ;w0 ds0 feJk 
leLr foRrh; dk;Z & deZpkfj;ks ds osru ] ;k=k 
HkRrk vkfn fcyks dks rS;kj djuk ,oa tkWp djuk 

3- LFkkiuk 'kk[kk & Jh chJh chJh chJh ch----dsdsdsds---- f=ikBh f=ikBh f=ikBh f=ikBh 
'kkldh; deZpkfj;ksa ds leLr vfHkys[kks dk 
laj{k.k@la/kkj.k A 

4- vkod tkod 'kk[kk & Jh ewypan flg jkBkSjJh ewypan flg jkBkSjJh ewypan flg jkBkSjJh ewypan flg jkBkSj Ik=ks dh izkfIr o izs"k.k 

5- Vad.k 'kk[kk & Jh vkj0 ih0 pkScsJh vkj0 ih0 pkScsJh vkj0 ih0 pkScsJh vkj0 ih0 pkScs 
dk;kZy;hu vkns’kksa] fu.kZ;ks vkfn dk eqnzys[ku 
djuk A 

6- iqLrdky; & Jh Mh0 ch0 prqosZnhJh Mh0 ch0 prqosZnhJh Mh0 ch0 prqosZnhJh Mh0 ch0 prqosZnh 
iqLrdks dk Ø; ,oa Nk=&Nk=kvksa @deZpkfj;ks dks 
miyC/k djkuk A 

7- 'kS{kf.kd 'kk[kk & Jh vkj0 ds0 f}osnhJh vkj0 ds0 f}osnhJh vkj0 ds0 f}osnhJh vkj0 ds0 f}osnh 
fo'ofo|kky; @ lapkyuky; }kjk fu/kZkfjr 
dSysMj ds vk/kkj ij 'kS{kf.kd dk;ksZ dk laiknu 
djuk A 

8- Nk=o`fRr 'kk[kk & Jh Mh0 ch0 prqosJh Mh0 ch0 prqosJh Mh0 ch0 prqosJh Mh0 ch0 prqosZnhZnhZnhZnh 
vU; fiNM+k oxZ@vuq0 tkfr @vuq0 tutkfr 
fu%’kDr tuks ,oa vU; Nk=o`fRr;ks dk forj.k 
djkus gsrq dk;Zokgh djuk A 

9- ,l-lh@,l- Vh- dksfpx ’kk[kk & Jh Mh0 ch0 prqosZnhJh Mh0 ch0 prqosZnhJh Mh0 ch0 prqosZnhJh Mh0 ch0 prqosZnh 
vuq0 tkfr ,oa tutkfr dh Nk=&Nk=kvksa dk 
'kSf{kd Lrj ÅWpk mBkus gsrq dksfpx d{kkvks dk 
lapkyu djkus gsrq dk;Zokgh djuk A 

10- [ksydwn @lakLd`frd& Jh ,p0 ih0 ikBdJh ,p0 ih0 ikBdJh ,p0 ih0 ikBdJh ,p0 ih0 ikBd 
bl 'kk[kk }kjk Nk=&Nk=kvksa gsrq [ksydwn ,oa 
lkaLd`frd xfrfof/k;ks ls lacaf/kr dk;ksZ dk lapkyu 
djukA 

11- izos’k ,oa ijh{kk 'kk[kk& Jh vkj0 ds0 f}osnhJh vkj0 ds0 f}osnhJh vkj0 ds0 f}osnhJh vkj0 ds0 f}osnh 
Ekgkfo|ky; es Nk=&Nk=kvksa ds izos’k gsrq izos’k 
laca/kh dk;Zokgh ,oa v/;;ujr Nk=&Nk=kvksa dh 
ijh{kk ls lacaf/kr lHkh dk;Z laikfnr djuk A 

12- vuqj{k.k ’kk[kk& Jh ,l0 ,u0 dksyJh ,l0 ,u0 dksyJh ,l0 ,u0 dksyJh ,l0 ,u0 dksy 
Ekgkfo|kky;hu  Hkou ,oa QuhZpj dk j[kj[kko ,oa 
ejEer dk;Z A 

13- Tkh- ih- ,Q- 'kk[kk& Jh ,p0 ih0 ikBdJh ,p0 ih0 ikBdJh ,p0 ih0 ikBdJh ,p0 ih0 ikBd 
leLr deZpkfj;ks ds th-vkbZ-,l] th-ih-,Q- ikl 
cqdks dk la/kkj.k ,oa muds izdj.kks dk fujkdj.k 
djuk A 

14- vfHkys[k ’kk[kk& Jh ewypan flg jkBkSjJh ewypan flg jkBkSjJh ewypan flg jkBkSjJh ewypan flg jkBkSj 
Ekgkfo|ky;hu laca/kh iqjkus ,oa vU; vfHkys[kks dk 
la/kkj.k djuk ,oa mudks miyC/k djkuk A 

15- 
izfrfyfi ’kk[kk & Jh ,p0 ih0 iJh ,p0 ih0 iJh ,p0 ih0 iJh ,p0 ih0 ikBd] Jh ewypan flg kBd] Jh ewypan flg kBd] Jh ewypan flg kBd] Jh ewypan flg 
jkBkSjjkBkSjjkBkSjjkBkSj 

okafNr vfHkys[k ,oa izi=ks dh izfrfyfi miyC/k 
djkukA 
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2- Power   and  Duties  of  the  officers 

 
 

S.No. Name Designation Work Performed 

1. Dr.  R.K Chaudha 
HOD(MOM)                

I/C  Principal 
Administration & Teaching 

2. Shri  A. K. Tripathi Lecturer (MOM) Teaching 

3. Smt.   Rashmi  Chaurasia Lecturer (MOM) Teaching 

4. Shri    S. N.  Kaul Work Shop Instructor Maintenance & Repairing 

5. Shri   N. C.   Mistri Work Shop Instructor Maintenance & Repairing 

6. Shri  R. K.  Dwivedi Lab Technician Academic. Computer. Exam 

7. Shri   D. B.  Chaturvedi Lab Technician 
Library.  Scholarship . 

Coaching 

8. Shri   H. P.  Pathak Lab Technician 
Games, Reprography  

Lab.GPF & DPF 

9. Shri   R. S.  Ahirwar 
Asstt  Grade- II           

I/C Head Clerk 
Office   Supervision 

10. Shri   U. K.  Mishra Asstt  Grade -II Account Work 

11. Shri   B. K. Tripathi Asstt. Grade -II Establishment.  Typing .  

12. Shri  R. P. Chaubey Asstt. Grade - III Store, Typing 

13. Shri  Moolchand Singh Rathor Asstt. Grade - III 

Accounts, Fee Collection, 

Receipt & Dispatch, Record 

Keeping  
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3333---- dk;kZy; esa viuk;h tkus okyh fu.kZ; izfØ;k  dk;kZy; esa viuk;h tkus okyh fu.kZ; izfØ;k  dk;kZy; esa viuk;h tkus okyh fu.kZ; izfØ;k  dk;kZy; esa viuk;h tkus okyh fu.kZ; izfØ;k U/S 4.1(b)(iii)    

 
    

'kklu @ tuizfrfuf/k @ vke turk ls 'kklu @ tuizfrfuf/k @ vke turk ls 'kklu @ tuizfrfuf/k @ vke turk ls 'kklu @ tuizfrfuf/k @ vke turk ls 

izkIr i=izkIr i=izkIr i=izkIr i=    

 
 

lacaf/kr fyfid }kjk uLrh rS;kj dj lacaf/kr fyfid }kjk uLrh rS;kj dj lacaf/kr fyfid }kjk uLrh rS;kj dj lacaf/kr fyfid }kjk uLrh rS;kj dj 

uksV’khVuksV’khVuksV’khVuksV’khV fy[kh xbZ fy[kh xbZ fy[kh xbZ fy[kh xbZ    

 
 

eq[; fyfid }kjk voyksdu dj Vhi lfgr eq[; fyfid }kjk voyksdu dj Vhi lfgr eq[; fyfid }kjk voyksdu dj Vhi lfgr eq[; fyfid }kjk voyksdu dj Vhi lfgr 

izkpk;Z dks izsf"krizkpk;Z dks izsf"krizkpk;Z dks izsf"krizkpk;Z dks izsf"kr    

 
 

izkpk;Z }kjk eq[; fyfid ds izLrko ls lger izkpk;Z }kjk eq[; fyfid ds izLrko ls lger izkpk;Z }kjk eq[; fyfid ds izLrko ls lger izkpk;Z }kjk eq[; fyfid ds izLrko ls lger 

gksus ij vafre fu.kZ; nsuk ;k vlger gksus ij gksus ij vafre fu.kZ; nsuk ;k vlger gksus ij gksus ij vafre fu.kZ; nsuk ;k vlger gksus ij gksus ij vafre fu.kZ; nsuk ;k vlger gksus ij 

mldh iwfrZ gsrq uLrh okil dh tkrh gS rRi’pkr~ mldh iwfrZ gsrq uLrh okil dh tkrh gS rRi’pkr~ mldh iwfrZ gsrq uLrh okil dh tkrh gS rRi’pkr~ mldh iwfrZ gsrq uLrh okil dh tkrh gS rRi’pkr~ 

mldk ikyu djukmldk ikyu djukmldk ikyu djukmldk ikyu djuk    

 
 

1- Supervisory Authority- Head Clerk 
2- Officer to whom Accountable - Principal 
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4444---- dk;kZy; }kjk le; lhek us vUnj fuiVk;s tkus laca/kh dk;Zokgh dk;kZy; }kjk le; lhek us vUnj fuiVk;s tkus laca/kh dk;Zokgh dk;kZy; }kjk le; lhek us vUnj fuiVk;s tkus laca/kh dk;Zokgh dk;kZy; }kjk le; lhek us vUnj fuiVk;s tkus laca/kh dk;Zokgh U/S 4.1(b)(iv) 
 
    
rduhdh f’k{kk ,oa izf’k{k.k foHkkx e0iz0@lapkyuky; rduhdh f’k{kk }kjk bl foHkkx ls 

lacaf/kr dk;ksZsa dks le; lhek ds vUrxZr fu/kkZfjr ekinaMksa ds vuqlkj cuk;s x;s flVhtu pkVZj 

ds rgr lEiUu fd;k tkrk gS A 

 

5- dk;kZy; esa mi;ksx gksus okys rFkk miyC/k vf/kfu;e] fu;e] jsxqys’ku] esU;qvy dh lwphdk;kZy; esa mi;ksx gksus okys rFkk miyC/k vf/kfu;e] fu;e] jsxqys’ku] esU;qvy dh lwphdk;kZy; esa mi;ksx gksus okys rFkk miyC/k vf/kfu;e] fu;e] jsxqys’ku] esU;qvy dh lwphdk;kZy; esa mi;ksx gksus okys rFkk miyC/k vf/kfu;e] fu;e] jsxqys’ku] esU;qvy dh lwph U/S 
4.1(b)(v) 

 

1- vf/kfu;e %& vf/kfu;e %& vf/kfu;e %& vf/kfu;e %& ’kklu }kjk fu/kkZfjr vf/kfu;e ds vUrxZr gh dk;kZy; izfØ;k viukbZ tkrh gS A 

 

2- fu;e %&fu;e %&fu;e %&fu;e %& ’kklu }kjk le;&le; ij tkjh fd;s x;s fu;eksa ds rgr dk;kZy; esa dk;Zokgh dh 

tkrh gS A 

 

3- jsxqys’ku %&jsxqys’ku %&jsxqys’ku %&jsxqys’ku %& dk;kZy; esa 'kklu }kjk fu/kkZfjr fd;s x;s jsxqys’ku ds rgr dk;Zokgh djuk A 

 

4- eSU;qvy %& eSU;qvy %& eSU;qvy %& eSU;qvy %& 'kklu }kjk fu/kkZfjr fd;k x;k foHkkxh; eQU;qvy ds vuqlkj dk;ksZa dk laiknu 

djuk A 

 

5- jktho xk¡/kh izkS|ksfxdh fo’ofo|ky; }kjk fu/kkZfjr dSysaMj ls 'kS{kf.kd ,oa ijh{kk dk;Z laikfnr 

djuk A 

 

6- vf[ky Hkkjrh; rduhdh f’k{kk ifj"kn] ubZ fnYyh }kjk vuqeksfnr ikB~;Øeksa dks muds fu;eksa 

(AICTE Norms) ds vuq:i lapkfyr djuk A 

 

7- lapkyuky; rduhdh f’k{kk e0iz0 Hkksiky }kjk fu/kkZfjr izos’k fu;e dk ikyu djuk Alapkyuky; rduhdh f’k{kk e0iz0 Hkksiky }kjk fu/kkZfjr izos’k fu;e dk ikyu djuk Alapkyuky; rduhdh f’k{kk e0iz0 Hkksiky }kjk fu/kkZfjr izos’k fu;e dk ikyu djuk Alapkyuky; rduhdh f’k{kk e0iz0 Hkksiky }kjk fu/kkZfjr izos’k fu;e dk ikyu djuk A    
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6666----dk;kZy; esa la/kkfjr fd;s tkus okys fofHkUu vfHkys[kksa dh lwph rFkk mldk oxhZdj.kdk;kZy; esa la/kkfjr fd;s tkus okys fofHkUu vfHkys[kksa dh lwph rFkk mldk oxhZdj.kdk;kZy; esa la/kkfjr fd;s tkus okys fofHkUu vfHkys[kksa dh lwph rFkk mldk oxhZdj.kdk;kZy; esa la/kkfjr fd;s tkus okys fofHkUu vfHkys[kksa dh lwph rFkk mldk oxhZdj.k 
U/S 4.1(b)(vi) 

 

SN Name of Document 
Kind of Document like 

Microfilm, Register, 
Books, Diskette etc 

Nature of Content 
of Document 

Duration of 
Record 

1 dS’k cqd ¼Cash Book½ jftLVj vk;&O;; 2008-2009 

2 Mh-,Q-lh-vkj- ¼D.F.C.R.½ jftLVj 'kqYd izkfIr 2008-2009 

3 R;kSgkj vfxze iath jftLVj vfxze fooj.k 2008-2009 

4 vukt vfxze iath jftLVj vfxze fooj.k 2008-2009 

5 Tkh-ih-,Q- vfxze iath jftLVj vfxze fooj.k 2008-2009 

6 fpfdRlk izfriwfrZ iath jftLVj izfriwfrZ Hkqxrku 2008-2009 

7 osru ns;d jftLVj osru Hkqxrku 2008-2009 

8 vk;dj @ o`fRrdj iath jftLVj dVkSrh fooj.k 2008-2009 

9 LVkd ¼Ded/Consumable½ jftLVj jftLVj Ø;@iznk; dk 
fooj.k 

2008-2009 

10 Ldkyj jftLVj jftLVj 
Nk=&Nk=kvksa ds 
izos’k@Vh-lh- dh 

tkudkjh 

2008-2009 
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7 lfefr;ksa dh lajpuk laca/kh tkudkjhlfefr;ksa dh lajpuk laca/kh tkudkjhlfefr;ksa dh lajpuk laca/kh tkudkjhlfefr;ksa dh lajpuk laca/kh tkudkjh U/S 4.1(b)(vii) 
 

egkfo|ky; ds fØ;k dykiksa ds lapkyu gsrq xfBr lfefr;ksa dh tkudkjh 
 

1- izos’k lfefrizos’k lfefrizos’k lfefrizos’k lfefr 

2- Ø; lfefrØ; lfefrØ; lfefrØ; lfefr 

3- ,aVh jSfxax lfefr,aVh jSfxax lfefr,aVh jSfxax lfefr,aVh jSfxax lfefr 

4- f'kdk;r fuokj.k lfefrf'kdk;r fuokj.k lfefrf'kdk;r fuokj.k lfefrf'kdk;r fuokj.k lfefr 

5- ØeksUufr@inksUufr lfefrØeksUufr@inksUufr lfefrØeksUufr@inksUufr lfefrØeksUufr@inksUufr lfefr 

6- [ksydwn ,oa lkaLd`frd lfefr[ksydwn ,oa lkaLd`frd lfefr[ksydwn ,oa lkaLd`frd lfefr[ksydwn ,oa lkaLd`frd lfefr 

7- viys[ku lfefrviys[ku lfefrviys[ku lfefrviys[ku lfefr 

8- efgyk ;kSu mRihM+u lfefrefgyk ;kSu mRihM+u lfefrefgyk ;kSu mRihM+u lfefrefgyk ;kSu mRihM+u lfefr 

9- Nk=òfRr lfefrNk=òfRr lfefrNk=òfRr lfefrNk=òfRr lfefr 

    

Proceedings, Minutes of  the Meeting (Copy to be made available and be given 
in the electronic form with hypertext link) 
 

lfefr;ksa dh dk;Zokgh dk;kZy; esa miyC/k gS A 
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8 dk;kZy; ds vUrxZr vkus okyh cksMZ] ifj"kn ,oa lfefr;ksa ds uke ,oa vgZrk] xBu laca/kh vkns’k] dk;kZy; ds vUrxZr vkus okyh cksMZ] ifj"kn ,oa lfefr;ksa ds uke ,oa vgZrk] xBu laca/kh vkns’k] dk;kZy; ds vUrxZr vkus okyh cksMZ] ifj"kn ,oa lfefr;ksa ds uke ,oa vgZrk] xBu laca/kh vkns’k] dk;kZy; ds vUrxZr vkus okyh cksMZ] ifj"kn ,oa lfefr;ksa ds uke ,oa vgZrk] xBu laca/kh vkns’k] 
pkVZj@vuqca/k laca/kh tkpkVZj@vuqca/k laca/kh tkpkVZj@vuqca/k laca/kh tkpkVZj@vuqca/k laca/kh tkudkjhudkjhudkjhudkjh U/S 4.1(b)(vii) 

 
SN Name of the body Name of the member Designation 
1 'kklu }kjk euksuhr  v/;{k 

2 dysDVj@vf/kd̀r izfrfuf/k mik/;{k 

3 lkaln@vf/kd̀r izfrfuf/k lnL; 

4 

tuHkkxhnkjh lfefrtuHkkxhnkjh lfefrtuHkkxhnkjh lfefrtuHkkxhnkjh lfefr    

izkpk;Z lnL; lfpo 

 
uksV %& orZeku esa lfefr ds ekuuh; v/;{k orZeku esa lfefr ds ekuuh; v/;{k orZeku esa lfefr ds ekuuh; v/;{k orZeku esa lfefr ds ekuuh; v/;{k dk euksu;u 'kklu ls gksuk visf{kr gSAdk euksu;u 'kklu ls gksuk visf{kr gSAdk euksu;u 'kklu ls gksuk visf{kr gSAdk euksu;u 'kklu ls gksuk visf{kr gSA    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    



11 
 

(II)  Order of the formation Original text to be given in the electronic 
form and to be hyper linked. 

 
 e/;izns’k jkti= fnukad 12 tqykbZ 2001 esa e-iz- 'kklu }kjk tuHkkxhnkjh lfefr ds 

xBu ,oa egkfo|ky; ds LFkkuh; izca/ku gsrq izdkf’kr fu;e dk;kZy; esa voyksdu gsrq 
miyC/k gSa A 

 

(III)  Charter/Memorandum of Articles of Association (Original text to 
be given in the electronic form and to be hyper linked.) 

 
 e/;izns’k jkti= fnukad 12 tqykbZ 2001 esa fufgr izko/kkuksa ds vuq:Ik egkfo|ky; ds 

LFkkuh; izca/ku gsrq e-iz- 'kklu ds fn’kk funsZ’kkuqlkj tuHkkxhnkjh lfefr dk xBu 
fd;k x;k A 

 

(IV)  Govt. Instruction for the way in which meeting will be 
conducted. (Original text to be given in the electronic form and 
to be hyper linked.) 

 
 e/;izns’k jkti= fnukad 12 tqykbZ 2001 esa fufgr izko/kkuksa ds vuq:Ik egkfo|ky; ds 

LFkkuh; izca/ku gsrq e-iz- 'kklu ds fn’kk funsZ’kkuqlkj tuHkkxhnkjh lfefr dk dBu 
fd;k x;k A 

 

(IV)  Whether open to public or not. 
 
 tuHkkxhnkjh lfefr dh cSBd dh tkudkjh vke ukxfjdksa ds fy, miyC/k gS A 
 

(IV)  Availability of the proceedings/minutes of the last meetings. 
(Original text to be given in the electronic form and to be hyper 
linked.) 

 

 tuHkkxhnkjh lfefr dh vafre cSBd fnukad 17/06/2008 dks vk;ksftr dh x;h A  
Proceedings / Minutes  dk;kZy; esa miyC/k gS A 
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9- Directory of the officers and employees (To be linked with 
treasury data bank) U/S 4.1(b)(ix) 

 
S.No. Name of Employee Designation Address & Contact No. if any 

1 Dr. R.K. Chaudha HOD (MOM) I/C Principal 
G Type Quarter, Poly College Campus, Civil 
Line Panna (M.P.) 94258-38646 

2 Shri A.K. Tripathi Lecturer 
Near Bus Stand, Benisager Panna (M.P.) 
98279-26835 

3 Smt. Rashmi Chaursia Lecturer 
Behind Chhange Raja Petrol Pump, Panna 
(M.P.) 97554-26536 

4 Shri S.N. Kaul Work Shop Instructor 
F Type Quarter, Poly College Campus, Civil 
Line Panna (M.P.) 97526-08583 

5 Shri N.C. Mistri Work Shop Instructor 
Near Talaya Field, Benisager , Panna (M.P.) 
99263-13577 

6 Shri R.K. Dwivedi Lab Technician 
G Type / 103, Jagat Chouki, Satna Road, 
Panna (M.P.) 94243-50178 

 7 Shri D.B. Chaturvedi Lab Technician F Type Quarter, Poly College Campus, Civil 
Line Panna (M.P.) 94243-50683 

8 Shri H.P. Pathak Lab Technician Behind Poly. College, Benisager Panna (M.P.) 
94073-48334 

9 Shri R.S. Ahirwar Asstt. Grade-II 
I-2 Poly, Campus, Civil Line, Panna (M.P.) 
94070-52705 

10 Shri B.K. Tripathi Asstt. Grade-II Dham Mohalla Panna (M.P.) 94073-48321 

11 Shri U.K. Mishra Asstt. Grade-II Agra Mohalla, Panna (M.P.) 93292-91960 

12 Shri R.P. Chaubey Asstt. Grade-III Benisager Panna (M.P.) 07732-252527 

13 Shri Moolchand Singh Asstt. Grade-III Agra Mohalla, Panna (M.P.) 97525-05792 

14 Shri Chhote Lal Peon Galla Mandi, Panna (M.P.) 

15 Shri Ram Milan Chaukidar I-3 Poly. Campus, Civil Line, Panna (M.P.) 

16 Shri Ashok Kumar Chaukidar I-4 Poly. Campus, Civil Line, Panna (M.P.) 

17 Shri Jeetendra Kumar Farrash Chatrgi Marg Panna (M.P.) 

18 Smt. Chanda Bai Asstt. Cook Kunjwan Panna (M.P.) 

19 Shri Rambharose Work Shop Kuli I-1 Poly. Campus, Civil Line, Panna (M.P.) 

20 Shri Shukh Lal Work Shop Kuli Benisager Panna (M.P.) 07732-254585 

21 Shri Chaman Prakash Chaukidar Gandhi Chauk Panna (M.P.) 07732-254531 

22 Shri Tarachand Chaukidar 
Near Cooperative bank, Benisager Panna 

(M.P.) 

23 Shri Kallu Sweepar Chatrgi Marg Panna (M.P.) 07732-291389 

24 Shri Sunil Sweepar Polytechnic College Campus, Panna (M.P.) 

25 Shri Omprakash Barona 
Ajaygarh Chauraha Galla mandi road Panna 

(M.P.) 
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10- Monthly Remuneration and Compensation (to be linked with 
treasury data bank) U/S 4.1(b)(x) 

 

S.No. Name of Employee Designation 
Remuneration 

(Including Allow) 
Rs. 

Compensation/ Other 
Allowances 

Rs. 

1 Dr. R.K. Chaudha 
HOD (MOM) I/C 
Principal 45842.00 Nil 

2 Shri A.K. Tripathi Lecturer 20240.00 Nil 
3 Smt. Rashmi Chaursia Lecturer 20240.00 Nil 

4 Shri S.N. Kaul 
Work Shop 
Instructor 17013.00 Nil 

5 Shri N.C. Mistri 
Work Shop 
Instructor 14186.00 Nil 

6 Shri R.K. Dwivedi Lab Technician 15624.00 Nil 
 7 Shri D.B. Chaturvedi Lab Technician 15624.00 Nil 
8 Shri H.P. Pathak Lab Technician 15761.00 75.00 
9 Shri R.S. Ahirwar Asstt. Grade-II 15669.00 Nil 
10 Shri B.K. Tripathi Asstt. Grade-II 14206.00 Nil 

11 Shri U.K. Mishra Asstt. Grade-II 14421.00 Nil 

12 Shri R.P. Chaubey Asstt. Grade-III 12677.00 Nil 

13 Shri Moolchand Singh Asstt. Grade-III 11916.00 75.00 

14 Shri Chhote Lal Peon 10777.00 50.00 

15 Shri Ram Milan Chaukidar 10684.00 50.00 

16 Shri Ashok Kumar Chaukidar 9162.00 50.00 

17 Shri Jeetendra Kumar Farrash 9470.00 50.00 

18 Smt. Chanda Bai Asstt. Cook 9096.00 50.00 

19 Shri Rambharose Work Shop Kuli 9453.00 50.00 

20 Shri Shukh Lal Work Shop Kuli 9533.00 50.00 

21 Shri Chaman Prakash Chaukidar 9096.00 50.00 

22 Shri Tarachand Chaukidar 9253.00 50.00 

23 Shri Kallu Sweepar 9533.00 50.00 

24 Shri Sunil Sweepar 9016.00 50.00 

25 Shri Omprakash Barona 9253.00 50.00 
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11- Annual Budget Allocation and Expenditure Statement. (to be 
linked with treasury data bank) U/S 4.1(b)(xi) 

 

S.N. Budget Head Name of Work Year Allocation 
Expenditure 

as on 
31/07/2009 

1 Demand No. 47-11 osru ,oa HkRrs 2009-2010 16,48,000 13,34,200 

2 12 etnwjh 2009-2010 12,000 11,900 

3 21 ;k=k HkRrk 2009-2010 5,000 4,100 

4 22 dk;kZy;hu O;; 2009-2010 36,000 29,322 

5 34 lkexzh o iwfrZ;k¡ 2009-2010 - - 

6 41 Nk=o`fRr;k¡ ,oa o`fRr;k¡ 2009-2010 - - 

7 64-1853 MªkbZax LVs’kujh 2009-2010 18,000 - 

8 64-2993 cqd cSad 2009-2010 9,000 - 

9 64-4068 fo'ks"k dksfpax 2009-2010 18,000 - 

10 41-437 MªkbZax LVs’kujh 2009-2010 9,000 - 

11 41-436 fo'ks"k dksfpax 2009-2010 4,000 - 
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12- Programmers and Beneficiaries U/S 4.1(b)(xii) 
 

S.N. Particular Remark 

A 
List of the Programmed (in electronic form) 

Community Polytechnic Scheme 
NIL 

B 
Norms for selection of the Beneficiary Under the 

guide line issued by MHRD New Delhi 
NIL 

C Detailed Information NIL 

 
 
 

S.N. 
Nature of 
Programs 

Administrative 
Department Year 

Amt. 
Exp. 

No. of 
Beneficiaries 

 
This Scheme is Presently  Closed 
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13- List of the recipients and nature of concession U/S 4.1(b)(xiii) 
 

S.N. Nature of 
Concession 

Name Address Year Kind of 
Support 

Approximate 
Value of 

Concession 
       

 
bl laLFkku }kjk fgrxzkfg;ksa dks fdlh Hkh izdkj dh vkfFkZd fj;k;r@ lgk;rk iznku 

ugha dh tkrh gS A 

 

 

 

 

 

14- Information available in the office (link with item-6) U/S 
4.1(b)(xiv) 

 
S.N. Categories Hard Copy Electronic Form 

1 Documents Photocopy  
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15- Facility available ( Library, Public Counter etc.) to citizen for 
information U/S 4.1(b)(xv) 

 
S.N. Facility 

Name of  in 
charge 

Duration of opening 
(time to be given) 

Contact No. Telephone 
No. 

1 Office Head Clerk 3:00PM to 5:00 PM 07732-250674 

2 
Public 

Counter 
Head Clerk 3:00PM to 5:00 PM 07732-250674 

3 Library I/C Librarian 10:30AM to 5:00PM 07732-250674 

 

 

 

 

 

16- Information about the PIO/Designation/Working Experience 
U/S 4.1(b)(xvi) 

 

S.N. Particular Particular 

1 Name of Employee Dr. R.K. Chaudha 

2 Designation I/C Principal 

3 Telephone No. & Fax (O) 07732-250674 (R) 250633 

4 E-Mail Address gwppanna@gmail.com 

5 Place of Work and 
address 

Near Distt. Hospital, Civil Line, 
Panna (M.P.) 488-001 

6 Contact Hour for Public 3:00PM to 5:00PM 
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17- Any Other Information in citizen related facilities       U/S 
4.1(b)(xvii) 

 
 

LrjLrjLrjLrj    yksd lwpuk vf/kdkjhyksd lwpuk vf/kdkjhyksd lwpuk vf/kdkjhyksd lwpuk vf/kdkjh    
lgk;d ykslgk;d ykslgk;d ykslgk;d yksd lwpuk d lwpuk d lwpuk d lwpuk 

vf/kdkjhvf/kdkjhvf/kdkjhvf/kdkjh    
izFke vihyh; vf/kdkjhizFke vihyh; vf/kdkjhizFke vihyh; vf/kdkjhizFke vihyh; vf/kdkjh    

egkfo|ky; izkpk;Z eq[; fyfid 
lapkyd rduhdh f'k{kk] 

Hkksiky ¼e0iz0½ 

rduhdh f’k{kk 
lapkyuky; e0iz0 

Hkksiky 

mi lapkyd] LFkkiuk 
'kk[kk 

vfrfjDr lapkyd] 
rduhdh f’k{kk 

lapkyd rduhdh f'k{kk] 
Hkksiky ¼e0iz0½ 

rduhdh f’k{kk ,oa 
izf’k{k.k foHkkx e0iz0 

Hkksiky 

vij lfpo] e0iz0 
'kklu rduhdh f’k{kk 
,oa izf’k{k.k foHkkx 

voj lfpo] e0iz0 
'kklu] rduhdh f’k{kk 
,oa izf’k{k.k foHkkx 

lfpo] e0iz0 'kklu 
rduhdh f’k{kk ,oa 

izf’k{k.k foHkkx] Hkksiky 
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18181818----    Lohd`r ,oa cSdykWx inksa dLohd`r ,oa cSdykWx inksa dLohd`r ,oa cSdykWx inksa dLohd`r ,oa cSdykWx inksa dh tkudkjhh tkudkjhh tkudkjhh tkudkjh    

cSdykWxcSdykWxcSdykWxcSdykWx    
ØØØØ----    in dk ukein dk ukein dk ukein dk uke    

Lohdr̀ Lohdr̀ Lohdr̀ Lohdr̀ 
inininin    

dk;Zjr dk;Zjr dk;Zjr dk;Zjr     
SC ST OBC 

fjekdZfjekdZfjekdZfjekdZ    

1 Principal 01 - - - - 
2 HOD (MOM) 01 01 - - - 
3 Lecturer 03 02 - - - 

jksLVj lapkyuky; Lrj ij 
la/kkfjr fd;k tkrk gS A 
 

4 Work Shop Instructor 03 02 - - - & 

5 Lab Technician 03 03 - 01 - 
lapkyuky; }kjk LFkkaukrj.k ls 
in lkekU; Js.kh ls Hkjk x;k 
gSA 

6 Head Clerk 01 - - - - 
jksLVj lapkyuky; }kjk la/kkfjr 
fd;k tkrk gS A 

7 Asstt. Grade-II 02 02 - - - 
jksLVj lapkyuky; }kjk la/kkfjr 
fd;k tkrk gS A 

8 Accountant 01 01 - - - 
jksLVj lapkyuky; }kjk la/kkfjr 
fd;k tkrk gS A 

9 Asstt. Grade-III 03 02 - 01 - & 

10 Peon 01 01 - - - & 

vkdfLedrk fuf/k ls osru izkIr djus okys deZpkjhvkdfLedrk fuf/k ls osru izkIr djus okys deZpkjhvkdfLedrk fuf/k ls osru izkIr djus okys deZpkjhvkdfLedrk fuf/k ls osru izkIr djus okys deZpkjh    

11 Chaukidar 01 01 - - - 

12 Hammal 02 02    

Lohd`r inks ds fo:) rduhdh 
fo|ky; iUuk ls 

LFkkukarfjr@lek;ksftr deZpkjh 
dk;Zjr gSaA 

13 Waterman /Gardener 01 01*    

* lapkyuky; }kjk fu;qDr ikVZ 
Vkbe ij deZpkjh dk;Zjr gS] 
ftUgs PVTC  jSiqjk ds can gksus 
ij egkfo|ky; esa in lfgr 
lek;ksftr fd;k x;k gS A 

14 Sweepar Part time 01 01 - - -  

 


