e,
: 57
- /'
‘ OFFICE_ORDER
4 o 3 fol ing norms of various store articles in respect of officers/officials of
: ~ Hapyan égwil Secretariat are fixed as under:-
SO T i :
Sr. | Name of the store "EC& | Com. |Joint | Deputy Under Remarks. N\
b No. icle { PS | &Spl. | Secy. Secy.or Secy.or
i Secy. equivalent equivalent .
tid s rank/grade | rank/grade
£ A L officers officers. )
1. | Air Conditioner 2 1 1 = Depend on the an.
18 ’. of room. Upto 20(
14 | | #. one AC and ab
: - two AC._____
2. Ggrgpu{erlPrinter 1 ' 1 1 1 With printer.
H_ g .
3. | Desert Cooler -- - - 11 1
LR - -| J_ -
4. Ho_as co‘nveetor 1 1 1 \ 1 1 Above 200 Sq.ft.t
‘“!"' (TSN P o
5. | Rqom Heater - - - |- -
e l ___-—-—.__—__.—-_______———-_.
8. | Visitor Chair h 10 10 8 5 4
7 Sofa Set (5 Seater) |1 1 1 2 easy = N
with Center Table. n chairs. B _ o
8 | Carpet (Acrylic) Yes |Yes No No No Replacement afte
<. | 6 years. Tiles can
fials | given. _____.
R et ( Non=yoven) Replacement afte
| iﬁa 4 years. Tiles ca
. ;i skl begiven.
10 | Almirah * )
(Steel/wooden) e
71| Wooden File Rack Quantity can be
: : increased in view
. ' the charges hel
! - | 1. the officer.
12. | Looking Mirror 1 1 1 1 1
13. | Wooden Foot rest.
14. | Wall Clock
15, | Wooden Book-self
6. | Engagement stand
17. | Calender frame.
18. | Seat Cushion 1 1 1 l 1
— e
“~ [ furtaing Yes | Yes Yes Yes Yes Depend on the

of room.




/23, | Table Dlary wrth 1 1 K 1 1 . T
stand.” ! ‘ f
- WalpriGpmper 1 1 ' 1 1 K
el Thaq-rg.m ! L 1 1 1 1 [Once a year.
2. | Glapshiit: | 12 [12 |6 |6 6 -
a7. 1 1 - - - On demand
28. 2 2 1 1 1 Once a year.
29. 1 1 1 - - Once a month.
30 Emewght 1 - -- = o
31. | Visiting cards. Yes | Yes Yes |- -
32. | Scissor 1 1 1 K 1 Once in 5 years.
33. | Stapler 1 1 1 1 1 Oncein 5 years.
34. | Fluid/Marker/ 1 1 1 K 1 Once amonth.
Highlighter. ' ..
35. | Transparent folder [ 6 6 6 6 6 Once inyear.
NORM OF OTHER MISCELLANEOUS STORE ARTICLES
i FOR GLASS-H, CLASS-IIl AND CLASS-IV
Sr.No. | Name' of store | Class-Il | Class- | Class-IV | Remarks.
articles. 1l
e Nib pen 1 1 -- Once a year.
Bl s el od e Once a monthgy
PRI [ 1007 P FT T Onee in two monthy
i N R K TR Once a quarter. ¢
5. N[ Refill ’ 1 1 - Once a month+ 50%
o bR ,_ extra to Branch/personal
1 staff on sanctioned
strength.
6. Pencil 1 1 -- Once a month+50% extra.
7. Rubber 1 1 -- Once a month+50% extra.
8. Shorthand  note | 1 1 - PS/PA/Steno’s with two
book. . shorthand pencils.
9. White fluid - 2 2 -- Once a month. Only to
Branch Incharge/personal
Staff of officers. —t
10. Stapler 1 1 - Once in 5 year to Branch
Incharge/personal staff of
officers.
11, Scissor 1 -- -do-
12. , . | Paper punch. 1 -- -do- ]
13. | Marker/Highlighter | 1 1 -- Once a month to Branch
. Incharge/personal staff of
Officers.
14. | Computer 1(PS) |-- - Only to the personal staff
_! of FC/Com./Spl.Secy
1 without printer.
15. Glass 6 | 4 | .- Branch/personal staff.




o <7

NORM OF STORE ARTICLES FOR DRIVERS

Sr.No. hf, 1 ?m& Quantity Rate fixed | Remarks.
il by P&S
CRERL = Deptt
R Lfmmﬂrgmfonn 3 Pents/3 Shirts | 600/- After 2 years.
3- E Stitching!: -~ 400/- -do-
Loty Wintel!Unifonn 1 Pent/1 Coat 400/- After 3 years
41| Stitching _ =
5' - Umh_l % 570/- -do-
: brella 1 - After 3 years.
6. Raincoat 1 - —do-
;' TV_VGW Camper 1 - After one year
= hermus 1 | - After 1 year
8. Shoes. Single pair 160/- After 1 year.
10. Torch ° 1 - After 1 year
. 11. : Aiar__r;? Slogg_ - 1 -- After 1 year.
T )
. Note:- i) Any item not mentioned in the above list can be procured with the
approval of USG/JSSE. Item upto Rs. 500/- at the level of USG
and upto Rs. 2000/- at the level of JSSE.
¢ i) One extra item can be given per month by USG and more than
one extra item can be given by JSSE.
wi)  Chief Minister/Ministers offices are not included in the list.
. .'-.;nf-ﬂfw:?] i
Dated,Chandigarh. | AN. Mathur
The 2™ December,2003. Chief Secretary to Govt.Haryana.
Endst. No. 10/33/03-3Ado Dated 9.3.2004
A copy each is forwarded to the following for information and necessary
action:- ' : :
| Commissioners & Principal Secretaries,

i All the Financia -
i) All the Commissioners & Secretaries,

i) -Allthe Special Secretaries, and
iv) Nl the Joint Secretaries to Govt Haryana.

Under GRS eneral)
for Chief Secretary 10 Govt. Haryana.

Endst.No. 10/33/03-3Ado Dated 9.3.2004

* A copy each is forwarde d necessary

d to the following for information an

r Secretaries!Secretaries, to

action:- |
i) - Allthe Deputy Secretaries, Senio . ie:
Ministers/Officers and Under Secretaries in Haryana Civil
Secretariat. .
ii) All the Superintendents, Private Secretarieés and
s in Haryana Civil Sectt.

Deputy Superintendent
a. PP



