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SL Name of Work allotted Link official
No. | Officials
16 Shri Brijesh i Celebration of all important days, seminar and workshops Shri Ankit,
Kumar, ii. Maintenance of Personal Files, Service books with leave | MTS
UDC account of staff.
iii. Report related to AKAM (Life Mission etc.) and Swachta
Campaign etc. and update good sheet as per Ministry’s
guidelines
2. Shri 2 Preparation of Pay Bill, Increment, Pay fixation, Preparation | Shri Brijesh
Prakash of Income Tax Officers and staff Kumar, UDC
Singh, LDC
3. Shri  Satya iv. Frontline courses and one week short-term courses & three | Shri Brijesh
Prakash, days course of IFS Officers, Stakeholder and Other personnel | Kumar, UDC
contractual at academies.
Staff V. Database  of  frontline  courses and  short-term
courses/workshop conducted
4. Shri  Ankit, i Quarterly  statistical  return/Report  of  disciplinary | Shri Sumit
MTS cases/Vigilance cases. Court cases, Anti-corruption etc. Sharma, MTS
ii. Directors Report
iii. Work related to purchase of books, maintenance of Library
Register etc.
iv. Any other works assigned by Superior Authority
5. Shri  Sumit i Preparation of list of old files of Record room in computer Shri Ankit,
Sharma, ii. Preparation of list for weeding out of old files under SC MTS
MTS iii Management of record room
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