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REGISTERS



NUMBER
    RESPONSIBILITY
LOCATION

1. Signal Station Log Book

 (Port Control)


----   MD/HM/R/01/3.
    SHIFT I/C SS
     
      SS

2. MSO Shift In charge 

Log Book


----   MD/HM/R/02/3.
    SHIFT I/C MSO
    
    MSO


3.   Pilotage Certificate Register
----   MD/HM/R/03/3
    SHIFT I/C MSO
    
    MSO


4.   BHAGABATI Log Book

----   MD/HM/R/04/3.
    TUG MASTER
  
  ON VSL


5.   PARVATI Log Book

----   MD/HM/R/06/3.
    TUG MASTER   
  ON VSL


6.   BALABHADRA Log Book
----   MD/HM/R/07/3.
    CM/SERANG                      ON VSL


7.   BIRAJA Log Book

----   MD/HM/R/08/3.
    CM/SERANG
  
  ON VSL


8.   RATNAGIRI Log Book

----   MD/HM/R/09/3.
    CM/SERANG
  
   ON VSL


9.   CHANDI Log Book

----   MD/HM/R/10/3.
    CM/SERANG
   
   ON VSL


10. CHARCHIKA Log Book

----   MD/HM/R/11/3 
    CM/SERANG
   
   ON VSL

11. JAGANNATH Log  Book
----   MD/HM/R/12/3.
    CM/SERANG
   
   ON VSL


12. SUDARSHAN Log Book

----   MD/HM/R/13/3.
    CM/SERANG
   
   ON VSL

13. DURGA Log Book

----   MD/HM/R/34/3.
    TUG MASTER
   
   ON VSL

14. SUBHADRA Log Book

----   MD/HM/R/35/3.                 CM/SERANG
                   ON VSL

15. SARALA Log Book

----   MD/HM/R/38/3
    CM/SERANG
 
  ON VSL

16. SAMALEI Log Book

----   MD/HM/R/39/3
    CM/SERANG
  
  ON VSL
17. Oil Pollution Register

----   MD/HM/R/24/5.
    POL. CON CELL I/C              MSO


18. Fresh Water Supply Register
----   MD/HM/R/25/2.
    SHIFT I/C MSO
      
     MSO


19. Deep Sea Trawler Register
----   MD/HM/R/26/3.
    I/C COF / BM
                     MSO


20. Index of Files (General)

----   MD/HM/R/27/5.
    ASST SECT.

MD OFFICE


21. Index of Files (Accounts)

----   MD/HM/R/28/5.
    ASST SECT.

MD OFFICE


22. Index of Files (Office 

      Establishment)


----   MD/HM/R/29/5.
    ASST SECT.

MD OFFICE

23. Signal Station Shipping Register-           MD/HM/R/30/3.
    SHIFT I/C SS 
       
     SS

24. SS Naval and Coast Guard Vsl 

       Register


----   MD/HM/R/31/3.
    SHIFT I/C SS
       
     SS

25. SS Deep Sea Fishing Trawlers 

       Register


----   MD/HM/R/32/3.
    SHIFT I/C SS
       
     SS

26. Survey Order Book

----   MD/SHS/R/01/5.                SHS


SHS OFFICE


27. Field Book


----   MD/SHS/R/02/3.                HS


SHS OFFICE


28. Sounding Book


----   MD/SHS/R/03/3.                HS


SHS OFFICE


29. Tide Register


----   MD/SHS/R/04/1.                AHS


SHS OFFICE


30. Drawing Issue Register

----   MD/SHS/R/05/3.                HS


SHS OFFICE


31. Dredging Log Book

----   MD/SHS/R/06/5.                HS


SHS OFFICE


32. Index of Files (Hydraulic Divn)        ---   MD/SHS/R/07/5.                AHS


SHS OFFICE
33. Lead-Acid Battery & Generator 

      Maintenance Register 
---
         MD/HM/R/33/3.
    SHIFT I/C SS
   
        SS

34. Garbage Register

----   MD/HM/R/37/2.                 POLL. CON CELL I/C            MSO

35. LAXMI Log Book

----   MD/HM/R/40/3.
    CM/SERANG

   ON VSL

36. SURENDRA SAI Log Book
----   MD/HM/R/41/3.
    CM/SERANG

   ON VSL

37. BIJU PATTNAIK Log Book
----    MD/HM/R/42/3.
    CM/SERANG

   ON VSL



REGISTERS



NUMBER
    RESPONSIBILITY
LOCATION



REGISTERS



NUMBER
    RESPONSIBILITY
LOCATION




FORMS


NUMBER

RESPONSIBILITY
LOCATION

1.  Pilotage Certificate

MD/HM/01/03/1.
SHIP’S MASTER
MSO

2.  Arrival Report

MD/HM/02/03/1.
SHIP’S MASTER
MSO

3.  Departure Report

MD/HM/03/03/1.
SHIP’S MASTER
MSO

 4.  Ship-Shore Safety 

 Check List for tanker
MD/HM/04/02/0.
POL. CON. CELL
MSO

 Terminals

5.   Shifting Memo

MD/HM/05/01/0.
SHIFT I/C MSO
MSO

6.    Message Form

MD/HM/06/01/0.
SHIFT I/C MSO
MSO

7.    Monthly Check List 

       For Important items
MD/HM/07/03/0.
TUG MASTERS

        On Tugs





/TMC-I

           TMC-I OFFICE

 8.    Bill Format

MD/HM/08/05/0.
COF


MSO

9.    Fresh Water Receipt From 

       Vessel


MD/HM/09/02/0.
COF


MSO

10.  Fresh Water Supply Form
MD/HM/10/02/0.
COF


MSO

11.  Work Order

MD/HM/11/03/0.
COF


MSO

12.  Fire Tender Requisition
MD/HM/12/01/0.
COF


MSO

13.  Provisional Information 

       Sheet


MD/SHS/14/01/0.
SHS

 HYD. DIVN OFFICE

14.  Daily Report of Maintenance 

       Dredging


MD/SHS/15/03/0.
SHS

 HYD. DIVN OFFICE

15.  Sailing Permission for 

       Fishing Vessels

MD/HM/16/03/0.
COF/BM
      
MSO

16.  Misc. charges for garbage 

        removal service 

MD/HM/17/02/0.
COF/BM

MSO

17.  Floating Crafts maintenance 

       Check List  

MD/HM/18/PP/0
CM/SERANG
      MSO/ON VSL


List of files of E & M Dept.


SL    REGISTER NO
             DOCUMENT NAME
     LOCATION          RESPONSIBILITY

NO.







           


01.
EM/IOHP/R- 01/3   Register for report of Shift I/C on  
I/C

I/C




      ship loading.


           (Shipping)
(Shipping)

02.
EM/IOH P/R-02/3   Register for report of Shift –I/C  
 
I/C

I/C




                  on wagon tippling.
        
          (Receiving)
(Receiving)

03.
EM/IOH P/R-03/3   Log book (Shift wise) on wagon  

I/C 

I/C




                  tippling operation.


          (Receiving)
(Receiving)

04.
EM/IOH P/R-04/1   Control room register.
                         C/R

S.I/C (C/R)

05.
EM/IOH P/R-05/3   Non Conformance File       
          R & S

A.E/J.E. (R&S)

06.
EM/IOHP/ R-06/3   Weekly Review File

          R & S

A.E/J.E.(R&S)

07. EM/IOHP/ R-07/3   Maintenance log book

         (Maint.) R/S   
AE (Maint.)

08. EM/IOHP/R-08/5    Stores stock Register.


Store  

Store Supdt.,

09.
EM/IOHP/R-09/5    Stores issue Register.


Store

Store Supdt

10
EM/IOHP/R-10/5    File Index Register (Technical)
         R & S

AE/J.E.(R&S)

11.
EM/IOHP/R-11/5    Weightometer Calibration Register
C / R

S.I/C

12.
EM/ WSD/R-01/3   Daily Progress Report & Shift  
Locomotives
S.I/C



     Instruction Register.

13.
EM/WSD/R-02/20  History book of locomotives
         S.I/C Office
A.E(M)

14.
EM/WSD/R-03/3    Log book of locomotives

         Locomotives
S.I/C

15
EM/WSD/R-04/20  Special T&P Register

         S.I/C Office
A.E.(Store)

16
EM/WSD/R-05/5    Stores Ledger


               - do -

- do -

17
EM/WSD/R-06/0    T&P Register.


               - do -

- do -

18
EM/WSD/R-07/5    Non-conformance Register.
               - do -

- do –

19     EM/WSD/R-08/5   Joint Inspection Register                           A.E.(M)
A.E.(M)

20
EM/WSD/R-09/5    File Index Register (Technical).
         
   - do - 
- do -

21     EM/MS/R-01/5       File Index Register                                 M.S. Office        Steno to MS 

              22     EM/PED/R- 01/5   T&P A/C Register
 

         Site Office
Concerned A.E 

23     EM/PED/R- 02/3    Fuse call Register 


        -do-(Except C/R)
- do -

24     EM/PED/R- 03/5    Fan Inventory Register  

               - do -
 
- do -

25
EM/PED/R- 04/5    Store Receiving Register

        C/R & El. W/S
- do -

26     EM/PED/R- 05/1    Maintenance Register.  

         Site Office 
- do -

27
EM/PED/R- 06/3    Transformer repairing Register of El. W/S   El. W/S Office
- do -

28
EM/PED/R- 07/5    Shut down Register of 33 /11 KV C/Room     C/R Office
- do -

29
EM/PED/R- 08/3    Control Room Log book
  
         
   - do -

- do -



30
EM/PED/R- 09/3    Non Conformance Register
        Divn. Office/C/R
A.E (Estimate)


 31
 EM/PED/R -11/5         File Index Register(Technical)
         Divn. Office
Head Assistant.

 32   EM/PED/R-12/5          Site Account Register

         El.W/S office 
Concerned A.E.

 33   EM/PED/R-13/5
       Fan Repair Register


       - do - 
    - do -

 34   EM/PED/R-14/5          Job order Register


          
      - do - 
    - do -

 35   EM/PED/R-15/5          PMS Register



      - do - 
    - do -

 36   EM/PED/R-16/5          Index Register
 

         132/33 kV s/s        - do -

 37   EM/PED/R-17/5          Line Clearance/Shutdown Register
      - do -  
    - do -

 38   EM/PED/R-18/5          132 KV Control Room Log book
                  - do -  
    - do -

 39   EM/PED/R-19/5          33KV Switch Board Log book
                  - do -  
    - do -

 40   EM/PED/R-20/5          Daily Issue Register


 33/11 kV C/R 
    - do -

 41   EM/PED/R-21/5          Relay Testing Register                            132/33 kVC/R        - do -   

 42   EM/MCHP/R-01/5      Index  Register            
                         PMR

     A.E.


SL    REGISTER NO
             DOCUMENT NAME
     LOCATION          RESPONSIBILITY

NO.







           



  43   EM/MCHP/R-02/5      Shift Changing Register
 

PMR 









           (Opn Room)        PMR I/C                                   

 44    EM/MCHP/R-03/5   P.M.R  Log book.
       

P.M.R.(Opn Room)        PMR I/C                                    

 45    EM/MCHP/R-04/5   Site Store Receipt Register
 

Store                 A.E (Store)

 46    EM/MCHP/R-05/5   Site Store Issue Register
 

Store                 A.E (Store)

 47    EM/MCHP/R-06/5   Log book Dust suppression

PMR 

       A.E.



    system.








 47    EM/MCHP/R-07/5    Operational Fault Register (M)
P.M.R.(Opn. Room)    PMR I/C / 











Shipping I/C                                                

 48    EM/MCHP/R-08/5     Operational Fault Register (E)
         -do-  
 
PMR I/C / 











Shipping I/C                                                

 49    EM/MCHP/R-09/5     Stacker-1 Log Book

  Stacker-1                    PMR I/C 

 50    EM/MCHP/R-10/5     Stacker-2 Log Book                       Stacker-2                    PMR I/C     

 51    EM/MCHP/R-11/5     Reclaimer-I Log Book                  Reclaimer-I                 Shipping I/C                                                

52     EM/MCHP/R-12/5     Reclaimer-2 Log Book                 Reclaimer-2                Shipping I/C                                                            53     EM/MCHP/R-13/5     Shiploader-1 Log Book                Ship loader-I                Shipping I/C

 54     EM/MCHP/R-14/5     Shiploader-2 Log Book                Ship loader-2                       -do

 55     EM/MCHP/R-15/5     Non-conformance Register          PMR( Opn. Room)       E.E.(E)/E.E(M)

 56     EM/MCHP/R-16/5     Safety Training Register              PMR (Opn. Room)      E.E.(E)/E.E(M)
 57    EM/CHD/TECH/        File Index Register

Office of the E.E.,        A.E.(Stores)

         R/01/02                                                                             CHD
 58    EM/CHD/TECH/        Indent Register          

Office of the E.E.,       A.E.(Stores)

           R/02/02    






CHD
  59     EM/CHD/TECH/        Agreement Register                  Office of the E.E.,       E.E.(CHD)

           R/03/05                                                                          CHD
  60     EM/CHD/TECH/        Sale of Tender paper Register   Office of the E.E.,      A.E(M)

           R/04/03                                                                          CHD

  61     EM/CHD/TECH/       Tender Opening Register           Office of the E.E.,       A.E(M)

           R/05/02                                                                          CHD

  62     EM/CHD/TECH/       Equipment Inventory                 Office of the E.E.,       A.E.(Stores)

           R/06                             Register                                     CHD

  63     EM/CHD/TECH/       Testing of Equipment
           Office of the E.E.,        A.E(Est)

           R/07/01                        

                                   CHD

  64    EM/CHD/TECH/       Indenting of Spares                   Office of the E.E.,       A.E.(Est.)

             R/07/02                                                                       CHD

  65   EM/CHD/TECH/       Procurement of Emergent          Office of the E.E.,       A.E.(Opn.)

             R/07/03                       Spares


           CHD

  66    EM/CHD/TECH/       Monthly Report          
           Office of the E.E.,       A.E.(Est.)

             R/07/04                         


           CHD

  67    EM/PD/R-01/5          Non-conformance Register       P&D Cell

EE(P&D)

 


         of E & M Deptt.




 

SL.
  FORM NO


 
SUBJECT.

       LOCA-          RESPONSI-

NO








       TION
     BILITY

1        EM/IOHP/F-01/3/0
Daily ship loading performance.
 AE/J.E(R&S)    AE/J.E.(R&S)

2. EM/IOHP/F-02/3/0 
Daily operational report

      - do -
     - do -

3. EM/IOHP/F-03/3/0 
Shift wise operational report

      - do -
     - do -

4. EM/IOHP/F-04/3/0 
Daily Report of Wagon tippler Opn.
      - do -
     - do -

5. EM/IOHP/F-05/3/0 
Wagon tippler daily performance report       - do -
     - do -

6. EM/IOHP/F-06/3/0 
Stoppages of Tippler.


      - do -
     - do -

7. EM/IOHP/F-07/3/0 
Daily Telex Message.


      - do -
     - do -

8
EM/IOHP/F-08/3/0 
Material receipt form


   AE(Stores)    AE(Stores)

9
EM/IOHP/F-09/3/0 
Material Indent form.


      - do -
     - do -

10          EM/IOHP/F-10/5/0 
PMS of Wagon Tippler -149(MECHL)  AE(M) (R)      AE(M) (R)

11
EM/IOHP/F-11/5/0 
PMS of Wagon Tippler -149(ELECT.)  S.I.C,Gr-B
 S.I.C,Gr-B

12
EM/ IOHP/F-12/5/0
PMS of Wagon Tippler -150(MECHL)  AE(M) (R )
 AE(M) (R)

13          EM/ IOHP/F-13/5/0 
PMS of Wagon Tippler -150(ELECT.)  S.I.C,Gr-C         S.I.C,Gr-C

14
EM/ IOHP/F-14/5/0 
PMS of  Reclaimer -I (MECHL)
  I.C,Gr-C
   I.C,Gr-C,(Sh)

15.
  EM/ IOHP/F-15/5/0  PMS of  Reclaimer -I (ELECT.)
  S.I.C.Gr.C
 S.I.C. Gr. C

16.
  EM/ IOHP/F-16/5/0 
PMS of  Reclaimer -II (MECHL.
I.C,Gr-B
    I.C,Gr-B

17.
  EM/ IOHP/F-17/5/0 
PMS of  Reclaimer -II (ELECT.)
AE.(E/M)
    AE.(E/M) 

18.
  EM/ IOHP/F-18/5/0 
PMS of  Stacker   (MECHL)

AE(Maint.sh)
    AE(Maint.II)

19.
  EM/ IOHP/F-19/5/0 
PMS of  Stacker   (ELECT) .

S.I.C, Gr-A
    S.I.C, Gr-A
20.
  EM/ IOHP/F-20/5/0 
PMS of  Ship loader (MECHL)
 .I.C, Gr-B             I.C,Gr-B

21.
  EM/ IOHP/F-21/5/0 
PMS of  Ship loader (ELECT.)
 S.I.C.Gr.B  
    S.I.C.Gr-B

22.
  EM/ IOHP/F-22/5/0
PMS of  Conv. 1A  (MECHL.)             AE(Maint-.R)     AE(Maint-R)
23.
  EM/ IOHP/F-23/5/0  PMS of  Conv. 1A  (ELECT.)
   A,E(E/M) (R )   A.E(E/M) (R)

24.
  EM/ IOHP/F-24/5/0  PMS of  Conv. 1B  (MECHL.)    AE(Maint.-R)
   AE(Maint-R)

25.
  EM/ IOHP/F-25/5/0  PMS of  Conv. 1B  (ELECT.)
AE(E/M) (R )
   AE(E/M) (R)

26.
  EM/ IOHP/F-26/5/0
PMS of  Conv. III A (MECHL.)   
AE(Maint-Sh)
   AE(Maint-Sh)

27.
  EM/ IOHP/F-27/5/0
PMS of  Conv. III A  (ELECT.)    
AE(E/M)  
   AE(E/M)SP.MAINT
28.
  EM/IOHP/F-28/5/0   PMS of  Conv. IIIB  (MECHL.) 
AE(Maint-Sh)
  AE(Maint-Sh)

29.        EM/IOHP/F-29/5/0    PMS of  Conv. IIIB  (ELECT.)          A.E(E/M)               AE(E/M)SP.MAIN

30         EM/IOHP/F-30/5/0   
PMS of  Conv. IV  (MECHL.)           I.C,Gr-A(Sh)     I.C,Gr-A(Sh) 

31.
EM/IOHP/F-31/5/0   
PMS of Conv. IV  (ELECT.)
            S.I/C. Gr. A       S.I/C. Gr. A           

32.
EM/IOHP/F-32/5/0  
PMS of Conv. VI  (MECHL.)           I.C.Gr-B(Sh)      I/C,Gr-B(Sh)

33.
EM/IOHP/F-33/5/0   
PMS of Conv. VI  (ELECT.)             S.I/C. Gr.B         S.I/C. Gr. B

34
EM/IOHP/F-34/5/0   
PMS of Feeder.V  

          I/C,Gr-A(Sh)       I/C,Gr-A(Sh)
35.
EM/IOHP/F-35/5/0   
PMS of (Specific Elec.Maint)           A.E ( E/M )        A.E., E/M (Sh)

36.       EM/IOHP/F-36/5/0    PMS for Pay loader                           AE(M( (Sh)         AE(M) (Sh.)

37.       EM/IOHP/F-37/5/0    PMS for Hydra crane(MOC-8E)      AE(M) (Sh.)         AE(M) (Sh.)

38.       EM/IOHP/F-38/5/0    PMS of Reclaimer -III(MECH)         AE(M) (R )         AE(M) (R)

39.       EM/IOHP/F-39/5/0    PMS of Reclaimer -III(ELECT)        AE(E&M)           E/M (Sh)

40.
EM/WSD/F-01/01
Engine fitness memo

        Shift I/C,Office       Shift I/C

41.
EM/WSD/F-02/01
Monthly POL statement of 
        A.E.( Stroe)
   A.E.(Store)

42.
EM/WSD/F-03/01
Daily equipment position
         Shift I/C       
    - do –

43.
EM/WSD/F-04/01      Post Derailment Check list Engine   A.E.(M)               A.E.(M)

44.       EM/WSD/WP-01/2
Weekly Schedule of Loco.                - do -
                - do -

45.
EM/WSD/WP-02/2
Monthly Schedule of Loco                - do -
     
    - do -

46.
EM/WSD/WP-03/2
Quarterly  Schedule of Loco             - do -
               - do -


SL.
  FORM NO

        SUBJECT.

                      LOCATION                REPONSIBILITY

No.


47.
EM/WSD/WP-04/2     Half Yearly Schedule of Locomotive    - do -
    - do -

48.        EM/PED/F-01/3/0
PM of Cargoberth S/S No.I               C.B.&C/R        Concerned  Office  A.E.
49.
EM/PED/F-02/3/0 
PM of Cargoberth S/S No.II
                - do -
    - do -

50.        EM/PED/F-03/3/0 
PM of M.P. Berth S/S 
                - do -
    - do -

51.        EM/PED/F-04/3/0 
PM of Ghanagalia S/S
         
                - do -
    - do -

52.       EM/PED/F-05/3/0    PM of IOHP Elect. S/S No.I                 IOHP/C.R. Office      - do -

53.
 EM/PED/F-06/3/0    PM of IOHP Electrical S/S No.II               - do -
     - do -

54        EM/PED/F-07/3/0    PM of IOHP Electrical S/S No.III      IOHP/CR office
  Concerned A.E.

55
 EM/PED/F-08/3/0    PM of Gate No.II S/S

          Near GateNo-2      - do -

56
 EM/PED/F-09/3/0    PM of Oil jetty Sub-station
         Near Radar Stn.     - do -

57
EM/PED/F-10/3/0     PM of Navigation Section
         Near GateNo-4     AE (N.N.)

58
EM/PED/F-11/3/0     PM of Electrical Workshop
         Workshop 
   AE (El. W/S)

59
EM/PED/F-12/3/0     PM of 33/11KV control room
         Atharbanki 
  AE (C/Room)

60
EM/PED/F-13/3/0
Work Instruction # 1

         132/33 kV S/S
  AE (132/33 kV S/S)
61
EM/PED/F-14/3/0 
Work Instruction # 2


    - do -
          - do -

62
EM/PED/F-15/3/0
Work Instruction # 3


    - do -
          - do -

63    EM/PED/F-16/3/0
Work Instruction # 4


    - do -
          - do -

64    EM/PED/F-17/3/0
Work Instruction # 5


     - do -
          - do -

65    EM/PED/F-18/3/0 
Work Instruction # 6


    - do -
          - do -

66    EM/PED/F-19/3/0
Work Instruction # 7


    - do -
          - do -

67    EM/PED/F-20/3/0
Work Instruction # 8


    - do -
          - do -

68    EM/PED/F-21/3/0 
Work Instruction # 9


    - do -
          - do -

69    EM/PED/F-22/3/0
Work Instruction # 10


    - do -
          - do -

70    EM/PED/F-23/3/0
Work Instruction # 11


    - do -
          - do -

71    EM/PED/F-24/3/0
Work Instruction # 12


    - do -
          - do -

72    EM/PED/F-25/3/0
Work Instruction # 13


    - do -
          - do -

73    EM/IOHP/F-29/5/0      Test Certificate of Crane
  
    AE(Maint.I)
    AE(Maint.I)


LIST OF FILES OF ASST. SECRETARY
(MISC. FILES)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	No.AD/OE-91/2008
	Encashment of E.L
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn.Deptt.

	02.
	No.AD/OE-92/2008
	Encashment of Unutilised EL of Retired employees.
	-do-
	-do-

	03.
	No.AD/OE-93/2008
	Transfer of Personal Files & Service Book.
	-do-
	-do-

	04.
	No.AD/OE-94/2008
	Sanction of Annual Increment.
	-do-
	-do-

	05.
	No.AD/OE-95/2008
	Transfer & posting of staff under Admn. Deptt.
	-do-
	-do-

	06.
	No.AD/OE-96/2008
	Miscellaneous Correspondence.
	-do-
	-do-

	07.
	No.AD/OE-97/2008
	Charge papers.
	-do-
	-do-

	08.
	No.AD/OE-98/2008
	Roster arrangement.
	-do-
	-do-

	09.
	No.AD/OE-99/2008
	Demand/No demand Certificate.
	-do-
	-do-

	10.
	No.AD/OE-100/2008
	Establishment returns/Audit reply.
	-do-
	-do-

	11.
	No.AD/OE-101/2008
	Duty distribution.
	-do-
	-do-

	12.
	No.AD/OE-103/2008
	Reservation of posts for physically handicapped.
	-do-
	-do-

	13.
	No.AD/OE-104/2008
	Review on working of PPT.
	-do-
	-do-

	14.
	No.AD/OE-105/2008
	Annual Administration Report.
	-do-
	-do-

	15.
	No.AD/OE-106/2008
	Payment through Central Counter.
	-do-
	-do-

	16.
	No.AD/OE-107/2008
	Complilation of 2nd report of archives DG(Archieves)
	-do-
	-do-

	17.
	No.AD/OE-108/2008
	Austerity & economy in expenditure/ Correspondence on ministry letters.
	-do-
	-do-

	18.
	No.AD/OE-109/2008
	Constitution of district committee on employment and vocational guidance.
	-do-
	-do-

	19.
	No.AD/OE-110/2008
	Introduction of check of system(Union matters).
	-do-
	-do-

	20.
	No.AD/OE-111/2008
	Schedule of employees.
	-do-
	-do-

	21.
	No.AD/OE-112/2008
	Stepping up of pay.
	-do-
	-do-

	22.
	No.AD/OE-113/2008
	Creation of special economic zone at Paradip Port.
	-do-
	-do-

	23.
	No.AD/OE-114/2008
	Corr. on Hindi/Grant of incentove/cash award for passing Hindi.
	-do-
	-do-

	24.
	No.AD/OE-115/2008
	Appointment on Compassionate grounds.
	-do-
	-do-

	25.
	No.AD/OE-116/2008
	Annual confidential reports.
	-do-
	-do-

	26.
	No.AD/OE-117/2008
	Recruitment Rules/Abolition of entry level posts.
	-do-
	-do-

	27.
	No.AD/OE-118/2008
	Exemption of E.S.I. Act,1948.
	-do-
	-do-

	28.
	No.AD/OE-119/2008
	Notional study of Human Resource Mgmt. At Ports.
	-do-
	-do-

	29.
	No.AD/OE-120/2008
	Correspondence on allotment of quarters.
	-do-
	-do-

	30.
	No.AD/OE-121/2008
	Corr. on Voluntary retirement scheme.
	-do-
	-do-

	31.
	No.AD/OE-122/2008
	Pensionary benefits in f/o  different offices/Deptt.
	-do-
	-do-

	32.
	No.AD/OE-123/2008
	Retirement from service on superannuation.
	-do-
	-do-

	33.
	No.AD/OE-124/2008
	Pay fixation of Cl.III & IV staff(Sent to FA Deptt.)
	-do-
	-do-

	34.
	No.AD/OE-124/08(Pt.)
	Pay fixation of Cl.III & IV staff.
	-do-
	-do-

	35.
	No.AD/OE-125/2008
	Correspondence on WRC/A.C.P.
	-do-
	-do-

	36
	No.AD/OE-126/2008
	Requirement of staff in Admn. Deptt.
	-do-
	-do-

	37
	No.AD/OE-127/2008
	Biennial survey of occupational -cum-educational profile of employees in public sector.
	-do-
	-do-

	38
	No.AD/OE-128/2008
	Prime Ministers shrama award.
	-do-
	-do-

	39
	No.AD/OE-129/2008
	Counting of service period of auxiliary workers and protection of their wages last pay reg.
	-do-
	-do-

	40
	No.AD/OE-130/2008
	Manual for Drawing and Disbursing Officers.
	-do-
	-do-

	41
	No.AD/OE-131/2008
	Recruitment of Cl.III & IV posts by diff. Deptt.,PPT.
	-do-
	-do-

	42
	No.AD/OE-132/2008
	E.M.I. return.
	-do-
	-do-

	43
	No.AD/OE-133/2008
	Review/implementation of reservation policy in PPT.
	-do-
	-do-

	44
	No.AD/OE-134/2008
	Correspondence on New Pension Scheme.
	-do-
	-do-

	45
	No.AD/OE-135/2008
	Classification/categorization of Employee.
	-do-
	-do-

	46
	No.AD/OE-136/2008
	Recruitment of M.V.Driver.
	-do-
	-do-

	47
	No.AD/OE-137/2008
	Corr. reg. Ex. S.G. and Constable of Orissa Police.
	-do-
	-do-

	48
	No.AD/OE-138/2008
	Issue of Employment/Service & other certificate.
	-do-
	-do-

	49
	No.AD/OE-139/2008
	Correspondence on Spl. CL of Union members.
	-do-
	-do-

	50
	No.AD/OE-140/2008
	Minutes of meeting on various issues raised by Major Federations of Port & Dock Workers.
	-do-
	-do-

	51
	No.AD/OE-141/2008
	Grievance on payment of Dearness relief to retired employees.
	-do-
	-do-

	52
	No.AD/OE-142/2008
	Working arrangement of the Class-III and Class-IV employees under Chairman & Dy. Chairman’s Estt.
	-do-
	-do-

	53
	No.AD/OE-144/2008
	Sad demise of employees & condolence thereon.
	-do-
	-do-

	54
	No.AD/OE-145/2008
	Liberalization of Pension & Pensionary benefits & payment of retirement/death gratuity.
	-do-
	-do-

	55
	No.AD/OE-146/2008
	Payment of D.A. under percentage of DA Scheme.
	-do-
	-do-

	56
	No.AD/OE-147/2008
	Corr. on payment of wages to Contract workers.
	-do-
	-do-

	57
	No.AD/OE-148/2008
	Guidelines for pvt sector participation in Major Ports
	-do-
	-do-

	58
	No.AD/OE-149/2008
	Simplification of Official Procedures.
	-do-
	-do-

	59
	No.AD/OE-150/2008
	Various Training Programmes for Staff of Admn.
	-do-
	-do-

	60
	No.AD/OE-161/2008
	Minutes of HOD meeting.
	-do-
	-do-

	61
	No.AD/OE-162/2008
	Chair recanning.
	-do-
	-do-

	62
	No.AD/OE-163/2008
	Health check up programme
	-do-
	-do-

	63
	No.AD/OE-164/2008
	Health check up of employees.
	-do-
	-do-

	64
	No.AD/OE-165/2008
	Holidays to be observed in PPT.
	-do-
	-do-

	65
	No.AD/OE-166/2008
	Deptt. procedure to be followed I.S.O.
	-do-
	-do-

	66
	No.AD/OE-167/2008
	Review of M.B.O. action plan.
	-do-
	-do-

	67
	No.AD/OE-168/2008
	Strike threaten by Port & Dock Workers in m/ports.
	-do-
	-do-

	68
	No.AD/OE-169/2008
	Corr. on corporate plan meeting.
	-do-
	-do-

	69
	No.AD/OE-170/2008
	Allocation of office space in the Admn. Building.
	-do-
	-do-

	70
	No.AD/OE-171/2008
	Public Grievances.
	-do-
	-do-

	71
	No.AD/OE-172/2008
	On grievances.
	-do-
	-do-

	72
	No.AD/OE-173/2008
	Relieve of employees for participation in various sports/games.
	-do-
	-do-

	73
	No.AD/OE-174/2008
	Corr. on RIGHT TO INFORMATION ACT.
	-do-
	-do-

	74
	No.AD/OE-175/2008
	Important OO/Circular/OM/Min. Ltr. & guidelines.
	-do-
	-do-

	75
	No.AD/OE-176/2008
	Grant of ACP to retired employees of Admn. Deptt.
	-do-
	-do-

	76
	No.AD/OE-178/2008
	Corr. on Vigilance matters.
	-do-
	-do-


(PERSONAL FILES : CLASS-III)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	No.AD/OE-1/2008
	P/F of R.C. Pallai, Supdt.
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02.
	No.AD/OE-3/2008
	P/F of Sri B.C. Sethy,Head Asst.
	-do-
	-do-

	03.
	No.AD/OE-6/2008
	P/F of Sri S.N. Majji, Sr. Asst.
	-do-
	-do-

	04.
	No.AD/OE-10/2008
	P/F of Sri N.B. Rath,Sr. Asst.
	-do-
	-do-

	05.
	No.AD/OE-11/2008
	P/F of Sri R.K. Swain, Asst.
	-do-
	-do-

	06.
	No.AD/OE-12/2008
	P/F of Sri S.C. Dash,Sr. Asst.
	-do-
	-do-

	07.
	No.AD/OE-13/2008
	P/F of Sri S.K. Das,Sr. Asst.
	-do-
	-do-

	08.
	No.AD/OE-16/2008
	P/F of Sri Baidhar Sethy, HA
	-do-
	-do-

	09.
	No.AD/OE-18/2008
	P/F of Sri K.M. Sahoo, Asst.
	-do-
	-do-

	10.
	No.AD/OE-20/2008
	P/F of Sri G.C. Sethy, Sr.Asst.  
	-do-
	-do-

	11.
	No.AD/OE-21/2008
	P/F of Sri H.K. Sethy, Sr.Asst.
	-do-
	-do-

	12.
	No.AD/OE-22/2008
	P/F of Sri R.C. Behera, Sr. Asst.
	-do-
	-do-

	13.
	No.AD/OE-23/2008
	P/F of Sri N. Patra, Asst.  
	-do-
	-do-

	14.
	No.AD/OE-24/2008
	P/F of Sri S.C. Swain, Sr. Asst.
	-do-
	-do-

	15.
	No.AD/OE-25/2008
	P/F of Sri Manoranjan Swain, Asst.
	-do-
	-do-

	16.
	No.AD/OE-26/2008
	P/F of Sri B.K. Subudhy,Sr. Asst.
	-do-
	-do-

	17.
	No.AD/OE-27/2008
	P/F of Sri P.C. Sahoo, Supdt.
	-do-
	-do-

	18.
	No.AD/OE-28/2008
	P/F of Sri B.M. Rao,St. Gr.II
	-do-
	-do-

	19.
	No.AD/OE-29/2008
	P/F of Sri P.K. Nath, Asst.
	-do-
	-do-

	20.
	No.AD/OE-32/2008
	P/F of Sri J.K. Acharya, Steno Gr.II
	-do-
	-do-

	21.
	No.AD/OE-33/2008
	P/F of Sri I.C. Patra, Steno Gr.II.
	-do-
	-do-

	22.
	No.AD/OE-34/2008
	P/F of Sri Srikanta Ch. Pati, Steno Gr.II
	-do-
	-do-

	23.
	No.AD/OE-36/2008
	P/F of Sri M.N. Samal, Steno Gr.II
	-do-
	-do-

	24.
	No.AD/OE-37/2008
	P/F of Sri Manas Ranjan Sahoo, Steno Gr.III
	-do-
	-do-

	25.
	No.AD/OE-40/2008
	P/F of Sri Supriti Barik, Jr. H.T.
	-do-
	-do-

	26.
	No.AD/OE-41/2008
	P/F of Sri Itishree Mohanty, Hindi Typist
	-do-
	-do-

	27.
	No.AD/OE-42/2008
	P/F of Sri J.N. Nayak,MVD(SG)
	-do-
	-do-

	28.
	No.AD/OE-43/2008
	P/F of Sri K.K. Sahoo, MVD(SG)
	-do-
	-do-

	29.
	No.AD/OE-44/2008
	P/F of Sri A.K. Sahoo, MVD
	-do-
	-do-

	30.
	No.AD/OE-46/2008
	P/F of Sri S.S. Dakua,MVD
	-do-
	-do-

	31.
	No.AD/OE-48/2008
	P/F of Sri Sanjaya Kr. Das, Sports Inspector
	-do-
	-do-

	32.
	No.AD/OE-49/2008
	P/F of Sri Mrutyunjaya Mishra, Steno Gr.II
	-do-
	-do-

	33.
	No.AD/OE-51/2008
	P/F of Sri S.K. Dharua,Steno Gr.III
	-do-
	-do-

	34.
	No.AD/OE-53/2008
	P/F of Sri D.K. Behera,Sr. Asst.
	-do-
	-do-

	35.
	No.AD/OE-54/2008
	P/F of Sri J.R. Jena,MVD
	-do-
	-do-

	36.
	No.AD/OE-55/2008
	P/F of Sri A.K. Das,Legal Asst.
	-do-
	-do-

	37.
	No.AD/OE-56/2008
	P/F of Sri S.C. Jena,Head Asst.
	-do-
	-do-

	38.
	No.AD/OE-57/2008
	P/F of Sri Sridhar Biswal,MVD
	-do-
	-do-

	39.
	No.AD/OE-15/2008
	P/F of Sri K.R. Bisoi, Sr. Asst.  
	-do-
	-do-

	40.
	No.AD/OE-14/2008
	P/F of Sri S. Sahoo, Sr. Asst.  
	-do-
	-do-

	41.
	No.AD/OE-17/2008
	P/F of Sri P.K. Satapathy, Sr. Asst.  
	-do-
	-do-

	42.
	No.AD/OE-58/2008
	P/F of Sri A. Majhi, SV
	-do-
	-do-

	43.
	No.AD/OE-59/2008
	P/F of Sri R.K. Mantry, SV
	-do-
	-do-


(PERSONAL FILES : CLASS-IV)
	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	No.AD/OE-61/2008
	P/F of Sri R.C. Soren, Sr. Peon
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02.
	No.AD/OE-63/2008
	P/F of Sri P.K. Dalai, Sr. Peon
	-do-
	-do-

	03.
	No.AD/OE-64/2008
	P/F of Smt. Rangabati Patra, Sr. Peon
	-do-
	-do-

	04.
	No.AD/OE-65/2008
	P/F of Sri Bhagaban Mallick, Peon
	-do-
	-do-

	05.
	No.AD/OE-66/2008
	P/F of Sri A. Krishnamurty, Peon
	-do-
	-do-

	06.
	No.AD/OE-67/2008
	P/F of Smt. Basanti Nayak, Peon
	-do-
	-do-

	07.
	No.AD/OE-68/2008
	P/F of Sri Kusun Soy, Peon
	-do-
	-do-

	08.
	No.AD/OE-69/2008
	P/F of Sri Darasingh Munda, Peon
	-do-
	-do-

	09.
	No.AD/OE-70/2008
	P/F of Sri Surendra Hembram, Peon
	-do-
	-do-

	10.
	No.AD/OE-72/2008
	P/F of Smt. Helena Tirkey, Peon
	-do-
	-do-

	11.
	No.AD/OE-73/2008
	P/F of Sri Arjun Dehuri, Peon
	-do-
	-do-

	12.
	No.AD/OE-74/2008
	P/F of Sri N.C. Behera, Peon
	-do-
	-do-

	13.
	No.AD/OE-75/2008
	P/F of Sri G.B. Tarai, Peon-cum-Chair Recanner
	-do-
	-do-

	14.
	No.AD/OE-76/2008
	P/F of Sri Gangadhar Mallick, Sr. O.A.
	-do-
	-do-

	15.
	No.AD/OE-78/2008
	P/F of Sri Gobinda Ch. Swain, O.A.
	-do-
	-do-

	16.
	No.AD/OE-79/2008
	P/F of Sri J.C. Singh, D.C.G.O.
	-do-
	-do-

	17.
	No.AD/OE-80/2008
	P/F of Sri B.C. Das, WM
	-do-
	-do-

	18.
	No.AD/OE-81/2008
	P/F of Sri R.N. Biswal, S.G.
	-do-
	-do-

	19.
	No.AD/OE-82/2008
	P/F of Sri H.K. Prusty, Sr. Farash.
	-do-
	-do-

	20.
	No.AD/OE-83/2008
	P/F of Sri S.S. Mishra, Sr. T.A.
	-do-
	-do-

	21
	No.AD/OE-84/2008
	P/F of Sri Babaji Gochhayat, S/W.
	-do-
	-do-

	22
	No.AD/OE-85/2008
	P/F of Sri Bhimdev Gochhayat, S/W.
	-do-
	-do-

	23
	No.AD/OE-89/2008
	P/F of Sri N.N. Rout,Mali
	-do-
	-do-

	24
	No.AD/OE-90/2008
	P/F of Sri Basanti Pati,Peon
	-do-
	-do-

	25
	NoAD/OE-62/2008
	P/F of Sri Amarbar Ghadei, Peon(Sent to Disc.Sec.)
	-do-
	-do-

	26
	No.AD/OE-89/2008
	P/F of Sri Debendra Kr. Swain, W/M
	-do-
	-do-

	27
	No.AD/OE-86/2008
	P/F of Sri S.S. Pallai, MZ
	-do-
	-do-

	28
	No.AD/OE-87/2008
	P/F of Sri Kailash Sethy, MZ
	-do-
	-do-

	29
	No.AD/OE-88/2008
	P/F of Sri K.C. Swain, MZ
	-do-
	-do-


	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/Genl-2/04
	Corr. regarding Census.
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02.
	AD/OE/Election-1/2007
	Corr. on Election.
	-do-
	-do-

	03.
	AD/OE/Genl-16/04
	Election to State Assembly/Rajya sabha/Lok sabha.
	-do-
	-do-

	04.
	AD/OE/Genl/15/04
	Advance Pay for attending Election duty and declaration of Election days as Holidays.
	-do-
	-do-

	05.
	AD/OE/Genl/16/05(Pt.)
	Election duty.
	-do-
	-do-

	06.
	AD/OE/Genl-19/2004
	Requisition of vehicles for Election.
	-do-
	-do-

	07.
	AD/OE/Gen-16/04(Pt)
	Reg. State Assembly/Lok sabha Election.
	-do-
	-do-

	08.
	AD/OE-Genl-13/05
	Municipality & Panchayati raj Election.
	-do-
	-do-


(PR & ESTATE WING)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/PR&E-1/08
	Annual increment
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02
	AD/OE/PR&E-2/08
	OTA/Honorarium
	-do-
	-do-

	03
	AD/OE/PR&E-3/08
	N.W.A.
	-do-
	-do-

	04
	AD/OE/PR&E-4/08
	Encashment of EL
	-do-
	-do-

	05
	AD/OE/PR&E-5/08
	NR GPF Adv.
	-do-
	-do-

	06
	AD/OE/PR&E-6/08
	Temporary GPF adv.
	-do-
	-do-

	07
	AD/OE/PR&E-7/08
	LTC
	-do-
	-do-

	08
	AD/OE/PR&E-8/08
	Festival advance
	-do-
	-do-

	09
	AD/OE/PR&E-9/08
	Misc. corrs. On estt.
	-do-
	-do-

	10
	AD/OE/PR&E-10/08
	Corr. on medical adv.
	-do-
	-do-

	11
	AD/OE/PR&E-11/08
	Loan on banks.
	-do-
	-do-

	12
	AD/OE/PR&E-12/08
	Pay fixation (Class-III, IV)
	-do-
	-do-

	13
	AD/OE/PR&E-13/08
	ACP
	-do-
	-do-

	14
	AD/OE/PR&E-14/08
	Transfr of posting of staff
	-do-
	-do-

	15
	AD/OE/PR&E-15/08
	Transfer of personal file & service books.
	-do-
	-do-

	16
	AD/OE/PR&E-16/08
	Retirement from service on supernnuation, relieve of employees
	-do-
	-do-

	17
	AD/OE/PR&E-17/08
	Demand/no demand certificate of Class-III & IV
	-do-
	-do-

	18
	AD/OE/PR&E-18/08
	Encashment of unauthorized EL in favour of retired employees.
	-do-
	-do-

	19
	AD/OE/PR&E-28/08
	Corr. on bill.
	-do-
	-do-


(PERSONAL FILE PR WING)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/PR&E-36/08
	PF of S.K. Das, Sr. Asst.  
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02
	AD/OE/PR&E-39/08
	PF of Priyarata Naik, AM
	-do-
	-do-

	03
	AD/OE/PR&E-40/08
	PF of Somanath Patra
	-do-
	-do-

	04
	AD/OE/PR&E-41/08
	PF of N. Barik, CCB
	-do-
	-do-

	05
	AD/OE/PR&E-42/08
	PF of SK. Amin Ali, Sr. Masalchi
	-do-
	-do-

	06
	AD/OE/PR&E-44/08
	PF of Sandhyarani Mallick, BR
	-do-
	-do-

	07
	AD/OE/PR&E-45/08
	PF of P. C. Banigrahi, BR
	-do-
	-do-

	08
	AD/OE/PR&E-46/08
	PF of N. Munda, BR
	-do-
	-do-

	09
	AD/OE/PR&E-47/08
	PF of Santosh Kr. Acharya, BR
	-do-
	-do-

	10
	AD/OE/PR&E-48/08
	PF of H.P. Routray, KL
	-do-
	-do-

	11
	AD/OE/PR&E-49/08
	PF of Mayadhar Chainy, KL
	-do-
	-do-

	12
	AD/OE/PR&E-51/08
	PF of P.C. Dash, Inf. Asst.  
	-do-
	-do-

	13
	AD/OE/PR&E-52/08
	PF of H.H. Jena, WM
	-do-
	-do-

	14
	AD/OE/PR&E-53/08
	PF of K.C. Dalua, SG
	-do-
	-do-

	15
	AD/OE/PR&E-54/08
	PF of Birabara Jena, SG
	-do-
	-do-

	16
	AD/OE/PR&E-56/08
	PF of Bana Palai, Mali
	-do-
	-do-

	17
	AD/OE/PR&E-57/08
	PF of P. L. Nayak, Mali
	-do-
	-do-

	18
	AD/OE/PR&E-59/08
	PF of P. Gochhayat, SW
	-do-
	-do-

	19
	AD/OE/PR&E-60/08
	PF of S. Nanda, Sr. CCB
	-do-
	-do-

	20
	AD/OE/PR&E-61/08
	PF of A. Sakur Khan, CCB
	-do-
	-do-

	21
	AD/OE/PR&E-62/08
	PF of N. B. Thappa, Cook
	-do-
	-do-

	22
	AD/OE/PR&E-63/08
	PF of Marshal Kalundia, Cook
	-do-
	-do-

	23
	AD/OE/PR&E-64/08
	PF of S. Choudhury, OA
	-do-
	-do-

	24
	AD/OE/PR&E-65/08
	PF of K. Murmu, PN
	-do-
	-do-

	25
	AD/OE/PR&E-66/08
	PF of P.K. Swain, Asst.
	-do-
	-do-

	26
	AD/OE/PR&E-67/08
	PF of C.K. Pradhan, PN
	-do-
	-do-

	27
	AD/OE/PR&E-68/08
	PF of R.R. Beura, Tech. (Mech.) Gr.Ii
	-do-
	-do-


(PERSONAL FILE ESTATE WING)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/PR&E-82/08
	PF of K.G. Rao, HA
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02
	AD/OE/PR&E-86/08
	PF of B. Sahoo, Sr. Asst.  
	-do-
	-do-

	03
	AD/OE/PR&E-88/08
	PF of F. Swain, Sr. RI
	-do-
	-do-

	04
	AD/OE/PR&E-89/08
	PF of A. Das, Jr. RI
	-do-
	-do-

	05
	AD/OE/PR&E-90/08
	PF of S.K. Nayak, Jr. RI
	-do-
	-do-

	06
	AD/OE/PR&E-91/08
	PF of H.K. Rath, Jr. RI
	-do-
	-do-

	07
	AD/OE/PR&E-92/08
	PF of A. Pradhan, LDC (LA)
	-do-
	-do-

	08
	AD/OE/PR&E-93/08
	PF of B.C. Satapathy, Amin
	-do-
	-do-

	09
	AD/OE/PR&E-94/08
	PF of B. Rout, WA
	-do-
	-do-

	10
	AD/OE/PR&E-95/08
	PF of B.C. Nayak, WA
	-do-
	-do-

	11
	AD/OE/PR&E-96/08
	PF of J. K. Das, Mali
	-do-
	-do-

	12
	AD/OE/PR&E-97/08
	PF of N. Sahoo, Mali
	-do-
	-do-

	13
	AD/OE/PR&E-98/08
	PF of Moti Jena, Mali
	-do-
	-do-

	14
	AD/OE/PR&E-99/08
	PF of G.S. Das, MCC
	-do-
	-do-

	15
	AD/OE/PR&E-100/08
	PF of D. Mishra, KL
	-do-
	-do-

	16
	AD/OE/PR&E-101/08
	PF of M. Ali Khan, Kl
	-do-
	-do-

	17
	AD/OE/PR&E-102/08
	PF of G. Nayak, SG
	-do-
	-do-

	18
	AD/OE/PR&E-103/08
	PF of S. Pradhan, WM
	-do-
	-do-

	19
	AD/OE/PR&E-105/08
	PF of J. Munda, WM
	-do-
	-do-

	20
	AD/OE/PR&E-109/08
	PF of K.C. Mishra, Asst.  
	-do-
	-do-

	21
	AD/OE/PR&E-110/08
	PF of K.K. Parida, SV
	-do-
	-do-

	22
	AD/OE/PR&E-111/08
	PF of R.c. Mohapatra, SV
	-do-
	-do-

	23
	AD/OE/PR&E-112/08
	PF of P.C. Parida, TC
	-do-
	-do-

	24
	AD/OE/PR&E-113/08
	PF of S.C. Mishra, SV
	-do-
	-do-

	25
	AD/OE/PR&E-114/08
	PF of Sk. N. Islam, Sr. Asst.  
	-do-
	-do-

	26
	AD/OE/PR&E-115/08
	PF of A.K. Mohanty, LA
	-do-
	-do-

	27
	AD/OE/PR&E-116/08
	PF of R.N. Nayak, WM
	-do-
	-do-


LIST OF RECORDS:

FILES USED IN THE O.E. SECTION (SCHOOL WING) OF ADMINISTRATIVE DEPARTMENT, PPT.
	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01
	AD/SH-1/05-08
	PF of S.K. Sahoo, AT
	Asst. Secy. (Admn.)
	Office of O.E. Sec. (School Wing) Admn. Deptt.

	02
	AD/SH-2/05-08
	PF of S.K. Nayak, AT
	-do-
	-do-

	03
	AD/SH-4/05-08
	PF of P.K. Das, AT
	-do-
	-do-

	04
	AD/SH-5/05-08
	PF of G.N. Sahoo, AT (TGT)
	-do-
	-do-

	05
	AD/SH-6/05-08
	PF of N.H. Parida, AT (TGT)
	-do-
	-do-

	06
	AD/SH-7/05-08
	PF of B.B. Biswal, AT (TGT)
	-do-
	-do-

	07
	AD/SH-9/05-08
	PF of Smt. S. Mohanty,AT(TGT)
	-do-
	-do-

	08
	AD/SH-10/05-08
	PF of S. Pradhan, AT (TGT)
	-do-
	-do-

	09
	AD/SH-14/05-08
	PF of S.C. Pratihary, AT (TGT)
	-do-
	-do-

	10
	AD/SH-15/05-08
	PF of K.M. Pal, AT (TGT)
	-do-
	-do-

	11
	AD/SH-16/05-08
	PF of B.K. Nayak, AT (TGT)
	-do-
	-do-

	12
	AD/SH-19/05-08
	PF of B. Nayak, AT (TGT)
	-do-
	-do-

	13
	AD/SH-21/05-08
	PF of Smt. M. Mishra, AT
	-do-
	-do-

	14
	AD/SH-22/05-08
	PF of R.N. Das, AT
	-do-
	-do-

	15
	AD/SH-23/05-08
	PF of S.P. Mallick, AT
	-do-
	-do-

	16
	AD/SH-24/05-08
	PF of D.Ch. Behera, AT
	-do-
	-do-

	17
	AD/SH-25/05-08
	PF of S.Ch. Khuntia, AT(TGT)
	-do-
	-do-

	18
	AD/SH-26/05-08
	PF of Smt. Satyabhama Dei, AT
	-do-
	-do-

	19
	AD/SH-27/05-08
	PF of B. Rout, AT
	-do-
	-do-

	20
	AD/SH-28/05-08
	PF of J.P. Swain, AT
	-do-
	-do-

	21
	AD/SH-29/05-08
	PF of R.S. Sethy, AT (TGT)
	-do-
	-do-

	22
	AD/SH-30/05-08
	PF of Smt. H. Munda, AT
	-do-
	-do-

	23
	AD/SH-31/05-08
	PF of S. Tudu, AT
	-do-
	-do-

	24
	AD/SH-32/05-08
	PF of M. Murmu, AT
	-do-
	-do-

	25
	AD/Sh-33/05-08
	PF of B. Sethi, AT
	-do-
	-do-

	26
	AD/SH-34/05-08
	PF of B. Behera, AT
	-do-
	-do-

	27
	AD/SH-35/05-08
	PF of Smt. P. Das, AT
	-do-
	-do-

	28
	AD/SH-36/05-08
	PF of S. Satapathy, AT
	-do-
	-do-

	29
	AD/SH-37/05-08
	PF of K. Tripathy, AT
	-do-
	-do-

	30
	AD/SH-38/05-08
	PF of D. Soren, AT
	-do-
	-do-

	31
	AD/SH-39/05-08
	PF of Smt. M. Lakra, AT
	-do-
	-do-

	32
	AD/SH-40/05-08
	PF of Smt. P. Mishra, AT
	-do-
	-do-

	33
	AD/SH-41/05-08
	PF of R.N. Nayak, AT
	-do-
	-do-

	34
	AD/SH-42/05-08
	PF of Smt. S.R. Mishra, AT
	-do-
	-do-

	35
	AD/SH-43/05-08
	PF of Smt. Ch. Dei, AT
	-do-
	-do-

	36
	AD/SH-44/2008
	PF of Smt. S. Mohanty, AT
	-do-
	-do-

	37
	AD/SH-45/05-08
	PF of Smt. Nibasini Mohapatra
	-do-
	-do-

	38
	AD/SH-46/05-08
	PF of Smt. B.P. Mohanty, AT
	-do-
	-do-

	39
	AD/SH-47/05-08
	PF of Smt. S. Sahoo (B), AT
	-do-
	-do-

	40
	AD/SH-49/05-08
	PF of A.K. Choudhury, AT
	-do-
	-do-

	41
	AD/SH-50/05-0-8
	PF of B. Moharana, AT
	-do-
	-do-

	42
	AD/SH-51/05-08
	PF of Subash Ch. Sahoo, AT
	-do-
	-do-

	43
	AD/SH-52/05-08
	PF of Smt. S. Acharya, AT
	-do-
	-do-

	44
	AD/SH-53/05-08
	PF of Smt. S. Das, AT
	-do-
	-do-

	45
	AD/SH-54/05-08
	PF of Smt. S.R. Hansda, AT
	-do-
	-do-

	46
	AD/SH-55/05-08
	PF of Smt. Ch. L. Dasmohapatra, AT
	-do-
	-do-

	47
	AD/SH-56/05-08
	PF of Smt. N. Behera, AT
	-do-
	-do-

	48
	AD/SH-57/05-08
	PF of Smt. Puspa Barla, AT
	-do-
	-do-

	49
	AD/SH-59/05-08
	PF of Smt. Narayanamma, PN
	-do-
	-do-

	50
	AD/SH-60/05-08
	PF of S.C. Samal, Pn
	-do-
	-do-

	51
	AD/SH-61/05-08
	PF of Smt. D. Bharati, PN
	-do-
	-do-

	52
	AD/SH-62/05-08
	PF of Smt. Dhunalata Nayak, PN
	-do-
	-do-

	53
	AD/SH-66/05-08
	PF of MD Liaqut Ali, AT Urdu
	-do-
	-do-

	54
	AD/SH-67/05-08
	PF of H.C. Sahoo, AT Hindi
	-do-
	-do-

	55
	AD/SH-68/05-08
	PF of B.B. Tripathy, AT Sans.
	-do-
	-do-

	56
	AD/SH-70/05-08
	PF of P.C. Patra, AT PET
	-do-
	-do-

	57
	AD/SH-71/05-08
	PF of R.N. Behera, AT Sans.
	-do-
	-do-

	58
	AD/SH-53/99-08
	PF of N.K. Mishra, AT PET
	-do-
	-do-

	59
	AD/SH-81/06-08
	PF of Smt. R.R. Jena, Peon
	-do-
	-do-

	60
	AD/SH-3/07-08
	Permission to teachers to attain outside programme
	-do-
	-do-

	61
	AD/SH-4/06-08
	Corr. on Port Trust school (scout, guide and science fees, purchase of News paper and science exhibition)
	-do-
	-do-

	62
	AD/SH-5/02-08
	Ceremonial function of Port Trust schools
	-do-
	-do-

	63
	AD/SH-5/02-08(Pt.)
	-do-
	-do-
	-do-

	64
	AD/SH-6/05-08
	Schedule of post of schools
	-do-
	-do-

	65
	AD/SH-7/03-08
	Posting of class-III and class-IV employees under school estt.
	-do-
	-do-

	66
	AD/SH-8/06-08
	Alternative VRs.
	-do-
	-do-

	67
	AD/SH-9/03-08
	Accommodation of candidate for HSC examination
	-do-
	-do-

	68
	AD/Sh-10/06-08
	Corr. on library facilities in PPT school
	-do-
	-do-

	69
	AD/SH-11/02-08
	Corr. on private tution by PPT schools.
	-do-
	-do-

	70
	AD/SH-14/02-08
	Corr. on schools run by State Govt. within Port area.
	-do-
	-do-

	71
	AD/SH-15/05-08
	Sanction of festival advance to school staffs
	-do-
	-do-

	72
	AD/SH-17/07-08
	Issue of employee certificate for admission in Paradip college/Kendriya vidyalaya
	-do-
	-do-

	73
	AD/SH-21/05-08 (Pt.)
	Approval of tour of school staff
	-do-
	-do-

	74
	AD/SH-21/05-08(Pt.I)
	-do-
	-do-
	-do-

	75
	AD/SH-22/06-08
	Opening of NCC unit (girls) in PPT High school
	-do-
	-do-

	76
	AD/SH-23/02-08
	Internal audit for ISO 9000 quality system
	-do-
	-do-

	77
	AD/SH-24/02-08
	Charge paper
	-do-
	-do-

	78
	AD/SH-26/05-08
	Corr. on family planning
	-do-
	-do-

	79
	AD/SH-27/06-08
	Incentive for passing Hindi
	-do-
	-do-

	80
	AD/SH-28/06-08
	Misc. correspondence 
	-do-
	-do-

	81
	AD/SH-29/07-08
	Permission to avail vacation
	-do-
	-do-

	82
	AD/SH-30/05-08 (3 nos.)
	Permission to spare for Port Trust school
	-do-
	-do-

	83
	AD/SH-33/05-08 (Pt.)
	Conducting annual HSC examination at Paradip.
	-do-
	-do-

	84
	AD/SH-35/07-08
	Result of Port Trust schools
	-do-
	-do-

	85
	AD/SH-37/02-08
	Minutes of management committee of KVP (Apr. of VMC)
	-do-
	-do-

	86
	AD/SH-40/04-08(Pt.I)
	Remitance of fund to KVP and corr. thereon.
	-do-
	-do-

	87
	AD/SH-42/03-08
	Misc. corr. on Kendriya Vidyalaya (study In-charge) of exam. Control of CBSC exam center of CBSC exam/payment to teachers on contract engagement and health check-up.
	-do-
	-do-

	88
	AD/SH-43/04-08 (2 nos.)
	Audit report on account of Port Trust schools and Kendriya Vidyalaya
	-do-
	-do-


	89
	AD/SH-44/06-08
	Misc. corr. on Kendriya Vidyalaya (admission, opening of section, coaching of students)
	-do-
	-do-

	90
	AD/SH-46/06-08
	Corr. on kendriya vidyalaya (staff strength, position minutes of VMC, sanction of additional section, expenditure on visit of kendriya vidyalaya officer, transportation facilities for students
	-do-
	-do-

	91
	AD/SH-48/04-08 (2 nos.)
	Reimbursement of medical expenses
	-do-
	-do-

	92
	AD/SH-49/02-08(Pt.)
	Fixation of pay of class-III and IV employees of school estt. In Sr. post/promotional scale of pay
	-do-
	-do-

	93
	AD/SH-50/03-08
	Corr. on computer advance
	-do-
	-do-

	94
	AD/SH-52/02-08
	Headmasters conference in PPT high school.
	-do-
	-do-

	95
	AD/SH-53/02-08(Pt.) (2 nos.)
	Excurssion of school students
	-do-
	-do-

	96
	AD/SH-55/02-08
	Transfer/posting of teachers/staff in different school of Port Trust
	-do-
	-do-

	97
	AD/SH-56/02-08
	Reimbursement of tution fees to employees of school
	-do-
	-do-

	98
	AD/SH-59/02-08
	General Election to Lok Sabha and state assembly
	-do-
	-do-

	99
	AD/SH-61/02-08
	Purchase of science materials for Port Trust school (science exhibition)
	-do-
	-do-

	100
	AD/SH-62/02-08
	Character and antecedent of Class-III and Class-IV employees 
	-do-
	-do-

	101
	AD/SH-64/02-08
	Admission to students in Port Trust schools
	-do-
	-do-

	102
	AD/SH-65/02-08
	Transfer of school book and personal file
	-do-
	-do-

	103
	AD/SH-66/02-08
	Encashment of EL of staff
	-do-
	-do-

	104
	AD/sH-68/02-08
	Sanction of funds for Port Trust school
	-do-
	-do-


	105
	AD/SH-69/02-08
	Sanction of TA of staff on retirement
	-do-
	-do-

	106
	AD/SH-70/02-08
	Family particular of employees of school wing for issue of medical claim
	-do-
	-do-

	107
	AD/SH-72/02-08
	Sanction of LTC corr. thereon.
	-do-
	-do-

	108
	AD/SH-73/02-08
	Corr. on house building loan
	-do-
	-do-

	109
	AD/SH-74/02-08
	EMI return
	-do-
	-do-

	110
	AD/SH-75/02-08
	Motorcycle and scooter advance
	-do-
	-do-

	111
	AD/SH-77/05-08(Pt.)
	Sanction of increment
	-do-
	-do-

	112
	AD/SH-78/02-08
	Payment of cash equivalent of leave salary to retired employee.
	-do-
	-do-

	113
	AD/SH-79/02-08 (3 nos.)
	Assured carrear progression part-31 of wage settlement dtd.02.08.02
	-do-
	-do-

	114
	AD/SH-81/02-08
	Holiday of Port trust schools
	-do-
	-do-

	115
	AD/SH-82/02-08(2 nos.)
	Conducting half yearly, annual exam and other exam of school.
	-do-
	-do-

	116
	AD/SH-87/02-08
	Disposal of old paper of Port Trust schools.
	-do-
	-do-

	117
	AD/SH-89/03-08
	Medical advance from welfare fund
	-do-
	-do-

	118
	AD/SH-90/03-08
	Purchase of sports materials for PPT schools
	-do-
	-do-

	119
	AD/SH-94/03-08
	Steping of pay
	-do-
	-do-

	120
	AD/SH-95/03-08
	Corr. on annual report of KPV port.
	-do-
	-do-

	121
	AD/SH-98/03-08
	Training programe for staff of Admn./schools.
	-do-
	-do-

	122
	AD/SH-100/03-08
	Demand/no demand corr.
	-do-
	-do-

	123
	AD/SH-101/05-08
	Flood advance
	-do-
	-do-

	124
	AD/SH-102/03-08
	Corr. on compassionate appointment
	-do-
	-do-

	125
	AD/SH-103/03-08
	Information on SC/ST/OBC/Minority
	-do-
	-do-

	126
	AD/SH-107/04-08
	Encashment unutilized EL
	-do-
	-do-

	127
	AD/SH-109/03-08
	Deployment of teacher
	-do-
	-do-

	128
	AD/SH-110/04-08
	Celebration of teachers day
	-do-
	-do-


	129
	AD/SH-111/04-08
	Corr. on employee to be retired earlier.
	-do-
	-do-

	130
	AD/SH-112/04-08
	Roster arrangement
	-do-
	-do-

	131
	AD/SH-158/07-08
	Corr. on inspection of Port trust schools.
	-do-
	-do-

	132
	AD/SH-161/07-08
	Corr. regarding different activities of school students
	-do-
	-do-

	133
	AD/SH-163/08
	Change of cader of AT to the post of Asst.  
	-do-
	-do-

	134
	AD/SH-164/08
	Corr. with the State museum
	-do-
	-do-

	135
	AD/SH-165/08
	Corr. on computer training in PPT High school
	-do-
	-do-

	136
	AD/SH/Printing-166/08
	Printing of school pad and certificate
	-do-
	-do-


LIST OF RECORDS:

FILES USED IN THE O.E. SECTION OF ADMINISTRATIVE DEPARTMENT, PPT.
(TELEPHONE WITH OFFICER ESTABLISHMENT FILES)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01
	AD/OE/PH-1/2008
	Payment of mobile telephone charges
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn.Deptt.

	02
	AD/OE/PH-2/2008(Pt.)
	Installation of Airtel mobile telephone
	-do-
	-do-

	03
	AD/OE/PH-85/2008
	Payment of mobile telephone 
	-do-
	-do-

	04
	AD/OE/PH-80/2008
	Payment of mobile telephone of Dy. Chairman, PPT.
	-do-
	-do-

	05
	AD/OE/PH-81/2008
	Payment of mobile telephone of Secretary, PPT
	-do-
	-do-

	06
	AD/OE/PH-84/2008
	-do- Estate Officer, PPT
	-do-
	-do-

	07
	AD/OE/PH-82/2008
	-do- Commandant, CISF
	-do-
	-do-

	08
	AD/OE/PH-86/2008
	-do- Chairman, PPT
	-do-
	-do-

	09
	AD/OE/PH-83/2008
	-do- Dy. Secretary (P&IR), PPT
	-do-
	-do-

	10
	AD/OE/PH-26/2008(Pt.II)
	Misc. corr. of phone CISF Unit.
	-do-
	-do-

	11
	AD/OE/PH-26/2008(Pt.)
	Misc. corr. 
	-do-
	-do-

	12
	AD/OE/PH-26/2008(Pt.I)
	Misc. corr.
	-do-
	-do-

	13
	AD/OE/PH-26/2008(Pt.III)
	Misc. corr.
	-do-
	-do-

	14
	AD/OE/PH-1/2008(Pt.)
	Recovery of telephone charges
	-do-
	-do-

	15
	AD/OE/PH-27/2008
	Permission for retain telephone after retirement
	-do-
	-do-

	16
	AD/OE/PH-24/2008(IPA)
	Personal telephone connection of Port employees.
	-do-
	-do-

	17
	AD/OE/PH-75/2008
	Use of personal telephone for official use etc.
	-do-
	-do-

	18
	AD/OE/PH-28/2008
	Reimbursement of rental charges of official use.
	-do-
	-do-

	19
	AD/OE/PH-32/2008
	Corr. on shifting on telephone
	-do-
	-do-

	20
	AD/OE/PH-62/2008(Pt.)
	Complain of audit (telephone)
	-do-
	-do-

	21
	AD/OE/Genl-17/2008
	Complains of audit objection.
	-do-
	-do-

	22
	AD/OE/PH-62/2006(Pt.)
	Complains of audit.
	-do-
	-do-

	23
	AD/OE/PH-62/2006
	Complains of audit telephone
	-do-
	-do-

	24
	AD/OE/PH-1/2008
	Recovery of telephone charges
	-do-
	-do-

	25
	AD/OE/PH-67/2008(Pt.)
	Review of telephone corr. thereon.
	-do-
	-do-

	26
	AD/OE/PH-26(Pt.I)/2007
	Misc. corr. on phone
	-do-
	-do-

	27
	AD/OE/PH-1/2008(Pt.)
	Payment of telephone charges (Land phone)
	-do-
	-do-

	28
	AD/OE/PH-10/2008
	Payment of telephone bills in respect of 222783 Asst. Secy. (Admn.) residence
	-do-
	-do-

	29
	AD/OE/PH-17/2008
	-do- 222259 of Dy. Secretary (G), PPT (O)
	-do-
	-do-

	30
	AD/OE/PH-5/2008
	-do- 222063 of Dy. Secy. (L), PPT ®
	-do-
	-do-

	31
	AD/OE/PH-13/2008
	-do- 222168 of Secretary, PPT (O)
	-do-
	-do-

	32
	AD/OE/PH-4/2008
	-do- 222149 of Secy, PPT (O)
	-do-
	-do-

	33
	AD/OE/PH-22/2008
	Office of Secy. ®
	-do-
	-do-

	34
	AD/OE/PH-18/2008
	PA to Secretary 222768 ®
	-do-
	-do-

	35
	AD/OE/PH-19/2008
	Dy. Secy. (P&IR) 222146 (O)
	-do-
	-do-

	36
	AD/OE/PH-3/2008
	-do- 222846 ®
	-do-
	-do-

	37
	AD/OE/PH-12/2008
	Payment of telephone bill no.222165 Dy. Secy. (L) (O)
	-do-
	-do-

	38
	AD/OE/PH-6/2008
	-do- 222532 Ex-Dy. Secy. (L) ®
	-do-
	-do-

	39
	AD/OE/PH-21/2008
	222395 DM(MS) (O)
	-do-
	-do-

	40
	AD/OE/PH-21/2008(PT)
	222122 ®
	-do-
	-do-

	41
	AD/OE/PH-15/2008
	-do- 222242 PRO (O)
	-do-
	-do-

	42
	AD/OE/PH-80/2008
	-do- 223063 PRO, PPT ®
	-do-
	-do-

	43
	AD/OE/PH-14/2008
	-do- 222492 Hindi Officer (O)
	-do-
	-do-

	44
	AD/OE/PH-102/2008
	-do- 222917 –do- ®
	-do-
	-do-

	45
	AD/OE/PH-23/2008
	-do- 222045 Vigilance Officer (O)
	-do-
	-do-

	46
	AD/OE/PH-11/2008
	-do- 220836 Dy. Secy. (G) ®
	-do-
	-do-

	47
	AD/OE/PH-16/2008
	-do- 222108 Headmaster, PTHS (O)
	-do-
	-do-

	48
	AD/OE/PH-70/2008
	-do- 222205 –do- ®
	-do-
	-do-

	49
	AD/OE/PH-8/2008
	-do- 223175 of EO, PPT (O)
	-do-
	-do-

	50
	AD/OE/PH-9/2008
	-do- 223176 –do- (O)
	-do-
	-do-

	51
	AD/OE/PH-103/2008
	-do- 222673 of EO, PPT ®
	-do-
	-do-


	52
	AD/OE/PH-7/2008
	-do- 222106  of Resident Officers club office
	-do-
	-do-

	53
	AD/OE/PH-79/2008
	-do- 223094 officer club Guest House office.
	-do-
	-do-

	54
	AD/OE/PH-66/2008
	-do- 221525 employees recreation club office.
	-do-
	-do-

	55
	AD/OE/PH-82/2008
	-do- 223326 Madhuban UP School.
	-do-
	-do-

	56
	AD/OE/PH-83/2008
	-do- 220080 RO, PPT ®
	-do-
	-do-

	57
	AD/OE/PH-52/2008
	-do- 222158 CISF control room
	-do-
	-do-

	58
	AD/OE/PH-34/2008
	-do- 222202 Commandant, CISF ®
	-do-
	-do-

	59
	AD/OE/PH-41/2008
	-do- 222153 O/o. Commandant, CISF Unit (O)
	-do-
	-do-

	60
	AD/OE/PH-51/2008
	-do- 222248 Dy. Commandar (O)
	-do-
	-do-

	61
	AD/OE/PH-37/2008
	-do- 222225  Dy. Commandant ®
	-do-
	-do-

	62
	AD/OE/PH-49/2008
	-do- 222211 Asst. Commandant, Admn. ®
	-do-
	-do-

	63
	AD/OE/PH-35/2008
	-do- 222024 Coy. Commandant (O)
	-do-
	-do-

	64
	AD/OE/PH-50/2008
	-do- 223015 Dy. Commandant (F) (O)
	-do-
	-do-

	65
	AD/OE/PH-46/2008
	-do- 222130 CISF Fire Barrak/ training center.
	-do-
	-do-

	66
	AD/OE/PH-40/2008
	-do- 222385 Fire station CISF
	-do-
	-do-

	67
	AD/OE/PH-45/2008
	-do- 222113 Coy. Commandant, CISF ®
	-do-
	-do-

	68
	AD/OE/PH-44/2008
	-do- 222446 Fishing gate No.5
	-do-
	-do-

	69
	AD/OE/PH-43/2008 
	-do- 222448 Gate No.3 CISF
	-do-
	-do-

	70
	AD/OE/PH-36/2008
	-do- 222447 CISF Inspector ®
	-do-
	-do-

	71
	AD/OE/PH-48/2008
	-do- 222135 Gate No.4 CISF
	-do-
	-do-

	72
	AD/OE/PH-47/2008
	-do- 222463 Asst. Commandant (O)
	-do-
	-do-

	73
	AD/OE/PH-39/2008
	-do- 222425 Dy. Commandant, CISF ®
	-do-
	-do-

	74
	AD/OE/PH-38/2008
	-do- 223660 Atbk gate CISF
	-do-
	-do-

	75
	AD/OE/PH-63/2008
	-do- 222939 Inspector Fire residence
	-do-
	-do-

	76
	AD/OE/PH-42/2008
	-do- 222414 Dumpher house gate no.2
	-do-
	-do-

	77
	AD/OE/PH-101/2008
	-do- 211361 O/o. of Dy. Commandant, CISF
	-do-
	-do-

	78
	AD/OE/PH-33/2008
	-do- 211449 Gate No.2 near radar station.
	-do-
	-do-

	79
	AD/OE/PH-40(Pt.)/2008
	-do- 220452 Fire station CISF
	-do-
	-do-

	80
	AD/OE/Genl-1/2008
	Corr. of medical reimbursement
	-do-
	-do-

	81
	AD/OE/Genl-1/2008(Pt.)
	-do- Class-III and Class-IV employees
	-do-
	-do-

	82
	AD/OE/Genl-1/2008(Pt.I)
	-do-
	-do-
	-do-

	83
	AD/OE/Genl-1/2008(Pt.II)
	-do-
	-do-
	-do-

	84
	AD/OE/Genl-1/2008(Pt.III)
	-do-
	-do-
	-do-

	85
	AD/OE/Genl-1/2008(Pt.IV)
	-do-
	-do-
	-do-

	86
	AD/OE/Genl-1/2008(Pt.)
	Transfer traveling allowance for Class-III and IV staff of on retirement
	-do-
	-do-

	87
	AD/OE/Genl-15/2008
	Payment of children educationa allowance and tution fees for Class-III & IV staff.
	-do-
	-do-

	88
	AD/OE/Genl-14/2008
	LTC advance and adjustment of Class-III & IV staffs
	-do-
	-do-

	89
	AD/OE-Genl-14/2008(Pt.)
	LTC advance and adjustment of Class-III & IV staff
	-do-
	-do-


(OFFICER ESTABLISHMENT FILES)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01
	AD/OE/PF(I)/II/2007
	PF of A.K. Samal, SRO
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn.Deptt.

	02
	AD/OE/PF(II)-10/2008
	PF of P. Tudu, PA to Secy.
	-do-
	-do-

	03
	AD/OE/PF(I)-37/2008
	PF of K. Raghuramaiah, Chairman, PPT
	-do-
	-do-

	04
	AD/OE/PF(I)-34/2007
	PF of B.C. Sahoo, PS to Chairman, PPT
	-do-
	-do-

	05
	AD/OE/PF(I)-1/2006
	PF of P.K. Nanda, Secy., PPT
	-do-
	-do-

	06
	AD/OE/PF(II)-27/2008
	PF of S.D. Sahoo, WO(IR)
	-do-
	-do-

	07
	AD/OE/PF(I)-38/2007
	PF of R. Mohapatra, DM(MS)
	-do-
	-do-

	08
	AD/OE/PF(I)-31/2008
	PF of N. Pattnaik, HO
	-do-
	-do-

	09
	AD/OE/PF(II)-29/2008
	PF of P.C. Mishra, PRO
	-do-
	-do-

	10
	AD/OE/PF(II)-33/2008
	PF of A.C. Behera, ALO
	-do-
	-do-

	11
	AD/OE/PF(II)-26/2008
	PF of D. Pattnaik, WO (G)
	-do-
	-do-

	12
	AD/OE/PF(II)-35/2006
	PF of S.J. Hossain, PA to Dy. Chairman, PPT
	-do-
	-do-

	13
	AD/OE/PF(II)-12/2008
	PF of Smt. G.R. Sinha, HM, PPT High School.
	-do-
	-do-

	14
	AD/OE/PF(II)-22/2008
	PF of G.N. Sarangi, Mgr. Guest House
	-do-
	-do-

	15
	AD/OE/PF(II)-9/2008
	PF of S.N. Mohanty, PA 
	-do-
	-do-

	16
	AD/OE/PF(II)-36/2008
	PF of N.Kar, Asst. Secy.
	-do-
	-do-

	17
	AD/OE/PF(I)-40/2008
	PF of B.K. Mohanty, DS(Law)
	-do-
	-do-

	18
	AD/OE/PF(I)-19/2008
	PF of M.D. Pradhan, Ex. DS(L)
	-do-
	-do-

	19
	AD/OE/PF(I)-4/2008
	PF of N.K. Mishra, Dy. Secy.(P&IR)
	-do-
	-do-


	20
	AD/OE/PF(II)-39/2008
	PF of J.Das, Asst. Engineer ©
	-do-
	-do-

	21
	AD/OE/PF(I)-41/2008
	PF of Biplav Kumar, Dy. Chairman, PPT.
	-do-
	-do-

	22
	AD/OE/I&II/TA-30/2008
	TA file of B.K. Mohanty, DS(L)
	-do-
	-do-

	23
	AD/OE/I&II/TA-16/2008
	-do- P. Tudu, PA to Secy.
	-do-
	-do-

	24
	AD/OE/I&II/TA-31/2008
	-do- B.C. Sahoo, PS to Chairman
	-do-
	-do-

	25
	AD/OE/I&II/TA-26/2008
	-do- N.K. Pattnaik, Hindi Officer
	-do-
	-do-

	26
	AD/OE/I&II/TA-25/2008
	-do- R.K. Mishra, LO on contract
	-do-
	-do-

	27
	AD/OE/I&II/TA-27/2008
	Tour programme of N. Kar, Asst. Secy.
	-do-
	-do-

	28
	AD/OE/I&II/TA-9/2008
	-do- S.N. Mohanty, PA
	-do-
	-do-

	29
	AD/OE/I&II/TA-19/2008
	-do- G.N. Sarangi, MGH
	-do-
	-do-

	30
	AD/OE/I&II/TA-1/2008
	-do- P.K. Nanda, Secy.
	-do-
	-do-

	31
	AD/OE/I&II/TA-24/2008
	-do- P.C. Mishra, PRO
	-do-
	-do-

	32
	AD/OE/I&II/TA-22/2008
	-do- D. Pattnaik, WO(G)
	-do-
	-do-

	33
	AD/OE/I&II/TA-29/2008
	-do- K. Thirumolar, EO (I/c.)
	-do-
	-do-

	34
	AD/OE/I&II/TA-28/2008
	-d- R. Mohapatra, DM(MS)
	-do-
	-do-

	35
	AD/OE/I&II/TA-21/2008
	-do- S.D. Sahoo, WO(IR)
	-do-
	-do-

	36
	AD/OE/I&II/TA-12/2008
	-do- G.R. Sinha, HM, PTHS
	-do-
	-do-

	37
	AD/OE/I&II/TA-4/2008
	-do- N.K. Mishra, Dy. Secy. (P&IR)
	-do-
	-do-

	38
	AD/OE/I&II/TA-11/2008
	-do- A.K. Samal, SRO
	-do-
	-do-

	39
	AD/OE/I&II/TA-15/2008
	-do- M.D. Pradhan, DS(L)
	-do-
	-do-

	40
	AD/OE/I&II/Genl-11/2008(Pt.)
	Misc. corr. in respect of officers and other General records.
	-do-
	-do-

	41
	AD/OE/I&II/Genl-7/2007
	General corr. on personal cases of Class-I &II officers of Admn Deptt.
	-do-
	-do-

	42
	AD/OE/I&II/Genl-23/2008
	Festival advance of Class-I & II officer of Admn. Deptt.
	-do-
	-do-

	43
	AD/OE/I&II/Genl-13/2008
	Honorarium to Class-I & II officer of Admn. Deptt.
	-do-
	-do-

	44
	AD/OE/I&II/Genl-5/2008
	Advance from GPF A/c. of officer (temporary) 
	-do-
	-do-

	45
	AD/OE/I&II/Genl-6/2008
	Withdrawal from GPF A/c. in respect of officers NR
	-do-
	-do-

	46
	AD/OE/I&II/Genl-24/2007
	Grant of LTC of officers of Admn. Deptt.
	-do-
	-do-

	47
	AD/OE/I&II/Genl-24/2008(Pt.)
	-do-
	-do-
	-do-

	48
	AD/OE/I&II/Genl-2/2007
	Statement of claim under GSLi scheme in respect of retired officer and corr. thereon.
	-do-
	-do-

	49
	AD/OE/I&II/Genl-2/2007(Pt.)
	Misc. corr. in respect of officers of other general records.
	-do-
	-do-

	50
	AD/OE/I&II/Genl-15/2006
	Motorcycle/scooter/car/personal computer advance in favour of officers.
	-do-
	-do-

	51
	AD/OE/I&II/Genl-7/2007 (Pt.)
	General corr. on personal cases of Class-I & II officers of Admn. Deptt.
	-do-
	-do-

	52
	AD/OE/I&II/Genl-23/2007(Pt.)
	Corr. festival advance of Class-I & II officers of Admn. Deptt.
	-do-
	-do-

	53
	AD/OE/I&II/Genl-26/2008(Pt.)
	Contributory outdoor and indoor medical treatment benefit after retirement in favour of retired officers/staff of Admn. Deptt.
	-do-
	-do-

	54
	AD/OE/I&II/Genl-12/2008
	Weekly off and holidays wages of Class-I & II officers of Admn. Deptt. of OT work.
	-do-
	-do-

	55
	AD/OE/I&II/Genl-32/2008
	Corr. with other major Port.
	-do-
	-do-

	56
	AD/OE/I&II/Genl-4/2005
	Reimbursement of medical expenses in favour of officers of Admn. Deptt.
	-do-
	-do-

	57
	AD/OE/I&II/Genl-16/2004
	Corr. of implementation of cell (pay revision committee for Port & Dock officers)
	-do-
	-do-

	58
	AD/OE/I&II/Genl-14/2004
	Alligation corruption against Class-I & II officer
	-do-
	-do-

	59
	AD/OE/I&II/Genl-33/2004
	Transfer and posting of officers under Admn. Deptt.
	-do-
	-do-

	60
	AD/OE/I&II/Genl-27/2004
	Reimbursement of coaching expenses (Joint Entrance Exam.)
	-do-
	-do-

	61
	AD/OE/I&II/Genl-22/2004
	Natural calamities advance in respct of officers of Admn. Deptt.
	-do-
	-do-

	62
	AD/OE/I&II/Genl-17/2004
	Misc. corr. in different club and aided organisation
	-do-
	-do-

	63
	AD/OE/I&II/Genl-19/2004
	Corr. on payment to BBSR club limt. BBSR.
	-do-
	-do-

	64
	AD/OE/I&II/Genl-18/2004
	Financial aid to Bethany convent school, Paradip.
	-do-
	-do-

	65
	AD/OE/I&II/Genl-28/2007
	Delegation of power
	-do-
	-do-

	66
	AD/OE/I&II/Genl-20/2004
	Corr. on payment to Jagruti
	-do-
	-do-

	67
	AD/OE/I&II/Genl-25/2007
	Reimbursement of convences expenses in favour of officers of Admn. Deptt.
	-do-
	-do-

	68
	AD/OE/I&II/Genl-3/2007
	Encashment of un-utilised EL in favour of retired officers.
	-do-
	-do-

	69
	AD/OE/I&II/Genl-32/2004
	Corr. with other major Ports.
	-do-
	-do-

	70
	AD/OE/I&II/Genl-4/2007(Pt.)
	Reimbursement of medical expenses in favour of officers of Admn. Deptt.
	-do-
	-do-

	71
	AD/OE/I&II/Genl-6/2008(Pt.)
	Withdrawal from GPF in respect of officers (NR)
	-do-
	-do-

	72
	AD/OE/I&II/Genl-51/2008
	Misc. corr. in favour of officers in Admn. Deptt.
	-do-
	-do-

	73
	AD/OE/I&II/Genl-11/2007(Pt.)
	Misc. corr. in favour of officers and other general records.
	-do-
	-do-

	74
	AD/OE/I&II/Genl-1/2008
	Reimbursement of tutiton fees in favour of officers of Admn. Deptt
	-do-
	-do-

	75
	AD/OE/I&II/Genl-52/2008
	Misc. corr. 
	-do-
	-do-

	76
	AD/OE/I&II/Genl-4/2008(Pt.)
	Reimbursement medical expenses in favour of officers of Admn. Deptt.
	-do-
	-do-


LIST OF RECORDS:

FILES USED IN THE O.E. SECTION OF ADMINISTRATIVE DEPARTMENT, PPT.
(CISF FILES/REGISTER)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01
	AD/OE/CISF-18/08(Pt.)
	CISF salary
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn.Deptt.

	02
	AD/OE/CISF-52/06
	Wireless network for CISF
	-do-
	-do-

	03
	AD/OE/CISF-1/07(Pt.)
	Fire fighting of CISF
	-do-
	-do-

	04
	AD/OE/CISF-16/07(Pt.)
	Debit on clothing arms and ammuniation of CISF Unit.
	-do-
	-do-

	05
	AD/OE/CISF-3/07
	Fire observation day
	-do-
	-do-

	06
	AD/OE/CISF-83/07
	Requirement of Godrej Almirah
	-do-
	-do-

	07
	AD/OE/CISF-38/07
	Corr. dog squad
	-do-
	-do-

	08
	AD/OE/CISF-16/08
	Supply of paints to CISF
	-do-
	-do-

	09
	AD/OE/CISF-91/08
	Celebration of CISF security week 2008
	-do-
	-do-

	10
	AD/OE/CISF-87/08
	Procurement of printers and UPS
	-do-
	-do-

	11
	AD/OE/CISF-19/06
	Corr. regarding Barakhana of CISF Unit.
	-do-
	-do-

	12
	AD/OE/CISF-49/03-08
	Misc. corr. of CISF Unit.
	-do-
	-do-

	13
	AD/OE/CISF-37/06
	Reg. tournament of CISF
	-do-
	-do-

	14
	AD/OE/CISF-78/06
	Establishment of an officer mess by CISF Unit.
	-do-
	-do-

	15
	AD/OE/CISF-46/05
	Training of CISF personnel
	-do-
	-do-

	16
	AD/OE/CISF-1/05(Pt.)
	Fire Tender
	-do-
	-do-

	17
	TD/DTM/Opn/Genl-132
	Fire fighting services in Port area
	-do-
	-do-

	18
	AD/OE/CISF-69/05
	Disposal of old materials of CISF Unit.
	-do-
	-do-

	19
	AD/OE/CISF-49/03
	Misc. corr. of CISF Unit
	-do-
	-do-

	20
	AD/OE/CISF-47/04
	Crime review and action plan
	-do-
	-do-

	21
	AD/OE/CISF-9/05
	Theft and allegation
	-do-
	-do-

	22
	AD/OE/CISF-1/07(Pt.I)
	Recovery of fire fighting charges
	-do-
	-do-

	23
	AD/OE/CISF-34/03-07
	Contigent expenditure
	-do-
	-do-

	24
	AD/OE/CISF-45/07
	Medical advance of CISF Unit.
	-do-
	-do-

	25
	AD/OE/STN/CISF-02/06
	Indent and procurement of materials
	-do-
	-do-

	26
	AD/OE/CISF-85/07
	Procurement of wheel char of CISF Unit
	-do-
	-do-

	27
	AD/OE/CISF/STN-34/08(Pt.)
	Stationary of CISF Unit.
	-do-
	-do-

	28
	AD/OE/CISF-45/07
	Medical advance of CISF Unit.
	-do-
	-do-

	29
	AD/OE/CISF-34/07
	Indent and procurement of materials of CISF Unit
	-do-
	-do-

	30
	AD/OE/CIS-49/07
	Misc. corr. to CISF
	-do-
	-do-

	31
	AD/OE/CISF-76/05
	Demand/no demand certificate in favour of CISF Personnel
	-do-
	-do-

	32
	AD/OE/CISF-10/05
	Industrial Security 
	-do-
	-do-

	33
	AD/OE/CISF-25/05
	On modern item of Port secrity system
	-do-
	-do-

	34
	AD/OE/CISF-75/05
	Port patrolling security plan
	-do-
	-do-

	35
	AD/OE/CISF-67/07
	Fire Extinguisher
	-do-
	-do-

	36
	AD/OE/CISF/Bill-06
	Hindustan Enterpriser, CTC
	-do-
	-do-

	37
	AD/OE/CISF/Bill-02/06
	Fire Drop Self services, BBSR
	-do-
	-do-

	38
	AD/OE/CISF-9/07
	Report theft and priliferage 
	-do-
	-do-

	39
	AD/OE/CISF-29/05
	Procurement of new motorcycle.
	-do-
	-do-

	40
	AD/OE/CISF-88/08
	Requirement of Inventor and electric syron
	-do-
	-do-

	41
	AD/OE/STN/CISF-34/08
	Indent and procurement of materials
	-do-
	-do-

	42
	AD/OE/CISF-11/06
	Misc. corr. to CISF units.
	-do-
	-do-

	43
	AD/OE/CISF-45/04-08 (Pt.)
	Medical advance of CISF Unit
	-do-
	-do-

	44
	AD/OE/CISF-04/07
	Requirement of sand model 
	-do-
	-do-

	45
	AD/OE/CISF-49/04
	Safety of Port property
	-do-
	-do-

	46
	AD/OE/CISF-1/05
	Fire tender hire charges
	-do-
	-do-

	47
	AD/OE/CISF-35/04
	CISF raising day 2004
	-do-
	-do-

	48
	AD/OE/CISF-71/04
	ISPS code Port security system
	-do-
	-do-

	49
	AD/OE/CISF-1/03
	Fire fighting of CISF
	-do-
	-do-

	50
	AD/OE/CISF-1/2002
	Fire fighting of CISF
	-do-
	-do-

	51
	AD/OE-67/115/03
	Reg. wireless set
	-do-
	-do-

	52
	AD/OE/CISF-30/04
	Misc. corr. with CISF
	-do-
	-do-

	53
	AD/OE/CISF-2/02
	Corr. with CISF regarding strike
	-do-
	-do-

	54
	AD/OE/CISF-5/02
	Cash reward to CISF staff
	-do-
	-do-

	55
	AD/OE/CISF-2/02
	Corr. with CISF regarding strike
	-do-
	-do-

	56
	AD/OE/CISF-22/02
	Corr. on traffic police at PPT
	-do-
	-do-

	57
	AD/OE/CISF-31/02
	Issue of demand certificate in respect of Commandant, CISF
	-do-
	-do-

	58
	AD/OE/CISF-14/02
	Payment of supervision charges to CISF H/Q.
	-do-
	-do-

	59
	AD/OE/CISF-15/02
	Assessment of Port Trust dues on RTC, Paradip.
	-do-
	-do-

	60
	AD/OE/CISF-36/02
	Repair of band equipment and musical instruments.
	-do-
	-do-

	61
	AD/OE/CISF-28/02
	Canteen subside to CISF Unit, PPT
	-do-
	-do-

	62
	AD/OE/CISF-12/02
	Purchase of rules bools
	-do-
	-do-

	63
	AD/OE/CISF-13/04
	Corr. regarding security fund of CISF Unit, Paradip.
	-do-
	-do-

	64
	AD/OE/CISF-4/04
	Purchase of colour TV for CISF
	-do-
	-do-

	65
	AD/OE/CISF-23/04
	Sanction of advance for kabbadi tournament.
	-do-
	-do-

	66
	AD/OE/CISF-44/02
	Procurement of materials for CISF Unit, PPT
	-do-
	-do-

	67
	AD/OE/CISF-11/02
	Misc. corr. with CISF
	-do-
	-do-

	68
	AD/OE/CISF-8/02
	Corr. budget 
	-do-
	-do-

	69
	AD/OE/CISF-29/02
	Procurement of materials of CISF Unit
	-do-
	-do-

	70
	AD/OE/CISF-1/08
	Procurement of 5 nos. of Herohonda motorcycle for CISF Unit
	-do-
	-do-

	71
	AD/OE/CISF-2/08
	Annual maintenance of walkie talkies.
	-do-
	-do-

	72
	AD/OE/CISF-3/08
	Misc. corr. of CISF Unit.
	-do-
	-do-

	73
	AD/OE/CISF-4/08
	Increase of contingent expenditure
	-do-
	-do-

	74
	AD/OE/CISF-5/08
	Survey board pertaining to 12 nos. of GP-300 walkie talkies with accessories.
	-do-
	-do-

	75
	AD/OE/CISF-6/08
	Requirement of 130 set new pattern ceremonial dress
	-do-
	-do-

	76
	AD/OE/CISF-7/08
	Cutting of wild growth and maintenance at CISF complex.
	-do-
	-do-

	77
	AD/OE/CISF-8/08
	Providing computer along with accessories
	-do-
	-do-

	78
	AD/OE/CISF-9/08
	Procurement of GP-338 walkie talkies along with accessories.
	-do-
	-do-

	79
	AD/OE/CISF-10/08
	Procurement of water cooler
	-do-
	-do-

	80
	AD/OE/CISF-11/08
	Estalishment of bomb detection squad at CISF Unit
	-do-
	-do-


(FIRE & REGISTER OF CASH)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/Cash-15/07(Pt.)
	Corr. on contingency expenditure of Admn. Deptt. Main Wing
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02
	AD/OE/Cash-5/04(Pt.I)
	Misc. corr. on cash.
	-do-
	-do-

	03
	AD/OE/Cash-6/02
	Cleaning charges of telephone
	-do-
	-do-

	04
	AD/OE/Cash-17/04
	Expenses on serving tea etc.
	-do-
	-do-

	05
	AD/OE/Cash-4/06
	Corr. with permanent imprest
	-do-
	-do-

	06
	AD/OE/Cash-4/07(Pt.)
	Corr. on permanent imprest of Estate Wing
	-do-
	-do-

	07
	AD/OE/Cash-5/06(Pt.)
	Corr. on disbursement of cheque and draft
	-do-
	-do-

	08
	AD/OE/Cash-4/06
	Corr. on temporary advance
	-do-
	-do-

	09
	AD/OE/Cash-16/04
	Payment of hire charges for postbag
	-do-
	-do-

	10
	AD/OE/Cash-3/05
	Payment of credit telegram
	-do-
	-do-

	11
	AD/OE/Cash-16/02
	Renewal of telegraphic address
	-do-
	-do-

	12
	AD/Sh/Bill-13/06
	Renewal of post box
	-do-
	-do-

	13
	AD/Sh/Bill-19/06
	Purchase of Misc. materials for school wing
	-do-
	-do-

	14
	AD/OE/Cash-1/06 (Pt.)
	Corr. on expenditure for CISF Unit,PPT
	-do-
	-do-

	15
	AD/EST/Court/Cultural-01/06
	Corr. on departmental cultural meet/function.
	-do-
	-do-

	16
	AD/SH-126/05
	Interview on 31.07.05 at PTHS
	-do-
	-do-

	17
	AD/OE-70-9/2000(Pt.)
	Challan copies
	-do-
	-do-

	18
	AD/OE/Cash-12/02
	Audit observation & compliance
	-do-
	-do-

	19
	AD/OE/Cash-15/02
	Corr. on office contingency
	-do-
	-do-

	20
	AD/EST/Cash-XIII/2/05
	Corr. on outdated cheques
	-do-
	-do-

	21
	AD/OE/Cash-9/02
	Corr. on pmanent Imprest of Admn. Deptt.
	-do-
	-do-

	22
	AD/OE/Cash-11/02
	Corr. on charge paper of DDO
	-do-
	-do-

	23
	AD/OE/Cash-2/02
	Corr. regarding Misc. expenditure for CISF Unit.
	-do-
	-do-

	24
	AD/OE/Cash-14/02
	Purchase of contingency/drawal of temporary advance.
	-do-
	-do-

	25
	AD/OE/Cash-16/03
	Payment of Grant-in-aid
	-do-
	-do-

	26
	AD/OE/Cash-13/02
	Corr. regading payment of CD cases.
	-do-
	-do-

	27
	AD/OE/Cash-8/02
	Sanction of RS.3,000/- for Fire tenders.
	-do-
	-do-

	28
	AD/EST/Cash/XIII/1/05
	Temporary advance drawal and adjusting accounts
	-do-
	-do-

	29
	AD/EST/Cash-5/04
	Misc. correspondences
	-do-
	-do-

	30
	AD/OE/Cash-15/05(Vol.I)
	Office contingency expenses
	-do-
	-do-

	31
	AD/EST/Cash-6/06
	Sanction of entertainment.
	-do-
	-do-

	32
	AD/OE/Cash-1/05(Pt.)
	Expenditure for CISF Unit, PPT
	-do-
	-do-

	33
	AD/OE/Cash-1/03(Pt.II)
	Permanent Imprest of CISF Unit
	-do-
	-do-

	34
	AD/OE/Cash-18/05
	Service tax
	-do-
	-do-

	35
	AD/OE/Cash-19/05
	Temporary advance
	-do-
	-do-

	36
	AD/OE/Cash-8/04
	Audit para
	-do-
	-do-

	37
	AD/OE/70/10/88/89
	Corr. temporary advance
	-do-
	-do-

	38
	AD/OE/70/12/91
	Payment of bill for courier service
	-do-
	-do-

	39
	AD/OE/70/3/97
	Referral case to AIIMs
	-do-
	-do-

	40
	AD/OE/70/3/88
	Un resubersement amount
	-do-
	-do-

	41
	AD/OE/70/3/95
	Adoption of game Judo in PPT
	-do-
	-do-

	42
	AD/OE/Cash-10/02
	Reimbursement of hire charges
	-do-
	-do-

	43
	AD/OE/70/2/95
	Purchase of office contigent
	-do-
	-do-

	44
	AD/OE/67/88-96
	-do-
	-do-
	-do-

	45
	AD/OE/70/5/91
	Conveyance charges
	-do-
	-do-

	46
	AD/OE/70/2/2000(Pt.)
	Purchase of office contingency
	-do-
	-do-

	47
	AD/OE/Cash-1/02
	Permanent imprest
	-do-
	-do-

	48
	AD/OE/Cash-7/02
	AG audit
	-do-
	-do-

	49
	AD/OE/Cash-70/7/2000
	Payment of credit telegram
	-do-
	-do-

	50
	AD/OE/70/6/94
	Payment of telephone bill
	-do-
	-do-

	51
	AD/OE/Cash-3/2002
	Payment of credit telegram
	-do-
	-do-

	52
	AD/OE/Cash-5/2002
	Misc. corr. on cheque
	-do-
	-do-

	53
	AD/OE/Cash-4/02
	Corr. on temporary advance
	-do-
	-do-

	54
	AD/OE/Cash-20/07
	Permanent imprest
	-do-
	-do-


LIST OF RECORDS:

FILES USED IN THE O.E. SECTION OF ADMINISTRATIVE DEPARTMENT, PPT.
	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/GL-31/08
	Cleaning and sweeping, watch and ward, gardening, cleaning of grass/buses etc. from inside school of Port Trust schools
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02
	AD/OE/GL-30/08
	Cleaning and sweeping work of Port Trust guest house on annual contract basis
	-do-
	-do-

	03
	AD/OE/GL-28/08(Pt.)
	Cleaning of field and other arrears of Port Trust schools
	-do-
	-do-

	04
	AD/OE/GL-28/08
	Cleaning of field and other areas of Port Trust schools
	-do-
	-do-

	05
	AD/OE/GL-26/08
	Cleaning and sweeping work of Port Trust guest house and schools on tender basis.
	-do-
	-do-

	06
	AD/OE/GL-7/08(Pt.IV)
	Sanction of contractual workers under Admn. Deptt./other deptt. of PPT on compensionate ground
	-do-
	-do-

	07
	AD/OE/GL-7/08(Pt.)
	Sanction of contractual workers under Admn. Deptt.
	-do-
	-do-

	08
	AD/OE/GL-7/08
	Sanction of DLR of Admn. Deptt.
	-do-
	-do-

	09
	AD/OE/GL-39/08
	Sanction of contractual laborers charges of PR Wing, PPT.
	-do-
	-do-

	10
	AD/OE/GL-62/08
	Issue of check list in favour of Baikuntha Nayak, Contractor
	-do-
	-do-

	11
	AD/OE/GL-48/08
	Misc. corr. on contractual workers of Jawahar Guest House.
	-do-
	-do-

	12
	AD/OE/GL-7/08(Pt.IV)
	Issue of entry pass
	-do-
	-do-

	13
	AD/OE/GL-38/08
	Sanction of DLR engagement under PR Section.
	-do-
	-do-

	14
	AD/OE/GL-47/08
	Engagement of contractual workers at PPT Guest House at BBSR
	-do-
	-do-

	15
	AD/OE/GL-37/08
	Corr. on theft cases under Admn. Deptt.
	-do-
	-do-

	16
	AD/OE/GL-32/08
	Details on award of tenders /contract publishing on websites report to CVO, PPT.
	-do-
	-do-

	17
	AD/OE/GL-34/08
	Museum and acquarum of PPT
	-do-
	-do-

	18
	AD/OE/GL-29/08
	Preparation of business plan.
	-do-
	-do-

	19
	AD/OE/GL-44/08
	Internal action plan in case of cyclone/flood/natural calamities at Paradip Port.
	-do-
	-do-

	20
	AD/OE/GL-34/08
	Museum and acquarum of PPT
	-do-
	-do-

	21
	AD/OE/GL-61/08
	Information under Right to Information Act 2005
	-do-
	-do-

	22
	AD/OE/GL-51/08
	Report on vacancies pending for filling up posts in Major ports to PAND.
	-do-
	-do-

	23
	AD/OE/GL-16/08
	Revsion of procurement of norms HOD meeting
	-do-
	-do-

	24
	AD/OE/GL-35/08
	DRDO Activities at Paradip.
	-do-
	-do-

	25
	AD/OE/GL-33/08
	Aviation service to Paradip Port.
	-do-
	-do-

	26
	AD/OE/GL-53/08
	Corr. on cyclone shelter sheds Maritime Mesum
	-do-
	-do-

	27
	AD/OE/GL-36/08
	Proposal on BBSR International Centre.
	-do-
	-do-

	28
	AD/OE/GL-56/08
	Refund of EMD 
	-do-
	-do-

	29
	AD/OE/GL-27/08
	Report on payment of contract labour
	-do-
	-do-

	30
	AD/OE/GL-27/08(Pt.I)
	-do-
	-do-
	-do-

	31
	AD/OE/GL-27/08(Pt.II)
	-do-
	-do-
	-do-

	32
	AD/OE/GL-8/08
	Cleaning and sweeping of guest house and schools.
	-do-
	-do-

	33
	AD/OE/GL-8/08
	Cleaning and sweeping of PPT Guest on schools and its premises.
	-do-
	-do-

	34
	AD/OE/GL-6/08
	Watch and ward to new high school building cleaning of premises.
	-do-
	-do-

	35
	AD/OE/GL-8/08 (Pt.)
	Cleaning and sweeping of schools and guest houses.
	-do-
	-do-

	36
	AD/OE/GL-23/08
	Civil Defence 
	-do-
	-do-

	37
	AD/OE/GL-6/08
	Watch and ward of Port Trust schools
	-do-
	-do-

	38
	AD/OE/GL-20/08
	Engagement of labour through Shramik Samabaya Samity Ltd.
	-do-
	-do-

	39
	AD/OE/GL-7/08
	Sanction of DLR for Admn. Deptt.
	-do-
	-do-

	40
	AD/OE/GL-7/08
	Sanction of DLR for Admn. Deptt.
	-do-
	-do-

	41
	AD/OE-63/96
	Corr. to engagement of DLR on contract basis.
	-do-
	-do-

	42
	AD/OE/GL-7/08
	Sanction of DLR for Admn. Deptt.
	-do-
	-do-

	43
	AD/OE/GL-5/08
	Corr. engagement of DLR on contract basis (Bill)
	-do-
	-do-

	44
	AD/OE/GL-7/08
	Review of DLR engagement
	-do-
	-do-

	45
	AD/OE/GL-7/08
	Sanction of DLR for Admn. Deptt.
	-do-
	-do-

	46
	AD/IR-01/04
	Enforcement of various provision of contract labour R & A Act 1970.
	-do-
	-do-

	47
	AD/OE/GL-8/08
	Cleaning and sweeping of PPT Guest house and schools
	-do-
	-do-

	48
	AD/OE/GL-8/08(Pt.)
	-do-
	-do-
	-do-

	49
	AD/OE/GL-8/08(Pt.II)
	-do-
	-do-
	-do-

	50
	AD/OE/GL-6/08 (Pt.I)
	Watch and ward of Port Trust schools
	-do-
	-do-

	51
	AD/OE/GL-6/08(Pt.II)
	-do-
	-do-
	-do-

	52
	AD/OE/GL-46/08
	Deployment of guards for watch and ward of Jayadev Sadan and maintain cleanliness and around of its surroundings.
	-do-
	-do-

	53
	AD/OE/GL-41/08(Pt.)
	Watch and ward of Jawahar Guest House, PPT.
	-do-
	-do-

	54
	AD/OE/GL-40/08(Pt.)
	Watch and ward of PPT Guest house, BBSR
	-do-
	-do-

	55
	AD/OE/GL-40/08
	-do-
	-do-
	-do-

	56
	AD/OE/GL-41/08
	Watch and ward of Jawahar Guest House, PPT
	-do-
	-do-

	57
	AD/PR/Misc-1/05
	Check list of contract labours
	-do-
	-do-

	58
	AD/PR/GH-9/05
	Appointment on compassionate ground
	-do-
	-do-

	59
	AD/PR/ERC/KM/05
	Watch and ward of ERC & K. Mandap.
	-do-
	-do-

	60
	AD/OE/GL-60/08
	-do-
	-do-
	-do-

	61
	AD/PR/G-7/00(Pt.)
	Payment of DLRs (Mandays)
	-do-
	-do-

	62
	AD/PR/C/Misc-1/07
	Corr. on contractual workers
	-do-
	-do-

	63
	AD/PR/OE-42/04
	Engagement of DLR in the PPT Guest House, JGH and PPT Guest House, BBSR and PR Wing.
	-do-
	-do-

	64
	AD/PR/OE-66/05
	Corr. on contractual workers.
	-do-
	-do-

	65
	AD/OE/GL-63/08
	Outsourcing day to day work of Jayadev Sadan
	-do-
	-do-

	66
	AD/OE/I&II/GL-10/08
	Payment of Indian Ports Assocition
	-do-
	-do-

	67
	AD/OE/I&II/GL-8/08
	Corr. on payment of TA and trustee fees to the Trustees PPT
	-do-
	-do-

	68
	AD/OE/I&II/GL-9/08
	Payment to IPA contribution
	-do-
	-do-

	69
	AD/OE/Aud-8/08
	Audit compliance
	-do-
	-do-

	70
	AD/OE/Bud-1/08
	Corr. budget.
	-do-
	-do-


LIST OF RECORDS:

FILES USED IN THE O.E. SECTION OF ADMINISTRATIVE DEPARTMENT, PPT.
(OFFICE STATIONARY)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/STN-1/08
	Purchase of stationary materials.
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02
	AD/OE/STN-2/08
	Purchase of stationary materials and office equipments
	-do-
	-do-

	03
	AD/OE/STN-3/08
	Purchase of rubber stamp of officer concerned.
	-do-
	-do-

	04
	AD/OE/STN-4/08
	Requirement of steel almirahs and other furniture.
	-do-
	-do-

	05
	AD/OE/STN-5/08
	Supply of table cloth/screen cloth/chair cover/vehicle seat cover
	-do-
	-do-

	06
	AD/OE/STN-6/08
	Purchase of printing materials for Admn. Deptt.
	-do-
	-do-

	07
	AD/OE/STN-7/08
	Purhcase and supply of stationary of PPT Schools.
	-do-
	-do-

	08
	AD/OE/STN-8/08
	Payment for transportation, loading and unloading charges.
	-do-
	-do-

	09
	AD/OE/STN-9/08
	Repair/purchase of bycicle of Admn. Deptt.
	-do-
	-do-

	10
	AD/OE/STN-10/08
	Annual indent of PPT schools
	-do-
	-do-

	11
	AD/OE/STN-11/08
	Annual indent of PPT school, furnitures, papers, study materials of schools
	-do-
	-do-

	12
	AD/OE/STN-12/08
	Annual indent for Admn. Deptt.
	-do-
	-do-

	13
	AD/OE/STN-13/08
	Loading and unloading of labour, transportation charges, shifting of old records etc.
	-do-
	-do-

	14
	AD/OE/STN-14/08
	Uniform for the staff of Admn. Deptt.
	-do-
	-do-

	15
	AD/OE/STN-15/08
	Installation of fax machine of PPT
	-do-
	-do-

	16
	AD/OE/STN-16/08
	Repaire of fax machine
	-do-
	-do-

	17
	AD/OE/STN-17/08
	Corr. on purchase of stationary of CISF
	-do-
	-do-

	18
	AD/OE/STN-18/08
	Procurement of essential stationary items/annual indent/cooking utencil
	-do-
	-do-

	19
	AD/OE/STN-19/08
	Corr. on carpet for CISF.
	-do-
	-do-

	20
	AD/OE/STN-20/08
	Repairing of type writer machine of CISF
	-do-
	-do-

	21
	AD/OE/STN-21/08
	Indent for procurement of cooking item.
	-do-
	-do-

	22
	AD/OE/STN-22/08
	Polishing of wooden rack
	-do-
	-do-

	23
	AD/OE/STN-23/08
	Indent for cleaning materials, cloth and pen etc.
	-do-
	-do-

	24
	AD/OE/STN-24/08
	Procurement of Samayana and kanath.
	-do-
	-do-

	25
	AD/OE/STN-25/08
	Procurement of cots and wooden
	-do-
	-do-

	26
	AD/OE/STN-26/08
	Audit Memo compliance
	-do-
	-do-

	27
	AD/OE/STN-27/08
	Repair of duplicate machine
	-do-
	-do-

	28
	AD/OE/STN-28/08
	Sanction of washing allowance for staff of Admn. Deptt.
	-do-
	-do-

	29
	AD/OE/STN-29/08
	Corr. on Modi Xerox machine of Dy. Cahiramn Estt.
	-do-
	-do-

	30
	AD/OE/STN-30/08
	Corr. on purchase of new Xerox machine for Admn. Deptt.
	-do-
	-do-

	31
	
	
	
	

	32
	AD/OE/STN-33/08
	Repaire of type writer machines of Admn. Deptt.
	-do-
	-do-

	33
	AD/OE/STN-34/08
	Annual indent for CISF unit.
	-do-
	-do-

	34
	AD/OE/STN-35/08
	Corr. on modi Xerox machine of Legal Wing
	-do-
	-do-

	35
	AD/OE/STN-36/08
	Supply of gift to all CISF personnel.
	-do-
	-do-

	36
	AD/OE/STN-37/08
	Disposal of unserviceable fire fighting items.
	-do-
	-do-

	37
	AD/OE/STN-38/08
	Procurement of crockery for CISF
	-do-
	-do-

	38
	AD/OE/STN-39/08
	On computer for CISF, Officers club KV, Paradip.
	-do-
	-do-

	39
	AD/OE/STN-40/08
	Repaireing of duplicate machine for CISF
	-do-
	-do-

	40
	
	
	-do-
	-do-

	41
	AD/OE/STN-42/08
	Purchase of stationary materals for Admn. Deptt.
	-do-
	-do-

	42
	AD/OE/STN-43/08
	Corr. regarding air conditions machine
	-do-
	-do-

	43
	AD/OE/STN-44/08
	On diary and calendar
	-do-
	-do-

	44
	AD/OE/STN-45/08
	On computer for Admn. Deptt.
	-do-
	-do-

	45
	AD/OE/STN-46/08
	Corr. regarding spare parts of modi Xerox machine
	-do-
	-do-

	46
	AD/OE/STN-47/08
	On Misc. corr.
	-do-
	-do-

	47
	AD/OE/STN-48/08
	Emergency purchase of stationary items for Admn. Deptt.
	-do-
	-do-

	48
	AD/OE/STN-49/08
	On printing of hand book of rules and regulations.
	-do-
	-do-

	49
	AD/OE/STN-50/08
	Stitchng vouchers of unfirm/allowances for the staff of Admn. Deptt.
	-do-
	-do-

	50
	AD/OE/STN-51/08
	On purchase of floor cleaning machine.
	-do-
	-do-

	51
	AD/OE/STN-52/08
	Corr. on furnitures and assets for Admn. Deptt.
	-do-
	-do-

	52
	AD/OE/STN-55/08
	Corr. on modi Xerox machine Model 320 for Trust board
	-do-
	-do-

	53
	
	
	-do-
	-do-

	54
	AD/OE/STN-57/08
	On installation of Xerox and cyclo style machine
	-do-
	-do-

	55
	AD/OE/STN-59/08
	Corr. on incumbency chat of Secy., PPT.
	
	

	56
	AD/OE/STN-60/08
	Corr. on repair and purchase of table fan of Admn. Deptt.
	
	

	57
	AD/OE/STN-61/08
	Corr. on stitching charges of ministerials staff of admn. Dpett.
	
	

	58
	AD/OE/STN-62/08
	Corr. on stitching charges of executive staff of Admn. Dpet.t
	
	

	59
	AD/OE/STN-63/08
	Corr. KM machine for Board Section.
	
	

	60
	AD/OE/STN-66/08
	Corr. on reimbursement of cost of lady Bata shoes for lady employee of Admn. Deptt.
	
	

	61
	AD/OE/STN-67/08
	Corr. on Xerox machine KM for Chairman estt.
	
	

	62
	AD/OE/STN-69/08
	Purchase of office stationary consumable items for maritime mesuem.
	
	

	63
	AD/OE/STN-70/08
	Procurement of laptop computer
	
	

	64
	AD/OE/STN-71/08
	Corr. on repairing of furnitures of Admn. Deptt.
	
	

	65
	AD/OE/STN-73/08
	Corr. on entertainment of PA to Secy. Estt.
	
	


LIST OF RECORDS:

FILES USED IN THE O.E. SECTION OF ADMINISTRATIVE DEPARTMENT, PPT.
(DEPARTMENTAL AND HIRED VEHICLE)

	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/CISF/35/02 
	Hire and procurement of vechile for administrative department
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn. Deptt.

	02
	AD/OE/CISF/32/02
	Correspondence of cisft vehicle
	
	

	03
	AD/OE/CISF/32/02    
	-Do-
	
	

	04
	A/O/CISF/41/02
	Correspondence on cisf(vehicle
	
	

	05
	AD/OE/CISF/39/02
	Correspondence on cisf(tender)


	
	

	06
	AD/OE/CISF/MV/60/08
	On vechicle or-05-g-9108,or-21-4610,or-21-1540 under cisf.


	
	

	07
	AD/OE/CISF/48/04   
	Vehicle for cisf
	
	

	08
	AD/OE/CISF/MV/58
	On vehicle  or-05-d-8670 m&m jeep


	
	

	09
	AD/OE/CISF/MV/59
	On vehicle or-05-a-9907under cisf
	
	

	10
	AD/OE/CISF/MV/61
	On vehcicle oau-3522 under cisf


	
	

	11
	AD/OE/CISF/MV/64
	On vehicle osc-4378 under cisf
	
	

	12
	AD/OE/CISF/MV/72/04  
	Corres.jeep or-o5-d-9344


	
	

	13
	AD/OE/CISF/MV/73/07
	Fire tender or-21-4610


	
	

	14
	A/OE/CISF/MV/63/05
	On vehicle or-21-o210 under cisf unit ppt
	
	

	15
	AD/OE/CISF/50/07
	Use of vehicle on hire for cisf unit ppt


	
	

	16
	AD/OE/CISF/MV/80/07
	On vehicle no or-21a-1540  tata-1613


	
	

	17
	AD/OE/CISF/MV/54/05
	Repair and maint. Of amb.car or-05-c-6788
	
	

	18
	AD/OE/CISF70/06
	Engagement of vehicle on temp basis under cisf
	
	

	19
	AD/OE/CISF/70/05
	Engagement of vehicle on temp basis under cisf


	
	

	20
	AD/OE/CISF/51/07
	Repair and main. Of cisf vehicl;e
	
	

	21
	AD/OE/CISF/51/O5
	Repair  and maint. Of vehicle for cisf


	
	

	22
	AD/OE/CISF/81/07  
	Engagement of 52 seated bjus under cisf unit on hire basis.


	
	

	23
	AD/CISF/40/02  
	Correspondence on cisf vehicle.


	
	

	24
	AD/OE/CISF/32/02
	Correspondence on cisf vehicle


	
	

	25
	AD/OE/CISF/37/02
	Correspondence on cisf vehicle (tender)


	
	

	26
	AD/OE/CISF/77/06
	 Engagement of 52 seated bus under cisf unit on hire basis.
	
	

	27
	AD/OE/CISF/MV/57/07 
	On vehicle no or/02c/2513 maruti gypsy
	
	

	28
	AD/OE/CISF/53/07
	Hired vehicle extension
	
	

	29
	AD/OE/CISF/70/07
	Engagement of vehicle on temporary basis under cisf, ppt. 
	
	

	30
	AD/OE/CISF/90/08
	Hired vehicle extention cisf unit, ppt

( tata 407 mirja jakir baig)
	
	

	31
	AD/OE/MV-05/07
	Payment on vehicles insurance road tax etc.
	
	

	32
	AD/OE/68/07
	Purchase of jeep for fire wing
	
	

	33
	AD/OE/MV-35/07
	Or-05-w-3330 toyota innova used by chairman, ppt
	
	

	34
	AD/OE/VECH-17/08
	Correspondance on vehicle hire basis under admn. Deptt.
	
	

	35
	AD/OE/VEH-17/06(Pt.)
	Correspondance on vehicle hire basis under admn. Deptt.
	
	

	36
	AD/OE/MV-14/05
	Correspondance on vehicle or-05-g-7067 alloted to secy.
	
	

	37
	AD/OE/MV-32/06
	On vehocle no. Or-02-s-1140 amb. Car used by secy., ppt
	
	

	38
	AD/OE/MV-4/06
	Misc. Correspondance on vehilce
	
	

	39
	AD/OE/MV-13/06
	On vehicle maruti esteem or-05p-8999
	
	

	40
	AD/OE/MV-3/03(pT.)
	Repair and maint. Of dy. Chairman, ppt
	
	

	41
	AD/OE/MV-11/205
	On vehicle or-02-r-8444
	
	

	42
	AD/OE/MV-22/04
	Bus no. Or-05-b-5051
	
	

	43
	AD/OE/MV-12/05
	Repair and maint. Of vehcole or-05-n-7872 of dy. Chairman, ppt.
	
	

	44
	AD/OE/MV-23/04
	Hire of amb. Car under secy. Ppt.
	
	

	45
	AD/OE/MV-6/05
	Repair and maint. Of port trust vehicle under admn. Deptt.
	
	

	46
	AD/OE/MV-9/05
	Tender for body repairing painting wweding of ppt vehicles
	
	

	47
	AD/OE/MV-1/04
	Hire charges of vehicle the correspondance there on.
	
	

	48
	AD/OE/MV-7/05
	School bus pass.
	
	

	49
	AD/OE/MV-12/07
	Onb vehicle no.or02-n-7872 maruti esteem with dy. Chairman, ppt.
	
	

	50
	AD/OE/MV-18/03
	On vehicle or-05-b-0199 m & m jepcy
	
	

	51
	AD/OE/MV-16/03
	On vehicle no. Or-05-g-6941 (mahindra commandar)
	
	

	52
	AD/OE/MV-6/03
	Expenses incurreds during the visit of minister and vips.
	
	

	53
	AD/OE/MV-15/03
	On vehicle or-05-j-9849 maruti (gypsy)
	
	

	54
	AD/OE/MV-17/03
	On vehicle no. Or-05-g-6992 (maruti gypsy)
	
	

	55
	AD/OE/MV-3/03
	On vehicles
	
	

	56
	AD/OE/MV-25/05
	Allotment of three tata specio under paradip police station 
	
	

	57
	AD/OE/MV-5/05
	On hero honda motor cycle or-05-b-4707
	
	

	58
	AD/OE/VEH-33/07
	Engagement of vehicle under estate for squard duty.
	
	

	59
	AD/OE/MV-19/06
	Hire of vehicle under dy. Secy. (vig) ppt
	
	

	60
	AD/OE/MV-20/06
	Hire of amb, car alloted to dm(ms)
	
	

	61
	AD/OE/MV-28/07
	Engagement of vehicle on hire basis under estate office
	
	

	62
	AD/OE/MV-27/05
	Hire vehicle under pro, ppt
	
	

	63
	AD/OE/MV-24/07(pt.)
	Allotment of hire vehicle or-05-p-9801 under police station
	
	

	64
	AD/OE/MV-40/07
	Allotment of hire vehicle
	
	

	65
	AD/OE/MV-21/08
	Engagement of taxi on hire basis with dy. Secy. (law)
	
	

	66
	AD/OE/MV-36/07
	Engagement of hire vehicle for j.g. House, ppt
	
	

	67
	AD/OE/MV-37/07
	Engagement of hire vehicle under estate officer
	
	

	68
	AD/OE/MV-47/07
	Engagement of vehicle for este wing ppt.
	
	

	69
	 AD/OE/MV/19/07 
	Hire vehicle under dy.secy(p&ir)
	
	

	70
	AD/OE/MV-4/05
	Report on town bus services
	
	

	71
	AD/OE/MV-8/07
	Engagement of 52 seater school buses for transportation of school student (exam.)
	
	

	72
	AD/OE/MV-4/2006
	Misc. Corr. On school bus.
	
	

	73
	AD/OE/MV-8/05
	Tender for school bus.
	
	

	74
	AD/OE/MV-26/05
	School bus
	
	

	75
	AD/OE/MV-22/05
	School bus service
	
	

	76
	AD/OE/MV-8/08
	School bus or-05-d-6966
	
	

	77
	AD/OE/MV-22/07
	School bus hsc exam 2007
	
	

	78
	AD/OE/MV-34/07
	Engagement of 52 seated bus on hire basis for transportation of ppt employes.
	
	

	79
	AD/OE/CISF-66/08
	Engagement of under cisf on hire basis.
	
	

	80
	AD/OE/CISF-66/08
	-Do-
	
	

	81
	AD/OE/Veh-30/04
	Or-05-n-8377
	
	

	82
	AD/EST/AE-I/3
	Requirement of diesel.
	
	

	83
	AD/EST/Gent/AE-1/31/04
	Vehicle no.or-05-b-199
	
	

	84
	AD/EST/Genl-35/2002
	Correspondence regarding
	
	

	85
	AD/EST/AE-I/73/2001
	Finalisation of tender for hireing of mini truck
	
	

	86
	AD/EST/Genl-39/98-99
	Correspondence regading vehicle or-05-g-6941
	
	

	87
	AD/Tech/AE-25/05
	Engagement of vehicle under estate
	
	

	88
	AD/EST/AE-I-89/08
	Sparing of trekker/and jape for picnic
	
	

	89
	AD/EST/Genl/AE-I
	Vehicle reg.
	
	

	90
	AD/EST/Accts/AE-I
	Report maintain of zeep or-05-b-0199
	
	

	91
	AD/EST/Genl-35/02 (Pt.II
	Vehicle no.or-05-g-6942, or-05-g-6941
	
	

	92
	AD/OE/MV-29/05
	Correspondence reg. Mahindra trekker or-05-j-1119
	
	

	93
	AD/OE/MV-39/07
	Operation of town bus at paradi port area
	
	

	94
	AD/PR/GH-24/07
	Maintenance of vehicle reg.
	
	

	95
	AD/OE/MV-7/04
	Inspection report on school bus pass.
	
	

	96
	AD/OE/MV-22/05
	School bus
	
	

	97
	AD/Oe/MV-4/07(Pt.)
	Report on town bus service/pravat misra debaded and port dues not paid
	
	

	98
	AD/OE/MV-4/05
	Operation of town bus at paradip port town area.
	
	

	99
	AD/OE/MV-4/05(Pt.)
	Operation of town bus at paradip port town area.
	
	

	100
	AD/OE/MV-30/05
	Repair/maintenance of jeep
	
	

	101
	AD/OE/MV-31/07
	Engagement of vehicle
	
	

	102
	AD/OE/MV-7/07
	School bus pass
	
	


LIST OF RECORDS:

FILES USED IN THE O.E. SECTION OF ADMINISTRATIVE DEPARTMENT, PPT.
	Sl. No.
	File No.
	Description
	Responsibility
	Location

	01.
	AD/OE/OE/I&G-1/07(Pt.)
	Despatch of documents through private courier service
	Asst. Secy. (Admn.)
	Office of O.E. Sec., Admn.Deptt.

	02
	AD/OE/I&G-1/08
	Despatch of documents through private courier service
	
	

	03
	AD/OE/I&G-6/08
	Misc. corr.
	
	

	04
	AD/OE/I&G-3/07-08(Pt.)
	Despatch of documents through courier service
	
	

	05
	AD/OE/I&G-7/05-08
	Information on hostels at Paradip Port.
	
	

	06
	AD/OE/I&G-3/07(Pt.)
	Corr. on franking machine regarding
	
	

	07
	AD/OE/I&G-3/05-08
	Corr. on franking machine and purchase of franking unit
	
	

	08
	AD/OE/I&G-4/05-08
	Distribution of outside dak of Admn. Deptt. and payment thereon.
	
	

	09
	AD/OE/I&G-2/08(Pt.)
	Bill on courier service
	
	


LIST OF FILES OF DY. SECRETARY (G)
FILES AND REGISTERS USED IN M&C SECTION, ADMN. DEPTT.

	Sl. No.
	Index No.
	Description
	Responsibility
	Location

	1
	AD/MC-52/01/2007-2008
	Statement of Superior staff
	-do-
	

	2
	AD/MC-53/01/2007-2008
	Quarterly EMI Report 
	Dy. Secy.(G) (I/c.)
	O/O. of Dy. Secy. (G) (I/c.)

	3
	AD/MC-53/02/2007-08
	Misc. correspondences
	-do-
	-do-

	4
	AD/MC-56/01/2007-2008
	Lok Sabha Question
	-do-
	-do-

	5
	AD/MC-56/02/2007-2008
	Rajya Sabha Question
	-do-
	-do-

	6
	AD/MC-56/03/2007-2008
	Assembly Question
	-do-
	-do-

	7
	AD/MV-56/04/2007-08
	Corr. On estimate committee
	-do-
	-do-

	8
	AD/MC-56/05/2007-08
	Corr. On parliamentary digest on shipping industry
	-do-
	-do-

	9
	AD/MC-59/01/2007-2008
	Constitution of Trust Board – reg.
	-do-
	-do-

	10
	AD/MC-59/02/2007-2008
	Correspondence on Trust Board Meeting
	-do-
	-do-

	11
	AD/MC-59/03/2007-2008
	Review of action taken note on the proceedings of the Trust Board Meetings
	-do-
	-do-

	12
	AD/MC-59/04/2007-08
	Attendance confirmation and leave of absence of Trustees
	-do-
	-do-

	13
	AD/MC-59/05/2007-08
	Corr. With Ministry.
	-do-
	-do-

	14
	AD/MC-59/06/2007-8
	Misc. corr. with Board of Trustees
	-do-
	-do-

	15
	AD/MC-59/7/2007-2008
	Proceedings of the Trust Board Meeting
	-do-
	-do-

	16
	AD/MC-59/8/2007-08
	Misc. corr. on stationary and stores
	-do-
	-do-

	17
	AD/MC-59/9/2007-08
	Office memorandum/office order copies
	-do-
	-do-

	18
	AD/MC-59/10/2007-08
	Comprehensive study on procedure in major ports.
	-do-
	-do-

	19
	AD/MC-59/11/2007-08
	Inspection report of Ministry of Shipping authorities
	-do-
	-do-

	20
	AD/MC-59/12/2007-08
	Corr. Regarding parliamentary standing committee
	-do-
	-do-

	21
	AD/MC-59/13/2007-08
	Corr. regarding MOST meeting
	-do-
	-do-

	22
	AD/MC-59/14/2007-08
	Corr. On public accounts committee
	
	-do-

	23
	AD/MC-59/15/2007-08
	Meeting with RDC on Port matter
	-do-
	-do-

	24
	AD/MC-59/16/2007-08
	Corr. On meetings
	-do-
	-do-

	25
	AD/MC-59/17/2007-08
	Change statement of the staff of MC section
	-do-
	-do-

	26
	AD/MC-59/18/2007-08
	Corr. Regarding visit of the Governer of Orissa
	-do-
	-do-

	27
	AD/MC-59/19/2007-08
	Corr. IPA/IIPM/NIPM
	-do-
	-do-

	28
	AD/MC-59/20/2007-08
	40 years celebration of PPT
	-do-
	-do-

	29
	AD/MC-59/21/2007-08
	Meeting of the National shipping Board
	-do-
	-do-

	30
	AD/MC-59/22/2007-08
	Corr. on Fishery Harbour
	-do-
	-do-

	31
	AD/MC-59/23/2007-08
	Corr. On NSB meeting
	-do-
	-do-

	32
	AD/MC-59/24/2007-08
	Supply of Board agenda and resolution
	-do-
	-do-

	33
	AD/MC-59/25/2007-08
	Information on RTI Act
	-do-
	-do-
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E                      38   File Index Register (Operation)	                     MD/ME/R-01/3                A.E.(Marine)	          Opn. Section


                        39   Engine room Log Book	                     MD/ME/R-02/3                     - do -	   	            - do -


                        40   Site Account Register for Fuel Oil                  MD/ME/R-03/3		    - do -	   	            - do -	


                        41   File Index Register (R&M Section)                MD/ME/R-04/3                A.E.(Mech.)	           R&M Section


	                   42   PMS Register for Greaves engines	     MD/ME/R-05/3       A.E.(Mech.)/ Chargeman (M)     R&M Section     


 	                   43   PMS Register for Cummins engines 	     MD/ME/R-06/3             A.E O.H. Sec	           O.H Sec


                             


    	                   44   Site Account Register for Lubricants              MD/ME/R-07/1	         A.E.(Mech.)/S.S.                       R&M Section    


    	                   45   Store Issue Register (SIB)  		     MD/ME/R-08/3          A.E.(Mech.)/S.S.  	            - do -            	                   46   Store Receipt Register (SRB)             	     MD/ME/R-09/3                - do - 		            - do -	


     	                   47   Store Receipt/Store Issue Register                  MD/ME/R-10/3                - do -	                            - do -		                           (Direct Purchase)


                        48   Site Account Register for Oxygen                   MD/ME/R-11/1	               - do -		            - do -


	                          Acetylene gas


     	                   49   Site Account Register for Stores     	     MD/ME/R-12/3                - do -           	            - do –


                        50   Site Account Register for T&P	 	     EM/ME/R-13/5         A.E.(Mech.)/S.S.	            R&M Section


	                           (Consumables) 


                        51   Site Account Register for Spares Cmmins       MD/ME/R-14/3                - do -         	              - do -


                                 Engine


 	                   52   Site Account Register for Spares greaves       MD/ME/R-15/3                - do -        	              - do -


	                            Engine(MWM) 


                        53   Site Account Register for  Schottel                 MD/ME/R-16/3                - do -		              - do -


                                 Units (Propulsion) spares				    


	                   54   Site Account Register for		     MD/ME/R-17/3                 - do -	                              - do -


                                 Gear Boxes spares (Kirloskar) 


                        55   File Index Register (Technical)  	    	     MD/ME/R-18/3	            M.E./HA		           M.E. Office	


                        56   Non conformance Register		     MD/ME/R-19/5             M.E./HA		           M.E. Office       


                        


                        57   Site a/c Register for main Engine  	     MD/TE/R- 01/5              E.I/C/JE     		             Tug	           


                                 Spares of tugs


                        58   Site a/c Register for auxiliary 	                     MD/TE/R- 02/5               - do - 	    	            - do - 


                                 engine spares of tugs


                        59   Site a/c Register for schottel unit                     MD/TE/R- 03/5               - do - 	                            - do -


                              Spares of tugs


                        60   PMS register for main engine,	                     MD/TE/R- 04/3               E. I/C                                       Tug


                            Auxiliary Engine & schottel units of tugs


                        61   Engine Room Log books for tugs	     MD/TE/R- 05/5              J.E/E.I.C  		              Tug                                                                                          


                        62   Store issue book for tugs		     MD/TE/R- 06/5               	- do - 	                            - do -


                        63   Files index register for tugs 		     MD/TE/R- 07/5	                - do - 	           	            - do -


                        64   File index register (M.E.Office)		     MD/TE/R- 08/5	             TE/HA 		          T.E office


                        65   Stores and spare indent	                     MD/TE/R-09/5                  - do - 	   	            - do -


                              Register for Tugs


                        66   Non- Conformance Register 		     MD/TE/R-10/5       	- do - 	   	            - do -


                     67   Daily Check list of Floating                            MD/ME/F- 01/1/0          A.E. (Marine) 	         Opn. Section   


		             Craft (Engine Side)	


                     68   Monthly P.O.L Consumption Report              MD/ME/F- 02/1/0          A.E (Marine) 	         Opn. Section


                     69   Stores/Spares Indent to M(M)		     MD/ME/F- 03/3/0            M.E./HA	                          M.E. Office 





	



















































































                


                    39  Site Account Register 
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	    70  Store/Spares Indent to ME		     MD/ME/F- 03A/3/0         A.E.(Mech.)/                 Opn./R&M       


								               A.E.(Marine)                      Sec


	    71  Engine Room Log Book Abstract                    MD/ME/F- 04/1/0            A.E.(Marine) 	      Opn. Sec.


                    72   Availability & utilization reports of                 MD/ME/F- 05/1/0            AE(Marine)                    Opn. Sec.            


         	             Floating crafts     


                       73   Requisition of Breakdown Maintenance          MD/ME/R-6/1/0                 A.E.(M)                         Operation


											        Section    


                    74   Action Taken Report                                        MD/ME/R-7/1/0                 A.E.( Mech.)                  R&M Sec                  


                    75   Monthly report on Tug		                     MD/TE/F- 01/3/0                   EIC                               Tug


	    76   Form to indent Stores/Spares to MM.              MD/TE/F/02/3/0                     -do-                          T.E. Office


	                            77   Form to indent Stores/Spares to TE.                MD/TE/F- 02A/3/0                - do -	         	          Tug


                                    78   POL Statement form		                     MD/TE/F- 03/3/0                    TE 		      T.E Office


                    79   Availability and utilisation of Tugs	     MD/TE/F- 04/3/0                   - do -		          - do –
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