4.b(i) & (ii)
ORGANISATION,  FUNCTION AND DUTIES STRUCTURE
SCIENCE AND TECHNOLOGY DEPARTMENT HARYANA
	Sr.
No.
	Designation
Of post
	Sanct-
ioned
Posts
	Pay Band + Grade Pay
	Status
Sh.
	Duties assigned

	1
	2
	3
	4
	5
	5

	1.
	Director
	1
	IAS
	Anurag Agarwal, IAS
	Head of the Department

	2.
	Scientific 
Engineer(A)
	1
	15600-45100 +6000
	Rajvir Singh
	1. Examine all Technical and administrative matters of S&T Department, HSCST, HARSAC & KCMP. He will also examiner the administrative matters of CPB. Further,  Chief Scientist, HARSAC and Director (Tech.), CPB would submit their cases through SE(A).  

2.  He will be responsible for all technical  works allotted to SE(B)s.
3. He will act as Nodal Officer for timely re-dressal of Grievances and O&M Officer. He will act as First Appllate Authority of S&T Deptt. Under RTI Act.   

He will report to Director-cum-Secy./EC.

	3.
	Scientific
Engineer(B)
	3
	9300-34800 +5400
	1 - Bhup Singh
	1. Annual Administrative Reports of S&T Department.
2.  Setting up of Science – cum- Children Park / Science City. 

3. Budget, SNE & Sanctions (Plan & Non Plan Schemes)

4. Financial Assistance for attending the Conference/seminar abroad.

5.  He will work as SPIO of RTI Cases of S&T Deptt. Haryana.

6. Science Quiz Contests and Science Essay Writing Competitions with the assistance of Librarian.

7. All correspondence related to CS Office, DPR, Vidhan Sabha, Lok Sabha etc.

8. Work as DDO of S&T Deptt.

9. Scheme for Dissemination of Innovative Technology.

10. Science Workshop.

11. Any other work assigned by SE(A).

He will report through SE(A)

	
	
	
	
	2 -Vishal Gulia
	1. Setting up of the telescope in the office building.

2. POSE scholarship scheme.

3. Updation of website.

4.  Office Automation and Information Technology.

5.  Works related to KCMP.

6. Counselling cum Awareness Camps.

7. Publication of Quarterly Newsletter and Science and Technology Report.

He will report through SE(A)

	
	
	
	
	3rd –Vacant
	

	4.
	Accounts
Officer
	1
	9300-34800 +5400
	V.K.Dhamija
	1. All audit, CAG, PAC and other accounts matters of the deptt.

2. Nodal Officer for submission of reply of audit parapraph of the CAG & PAC reports.
He will report through SE(A).

	5.
	Scientific Engineer (C)
	1
	9300-34800 +4200
	Vacant
	

	6.
	Librarian
	1
	9300-34800 +4000
	Ravindra
	1.All work related with Library-cum-Technical Data Centre.

2 Grant-in-aid for workshop /seminar/ science exhibition etc.
3. ASPIO of RTI cases of  S&T Deptt, Haryana.

4. Assist SE(B) for organization of Science Quiz Contest, Science  Essay Writing Competition and Science Workshop.
5. Intercom Control / Internet / LAN and Generator Set related work. 
6. Work related to the office building

7. Any other work allotted by SE(A).
He will report through SE(A)

	7.
	Personal 
Assistant 
	1
	9300-34800 +3600

+150SP


	Shashi Bala
	Attached with Director. Head of committee regarding re-dressal of compliant made by victim of sexual harassment in the department/Council.

	8.
	Assistant
	1
	9300-34800 +3200
	Sunil Kumar
	1. All administrative works of S&T Deptt. / HARSAC.

2. Audit, PAC, CAG & other related works of S&T Deptt.  
3. To assist Vehicle In charge. 

He will report through Deputy Superintendent.

	9.
	Steno-typist
	1
	5200-20200 +1900 +100SP


	Vacant
	

	10.
	Clerk
	1
	5200-20200 +1900
	Ashok Kumar
	1. Diary and Despatch work of Department and HSCST.

2. Collect all the pending and future statement of Long Term Advances from the Office of Accountant General, Haryana.

	11.
	Driver
	2
	5200-20200 +2400 +200SP


	Mohinder Singh
	

	
	
	
	
	Jatinder Singh
	Attached with FCS&T

	12.
	Peon
	3
	4400-7440 +1300
	Mohan Singh
	With Director

	
	
	
	
	Rajbir Singh
	With Deputy Superintendent

	
	
	
	
	Kanwal Kant
	Attached with FCS&T

	13.
	Sweeper-cum-
Chowkidar
	1
	4400-7440 +1300
	Om Parkash
	Sweeping/Cleaning and Chowkidar of the office premises


4.b(iii)

The procedure followed in the decision making process, including

channels of supervision and accountability.


The decisions are taken strictly in accordance with the policies framed by the government of Haryana and Rules & Regulations on the subject.  The dealing hand deals with the case and submits.  After scrutinizing the case he/she sends the case to his/her superior who further submits it to the Director/Financial Commissioner, as the case may be,  for final approval.

4.b(iv)

The norms set by it for discharge of its functions.


As per Standing Orders( attached below)

4.b(v)

The rules, regulations, instructions, manual and records held by it or under

its control or used by its employees for discharging its functions


The department dischargers its various functions and duties by following the below mentioned rules/manuals in addition to instructions issued from time to time by Haryana Government : -

i. CSR Volume-I, II, III

ii. PFR Volume-I, II

iii. STR Volume-I, II

iv. Manuals/instructions issued by the Haryana Govt. from time to time.

4.b(vi)

Statement of the categories of documents that are held by it or under its

control


Personal Files, Service Books, Annual Confidential Reports, Cash Books, Stamp Paper Registers.  Besides, other records required to be maintained in the department is also maintained accurately.  Technical branch also maintained the records for its technical matters at its own level. 

4.b(vii)

The particulars of any arrangement that exists for consultation with or

representation by the members of the public in relation to the formulation of its policy or administration thereof



No such arrangement exists.

4.b(viii)
Statement of the boards, council, committees and other bodies

             
The following organizations/set ups are under Administrative Control of the Science and Technology Department : -

(1) Haryana State Council for Science and Technology (HSCST), Chandigarh.

(2)
      Haryana Space Application Centre (HARSAC), Hisar.
4.b(ix)

Directory of its officers and employees
	Sr.
No.
	Name and Designation
(Svsh.)
	Residential Address 

	1.
	Sh.Rajvir Singh, Scientific Engineer(A)
	2493/19C, Chd.

	2.
	Sh.Bhup Singh, Scientific Engineer(B)
	949/7, Chd.

	3.
	Sh.Vishal Gulia, SE(B)
	1351/19-B, Chandigarh

	4.
	Sh.V.K.Dhamija, Accounts Officer
	# 47 Gulmohar Avenue, Dhakouli, Mohali (Pb.)

	5.
	Ravindra, Librarian
	2429/19, Chd

	6.
	Shashi Bala, Personal Assistant
	2216 Sec.-27C, Chd

	7.
	Sunil Kumar, Assistant
	2474-A, Sector-19C, Chd.

	8.
	Ashok Kumar, Clerk
	2476/28C, Chd.

	9.
	Mohinder Singh, Driver
	V-Chowki, PO-Devi Nagar, Panchkula

	10.
	Jatinder Singh, Driver
	1111/7-B, Chandiarh

	11.
	Mohan Singh Peon
	1272A/28B, Chd.

	12.
	Rajbir Singh, Peon 
	# 357, Kishangarh, UT, Chd

	13.
	Kanwal Kant, Peon
	# 690, Gali No. 10, Haripur, Sector-4, Pkl

	14.
	Om Parkash, Sweeper-cum-Chowkidar
	# 84, Khadak Mangoli, Pkl


4.b(x)

Monthly remuneration received by each of officers and employees

	Sr. 

No.
	Name and Designation
	Salary for the month

of Dec, 2011

	1
	Sh. Rajvir Singh, SE(A)
	Rs.59655/-

	2
	Sh. Bhup Singh, SE(B)
	Rs.38799/-

	3
	Sh. Vishal Gulia, SE(B)
	Rs.35529/-

	4
	Sh.V.K.Dhamija, A.O.
	Rs.45445/-

	5
	Sh. Ravindra, Librarian
	Rs.38641/-

	6
	Smt. Shashi bala, PA
	Rs.35299/-

	7
	Sh.Sunil Kumar, Assistant
	Rs.28276/-

	8
	Sh. Ashok Kumar, Clerk
	Rs.19207/-

	9
	Sh. Mohinder Singh, Driver
	Rs.32633/-

	10
	Sh. Jitender Singh, Driver
	Rs.28521/-

	11
	Sh. Mohan Singh, Peon
	Rs.16277/-

	12
	Sh. Kanwal Kant, Peon
	Rs.17020/-

	13
	Sh. Rajbir Singh, Peon
	Rs.16753/-

	14.
	Sh. Om Parkash, Sweeper-

cum-Chowkidar
	Rs.17085/-

	15.
	Late Sh.Ravi Parkash, SE(B) (Ex-gratia employee)
	Rs.42670/-


4.b(xi)

Budget allocation


 Budget Allocation of Non Plan scheme of Science and Technology Department for the year 2011-12.

A) 

	Sr. No.
	Items
	Amount

(Rs. in Lacs)

	1.
	Salary
	40.38

	2.
	DA
	16.15

	3.
	TA
	0.70

	4.
	OE
	1.00

	5.
	MR
	0.80

	6.
	POL
	0.70

	7.
	LTC
	1.00

	8.
	Ex-Gratia
	5.00

	
	Total
	65.73


B) 95-Grant in Aid to HARSAC

	Sr. No.
	Items
	Amount

(Rs. in Lacs)

	1.
	Grant-in-Aid to HARSAC
	90.00

	
	Total
	90.00


Allocation of budget under various schemes (under plan) of Science & Technology for the year 2011-12 





 (Rs. in lacs)

	Sr.

No.
	Name of the scheme
	Approved outlay (capital content)    2010-11

	
	
	

	1.
	99-S&T Programme
	

	a)
	09-Grant-in-aid
	250.50

	b)
	Library-cum-Technical Data Centre
	---

	c)
	94-Fellowship
	0.50

	
	Total
	251.00

	2.
	97-GIA to S&T Council 
	

	a)
	09-Admn. Set up
	70.00

	b)
	Science & Technology Promotional Programme
	50.00

	c)
	Conference/Workshop/Seminar
	1.00

	d)
	GIA to R&D projects
	10.00

	e)
	Kalpana Chawla Memorial Planetarium
	40.00

	f)
	Fellowship & Haryana Talent Search Scheme
	100.00

	
	Total
	271.00

	3.
	95-Admn. Set up of HARSAC 
	142.00

	4.
	96-Natural Resources Data Management System 
	25.00

	5.
	93-Micropropagtion of high quality planting material through tissue culture technology 
	151.00

	6.
	85-Biotechnology in the context of sustainable development 
	---

	7.
	88-Information Technology & Computerization 
	10.00

	
	Grand total
	850.00


4.b(xii)

The manner of execution of subsidy programmes 



No subsidy

4.b(xiii)
Particulars of recipients of concessions, permits or authorisation granted


Not applicable

4.b(xiv)
Details in respect of the information available to or held by reduced in an electronic form
The detailed information regarding objectives, organization structure, functions, schemes, etc. are available on the website www.dstharyana.org.

4.b(xv)

The particulars of facilities available to the citizens for obtaining

information, including the working hours of a library or reading room, if

maintained for public use.


As per RTI Act, 2005 during the working days and office hours.  



Library is not open for public use


4.b(xvi)
The names, designation and other particulars of Public Information

Officers
	Appellate Authority
	SPIO
	SAPIO

	Scientific Engineer (A)
	Scientific Engineer (B)I
	Librarian

	Chief Scientific Engineer
	Joint Director (Tech.)
	Section Officer

	Chief Scientist
	Senior Administrative Officer
	Accounts Officer


STANDING ORDER



In pursuance of the provisions of rule 18 & 19 of rules of Business of Government of Haryana, 1977 framed under Article 166 of the Constitution of India.  I hereby order that the classes of cases set out in the subjoined Annexure “A” shall be brought to the personal notice of the undersigned, while the remaining classes of cases set forth in the subjoined Annexure “B” & “C” shall be disposed of by the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department, Special/Joint Secretary/Director, Science & Technology Department Haryana respectively.  This order shall supersede all previous orders issued in this connection.

2.

All cases requiring my orders will be routed through the Financial Commissioner & Principal Secretary to the Government, Haryana, Science & Technology Department except such cases as have been listed in Annexure “B” & “C”.

3.

If I am away from Chandigarh, the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department may finally dispose of any case, of extreme urgency which is otherwise to be submitted to the Minister-in-Charge of Science & Technology Department for orders.  Similarly, if the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department is also away from Chandigarh, then the Special Secretary/Joint Secretary to Government, Haryana, Science & Technology Department/Director, Science & Technology Department, Haryana-cum-Director, Haryana Space Application Centre (HARSAC)/Secretary/EC, Haryana State Council for Science & Technology, Panchkula may finally dispose of any case of extreme urgency which is otherwise to be submitted to the Minister-in-charge/Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department for orders.  But on my return to Chandigarh such case must be submitted to me for information & orders.


4.

No order will be open to question in representations enquiries or Courts only because of the relevant file having not received the approval of prescribed authority under these delegation orders.

5.

Subject to the Provisions made in Annexure “A”, “B” and “C”, the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department would be free to allocate duties amongst his Superintendent/ Under Secretary/Deputy Secretary/Joint Secretary/Director of Science & Technology Department.  Further, the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department may send for any case which under these orders is either to be disposed of by the Joint Secretary/Director himself or is to be sent by him directly to the Minister-in-charge.

6.

Any case relating to the matters going to the level of Minister-in-charge/Legislative Assembly/Governor/Central Government shall be disposed of by the Financial Commissioner/Commissioner only unless he specifically delegates authority for individual cases or circumstances.

7.

Matters pertaining to the Directorate of Science & Technology shall be routed through Financial Commissioner & Principal Secretary/Commissioner & Secretary, Science & Technology by the Special Secretary/Joint Secretary/Director, Science & Technology unless the Administrative Secretary specifically directs otherwise.  Matters pertaining to the Haryana Space Application Centre (HARSAC), Haryana State Council for Science & Technology (HSCST) and any autonomous body which may be created will be submitted directly to the Administrative Secretary; who is also the Chairman of the existing organizations.

8.

In the absence of the Joint Secretary/Deputy Secretary, the cases catalogued under Joint Secretary/Deputy Secretary to the Government, Haryana shall be disposed of temporarily unless of such importance and urgency that they required final disposal in which case the approval of the Administrative Secretary shall be obtained.

Dated Chandigarh, the




Randeep Singh Surjewala

19th February, 2010 




    
Minister-in-charge, 

Science and Technology Department Haryana



A copy with a copy of Annexure is forwarded for information to :-

i) Private Secretary to Chief Minister, Haryana for the information of Chief Minister.

ii) Private Secretary to Minister-in-charge, Science & Technology Department, Haryana for the information of Minister-in-charge.

iii) Private Secretary to Financial Commissioner & Principal Secretary to Government Haryana, Science & Technology Department, Haryana for information of FCS&T.

iv) Director, Science & Technology Department, Haryana.

v) Deputy Secretary to Government Haryana, Science & Technology Department, Haryana.

Scientific Engineer (A) 

       for Financial Commissioner & Principal 

Secretary to Govt. Haryana

Science and Technology Department

To

i) Private Secretary to Chief Minister, Haryana for the information of Chief Minister.

ii) Private Secretary to Minister-in-Charge, Science & Technology Department, Haryana for the information of Minister-in-Charge.

iii) Private Secretary to Financial Commissioner & Principal Secretary to Government Haryana, Science & Technology Department, Haryana for his information.

iv) Director, Science & Technology Department, Haryana.

v) Deputy Secretary to Government Haryana, Science & Technology Department, Haryana.

Endst.No.DST/






Dated : 



A copy is forwarded to Chief Secretary to Government Haryana (in Cabinet Section) for information & necessary action. 

Scientific Engineer (A) 

       for Financial Commissioner & Principal 

Secretary to Govt. Haryana

Science and Technology Department

Endst.No.DST/






Dated : 



A copy is forwarded to the Scientific Engineer(B)II, Science and Technology Department Haryana with a request to down load on the web site of the department under intimation to this office. 

Scientific Engineer (A) 

       for Financial Commissioner & Principal 

Secretary to Govt. Haryana

Science and Technology Department



               ANNEXURE - ‘A’

List of classes of cases pertaining to Science & Technology Department to be submitted to the Minister-in-charge (Reference Rule 18 & 19 of the Rules of Business of the Government of Haryana 1977) through Financial Commissioner & Principal Secretary/Commissioner & Secretary to Government, Haryana, Science & Technology Department.

1.

LEGISLATIVE MATTERS
i) All matters pertaining to Vidhan Sabha questions/resolutions and motions/Lok Sabha/Rajya Sabha questions.

ii) Such replies to Assurances, promises made by the Chief Minister on the floor of the Vidhan Sabha which are not based on decisions already taken by the Government or which do not give merely any factual position but which may require greater amplification or clarification.

iii) Replies to such questions tabled in Lok Sabha and Rajya Sabha where information to be given is not merely the factual position.

iv) All legislative matters including framing of acts and Rules there under or any amendment therein and also preparation of draft bills, issuing of ordinances and Conversion of Ordinances and President’s Acts into Acts or the State.

v) All cases relating to the Public Accounts Committee.

2.

ADMINISTRATIVE MATTERS
i)
Annual Confidential Reports of the Administrative Secretary and such other gazetted officers as is necessary in accordance with the Government instructions on the subject.

ii)
Training of Gazetted Officers in India beyond six months and in all cases involving training abroad; deputation of gazetted officers to the Centre and other State Governments or abroad.

iii) Reference to Vigilance Department of all cases pertaining to gazetted officers.

iv) Annual Administrative Report of the Science & Technology Department.

vi) Service Rules of Gazetted and Non-gazetted Government servants.

vii) First appointment/extension or probationary period, disciplinary action, compulsory retirement and pension of Gazetted Officers.

viii) Institution or withdrawal of Civil or Criminal Proceedings against gazetted officers and payment from the State Revenue of damages in suits brought by or against gazetted officers.

3.

FINANCIAL MATTERS

i) Reports of PAC and Estimates Committee when ripe for final decision.

ii) Financial irregularities of serious nature.

iii) Annual Audit Report of Science & Technology, Council and HARSAC.

4.

GENERAL MATTERS
i) All cases referable to Chief Minister under rule 28 (I) of the Rules of Business of the Government of Haryana.

ii) All cases requiring submission to Governor.

iii) Any other cases which may be specially called for by Minister.

iv) Any cases which the Secretary may consider important enough for submission to the Minister.

v) All cases to be submitted to the Cabinet or Chief Minister or Governor.

vi) Matters relating to plan/non-plan schemes (initial stage).

vii) Important and policy reference received from or made to the Government of India.

viii) All matters relating to constitution of High Powered Science & Technology Council, Executive Committee of Science & Technology Council.

ix) All matters relating to constitution of Governing Body and Advisory Committee of HARSAC / HSCST.

x) Important cases involving question of Policy or principle not expressly/ provided for anywhere else in this statement.

xi) Communications from the Ministers of the Government of India and other important cases involving inter-state disputes.





ANNEXURE  - ‘B’

List of classes of cases to be disposed of at the level of Financial Commissioner & Principal Secretary/Commissioner & Secretary to Government, Haryana, Science & Technology Department.

1.
Finalise the Annual Confidential Reports of all class-I gazetted officers including the Head of the Department.

2.
Approval of the Tour Programmes of Special Secretary/Joint Secretary/Director, Science & Technology Department.

3.
Cases relating to Estimates Committee where the orders of the Minister are not required under the rules.

4.
Cases regarding Budget Estimates/Supplementary Estimates.

5.
Review of the activities of the Department.

6.
Exercise of quasi-judicia processes of appeals and revision vested in the State Government under various Acts/Service Rules.

7.
Exercising of all powers under the Financial Rules to the extent powers have been vested in the office.

8.
Overseeing of the work of all other Departmental agencies which affect the development of Science & Technology in the State.

9.
Renting of building for official use and purchase of land for building of the office.

10.
All cases to be sent to the Legal Remembrancer for legal Advice, vetting of drafts of charge-sheets, Service Rules and defense of litigation cases.

11.
Training of Gazetted officers for six months.

12.
Scrutiny of establishment matters pertaining to Class-I and Class-II officers of the Department.

13.
Scrutiny of Writ Petitions and other notices received from the court.

14.
Administrative Secretary may delegate such of his powers from time to time, in the public interest, as he thinks fit with the approval of Minister.









ANNEXURE – ‘C’
List of classes of cases to be disposed of at the level of Special Secretary/Joint Secretary/Director, Science & Technology Department.

1.
Implementation of the various schemes of the Science & Technology Department.

2.
Installation of telephones, Computers and other office requirement within financial competency.

3.
Writ-Petitions and other notices received from the Court.

4.
Approval for deputing non-gazetted staff for training in India for three months.

5.
Arranging meetings of the committee of Administrative Secretaries on Science & Technology.

6.
Declaration of Drawing and Disbursing Officers in consultation with the Finance Department.

7.
Exercising of all powers under the Financial Rules to the extent powers have been vested in the office.

8.
Granting permission to perform journey beyond jurisdiction.

9.
Cases relating to write-off of unserviceable/surplus stock.

10.
To make back reference in order to collect essential information if any, from the Department.
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4.b(i) & (ii)
ORGANISATION,  FUNCTION AND DUTIES STRUCTURE
SCIENCE AND TECHNOLOGY DEPARTMENT HARYANA
	Sr.
No.
	Designation
Of post
	Sanct-
ioned
Posts
	Pay Band + Grade Pay
	Status
Sh.
	Duties assigned

	1
	2
	3
	4
	5
	5

	1.
	Director
	1
	IAS
	Anurag Agarwal, IAS
	Head of the Department

	2.
	Scientific 
Engineer(A)
	1
	15600-45100 +6000
	Rajvir Singh
	1. Examine all Technical and administrative matters of S&T Department, HSCST, HARSAC & KCMP.  Chief Scientist would submit all the cases of HARSAC through SE(A).  

2.  He will be responsible for all technical/administrative works allotted to SE(B)s and Librarian.
3.  Work as DDO of Haryana State Council for Science and Technology Council in absence of DDO, HSCST.

4.  Departmental Level Nodal Officer for timely re-dressal of Public Grievances, Ist Appellate Authority of RTI Cases, O&M Officer.

5. Approval authority for tour programme of Class-III and below.

6. Authorize to counter sign the TA bills of the Gazetted Officers of the department.

He will report to Director-cum-Secy./EC.

	3.
	Scientific
Engineer(B)
	3
	9300-34800 +5400
	1 - Bhup Singh
	1. Annual Administrative Reports of S&T Department.
2.  Budget, SNE & Sanctions (Plan & Non Plan Schemes)

3.  Partial Financial Assistance for attending the Conference/seminar abroad.

4.  Science Popularisation activities in collaboration with NDRC and Setting up of Plasma Pyrolysis Plant.

5.  He will work as DDO and SPIO of RTI Cases of S&T Deptt. Haryana.

6. Science Quiz Contests and Science Essay Writing Competitions assisted by Librarian.

He will report through SE(A)

	
	
	
	
	2 -Vishal Gulia
	1. Setting up of one Observatory in the Morni Hills Area.

2.  Scheme on scholarship to science student.

3. Up gradation of hardware, software and web site.

4.  Office Automation and Information Technology.

5.  Work related to KCMP.

He will report through SE(A)

	
	
	
	
	3rd -Vacant
	

	4.
	Accounts
Officer
	1
	9300-34800 +5400
	V.K.Dhamija
	Nodal Officer for submission of reply of audit parapraph of the CAG & PAC reports

	5.
	Scientific Engineer (C)
	1
	9300-34800 +4200
	Vacant
	

	6.
	Librarian
	1
	9300-34800 +4000
	Ravindra
	1.All work related with the Library-cum-Technical Data Centre.

2. To assist S.E.(B)I in organization of Science Quiz and Science Essay Writing Competitions.

3. Grant-in-aid for workshop/seminar/science exhibition.

4. Supervise work related to maintenance of office building, Guest Rooms booking and deployment of staff through out-sourcing.

5. Supervise the store and vehicle in charge of S&T Department and S&T Council & Maintenance and purchase of computers & other related items.

6. SAPIO of RTI Cases.
He will report through AD(A)/SE(A)

	7.
	Personal 
Assistant 
	1
	9300-34800 +3600

+150SP
	Shashi Bala
	Attached with Director. Head of committee regarding redresal of compliant made by victim of sexual harassment in the department/Council.

	8.
	Assistant
	1
	9300-34800 +3200
	Sunil Kumar
	All administrative works, Court Cases, RTI Cases, Pension, Retiral benefits, Lok Sabha/Assembly Questions, Service Rules of the department 

	9.
	Steno-typist
	1
	5200-20200 +1900 +100SP
	Raj Kumar
	Administrative Branch

	10.
	Clerk
	1
	5200-20200 +1900
	Ashok Kumar
	1. Diary and Despatch work of Department and HSCST.

2. Collect all the pending and future statement of Long Term Advances from the Office of Accountant General, Haryana.

	11.
	Driver
	2
	5200-20200 +2400 +200SP
	Mohinder Singh
	

	
	
	
	
	Jatinder Singh
	Attached with Director

	12.
	Peon
	3
	4400-7440 +1300
	Mohan Singh
	With Director

	
	
	
	
	Rajbir Singh
	With Deputy Superintendent

	
	
	
	
	Kanwal Kant
	On Deputation with HSCST as Clerk

	13.
	Sweeper-cum-
Chowkidar
	1
	4400-7440 +1300
	Om Parkash
	Sweeping/Cleaning and Chowkidar of the office premises


4.b(iii)

The procedure followed in the decision making process, including

channels of supervision and accountability.


The decisions are taken strictly in accordance with the policies framed by the government of Haryana and Rules & Regulations on the subject.  The dealing hand deals with the case and submits.  After scrutinizing the case he/she sends the case to his/her superior who further submits it to the Director/Financial Commissioner, as the case may be,  for final approval.

4.b(iv)

The norms set by it for discharge of its functions.


As per Standing Orders( attached below)

4.b(v)

The rules, regulations, instructions, manual and records held by it or under

its control or used by its employees for discharging its functions


The department dischargers its various functions and duties by following the below mentioned rules/manuals in addition to instructions issued from time to time by Haryana Government : -

v. CSR Volume-I, II, III

vi. PFR Volume-I, II

vii. STR Volume-I, II

viii. Manuals/instructions issued by the Haryana Govt. from time to time.

4.b(vi)

Statement of the categories of documents that are held by it or under its

control


Personal Files, Service Books, Annual Confidential Reports, Cash Books, Stamp Paper Registers.  Besides, other records required to be maintained in the department is also maintained accurately.  Technical branch also maintained the records for its technical matters at its own level. 

4.b(vii)

The particulars of any arrangement that exists for consultation with or

representation by the members of the public in relation to the formulation of its policy or administration thereof



No such arrangement exists.

4.b(viii)
Statement of the boards, council, committees and other bodies
             
The following organizations/set ups are under Administrative Control of the Science and Technology Department : -

(2) Haryana State Council for Science and Technology (HSCST), Chandigarh.

(3) Haryana Space Application Centre (HARSAC), Hisar.

4.b(ix)

Directory of its officers and employees
	Sr.
No.
	Name and Designation
(Svsh.)
	Residential Address 

	1.
	Sh.Rajvir Singh, Scientific Engineer(A)
	2493/19C, Chd.

	2.
	Sh.Bhup Singh, Scientific Engineer(B)
	949/7, Chd.

	3.
	Sh.Vishal Gulia, SE(B)
	1351/19-B, Chandigarh

	4.
	Sh.V.K.Dhamija, Accounts Officer
	# 47 Gulmohar Avenue, Dhakouli, Mohali (Pb.)

	5.
	Ravindra, Librarian
	2429/19, Chd

	6.
	Shashi Bala, Personal Assistant
	2216 Sec.-27C, Chd

	7.
	Sunil Kumar, Assistant
	2474-A, Sector-19C, Chd.

	8.
	Raj Kumar, Assistant
	977 Mani Majra

	9.
	Ashok Kumar, Clerk
	2476/28C, Chd.

	10.
	Mohinder Singh, Driver
	V-Chowki, PO-Devi Nagar, Panchkula

	11.
	Jatinder Singh, Driver
	1111/7-B, Chandiarh

	12.
	Mohan Singh Peon
	1272A/28B, Chd.

	13.
	Rajbir Singh, Peon 
	206 Kishangarh, UT

	
	Om Parkash, Sweeper-cum-Chowkidar
	2637/27C, Chd. 


4.b(x)

Monthly remuneration received by each of officers and employees



	Sr. 

No.
	Name and Designation
	Salary for the month

of July 2010

	1
	Sh.Sandeep Garg, IAS, DST
	Rs.78570/-

	2
	Sh. Rajvir Singh, SE(A)
	Rs.49573/-

	3
	Sh. Bhup Singh, SE(B)
	Rs.32266/-

	4
	Sh. Vishal Gulia, SE(B)
	Rs.28702/-

	5
	Sh.V.K.Dhamija, A.O.
	Rs.38289/-

	6
	Sh. Ravindra, Librarian
	Rs.30956/-

	7
	Smt. Shashi bala, PA
	Rs.29405/-

	8
	Sh.Sunil Kumar, Assistant
	Rs.23531/-

	9
	Sh. Raj Kumar, Steno
	Rs.20006/-

	10
	Sh. Ashok Kumar, Clerk
	Rs.16012/-

	11
	Sh. Mohinder Singh, Driver
	Rs.27686/-

	12
	Sh. Jitender Singh, Driver
	Rs.24214/-

	13
	Sh. Mohan Singh, Peon
	Rs.13652/-

	14.
	Sh. Rajbir Singh, Peon
	Rs.14294/-

	15.
	Sh. Om Parkash, Sweeper-

cum-Chowkidar
	Rs.14644/-

	
	Late Sh.Ravi Parkash, SE(B) (Ex-gratia employee)
	Rs.36532/-


4.b(xi)

Budget allocation


 Budget Allocation of Non Plan scheme of Science and Technology Department for the year 2010-11.

A) 

	Sr. No.
	Items
	Amount

(Rs. in Lacs)

	1.
	Salary
	39.22

	2.
	DA
	20.38

	3.
	TA
	0.72

	4.
	OE
	1.89

	5.
	MR
	0.45

	6.
	POL
	1.08

	7.
	LTC
	0.06

	8.
	Ex-Gratia
	4.07

	
	Total
	68.87


B) 95-Grant in Aid to HARSAC

	Sr. No.
	Items
	Amount

(Rs. in Lacs)

	1.
	Grant-in-Aid to HARSAC
	89.65

	
	Total
	89.65


Allocation of budget under various schemes (under plan) of Science & Technology for the year 2010-11 





 (Rs. in lacs)

	Sr.

No.
	Name of the scheme
	Approved outlay (capital content)    2010-11

	
	
	

	1.
	99-S&T Programme
	

	a)
	09-Grant-in-aid
	186.50

	b)
	Library-cum-Technical Data Centre
	0.50

	c)
	94-Fellowship
	1.00

	
	Total
	188.00

	2.
	97-GIA to S&T Council 
	

	a)
	09-Admn. Set up
	50.00 (2.00)

	b)
	Science & Technology Promotional Programme
	25.00

	c)
	Conference/Workshop/Seminar
	1.00

	d)
	GIA to R&D projects
	5.00

	e)
	Kalpana Chawla Planetarium
	30.00

	f)
	New Schemes
	100.00

	
	Total
	211.00 (2.00)

	3.
	95-Admn. Set up of HARSAC 
	175.00 (50.00)

	4.
	96-Natural Resources Data Management System 
	20.00

	5.
	93-Micropropagtion of high quality planting material through tissue culture technology 
	190.00 (40.00)

	6.
	85-Biotechnology in the context of sustainable development 
	1.00

	7.
	88-Information Technology & Computerization 
	15.00



	
	Grand total
	800.00 (92.00)


4.b(xii)

The manner of execution of subsidy programmes 



No subsidy

4.b(xiii)
Particulars of recipients of concessions, permits or authorisation granted


Not applicable

4.b(xiv)
Details in respect of the information available to or held by reduced in an electronic form
The detailed information regarding objectives, organization structure, functions, schemes, etc. are available on the website www.dstharyana.org.

4.b(xv)

The particulars of facilities available to the citizens for obtaining

information, including the working hours of a library or reading room, if

maintained for public use.


As per RTI Act, 2005 during the working days and office hours.  



Library is not open for public use


4.b(xvi)
The names, designation and other particulars of Public Information

Officers
	Appellate Authority
	SPIO
	SAPIO

	Scientific Engineer (A)
	Scientific Engineer (B)I
	Librarian

	Chief Scientific Engineer
	Joint Director (Tech.)
	Section Officer

	Chief Scientist
	Senior Administrative Officer
	Accounts Officer


STANDING ORDER



In pursuance of the provisions of rule 18 & 19 of rules of Business of Government of Haryana, 1977 framed under Article 166 of the Constitution of India.  I hereby order that the classes of cases set out in the subjoined Annexure “A” shall be brought to the personal notice of the undersigned, while the remaining classes of cases set forth in the subjoined Annexure “B” & “C” shall be disposed of by the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department, Special/Joint Secretary/Director, Science & Technology Department Haryana respectively.  This order shall supersede all previous orders issued in this connection.

2.

All cases requiring my orders will be routed through the Financial Commissioner & Principal Secretary to the Government, Haryana, Science & Technology Department except such cases as have been listed in Annexure “B” & “C”.

3.

If I am away from Chandigarh, the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department may finally dispose of any case, of extreme urgency which is otherwise to be submitted to the Minister-in-Charge of Science & Technology Department for orders.  Similarly, if the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department is also away from Chandigarh, then the Special Secretary/Joint Secretary to Government, Haryana, Science & Technology Department/Director, Science & Technology Department, Haryana-cum-Director, Haryana Space Application Centre (HARSAC)/Secretary/EC, Haryana State Council for Science & Technology, Panchkula may finally dispose of any case of extreme urgency which is otherwise to be submitted to the Minister-in-charge/Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department for orders.  But on my return to Chandigarh such case must be submitted to me for information & orders.

4.

No order will be open to question in representations enquiries or Courts only because of the relevant file having not received the approval of prescribed authority under these delegation orders.

5.

Subject to the Provisions made in Annexure “A”, “B” and “C”, the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department would be free to allocate duties amongst his Superintendent/ Under Secretary/Deputy Secretary/Joint Secretary/Director of Science & Technology Department.  Further, the Financial Commissioner & Principal Secretary/Commissioner & Secretary to the Government, Haryana, Science & Technology Department may send for any case which under these orders is either to be disposed of by the Joint Secretary/Director himself or is to be sent by him directly to the Minister-in-charge.

6.

Any case relating to the matters going to the level of Minister-in-charge/Legislative Assembly/Governor/Central Government shall be disposed of by the Financial Commissioner/Commissioner only unless he specifically delegates authority for individual cases or circumstances.

7.

Matters pertaining to the Directorate of Science & Technology shall be routed through Financial Commissioner & Principal Secretary/Commissioner & Secretary, Science & Technology by the Special Secretary/Joint Secretary/Director, Science & Technology unless the Administrative Secretary specifically directs otherwise.  Matters pertaining to the Haryana Space Application Centre (HARSAC), Haryana State Council for Science & Technology (HSCST) and any autonomous body which may be created will be submitted directly to the Administrative Secretary; who is also the Chairman of the existing organizations.

8.

In the absence of the Joint Secretary/Deputy Secretary, the cases catalogued under Joint Secretary/Deputy Secretary to the Government, Haryana shall be disposed of temporarily unless of such importance and urgency that they required final disposal in which case the approval of the Administrative Secretary shall be obtained.

Dated Chandigarh, the




Randeep Singh Surjewala

19th February, 2010 




    
Minister-in-charge, 

Science and Technology Department Haryana



A copy with a copy of Annexure is forwarded for information to :-

vi) Private Secretary to Chief Minister, Haryana for the information of Chief Minister.

vii) Private Secretary to Minister-in-charge, Science & Technology Department, Haryana for the information of Minister-in-charge.

viii) Private Secretary to Financial Commissioner & Principal Secretary to Government Haryana, Science & Technology Department, Haryana for information of FCS&T.

ix) Director, Science & Technology Department, Haryana.

x) Deputy Secretary to Government Haryana, Science & Technology Department, Haryana.

Scientific Engineer (A) 

       for Financial Commissioner & Principal 

Secretary to Govt. Haryana

Science and Technology Department

To

ix) Private Secretary to Chief Minister, Haryana for the information of Chief Minister.

x) Private Secretary to Minister-in-Charge, Science & Technology Department, Haryana for the information of Minister-in-Charge.

xi) Private Secretary to Financial Commissioner & Principal Secretary to Government Haryana, Science & Technology Department, Haryana for his information.

xii) Director, Science & Technology Department, Haryana.

xiii) Deputy Secretary to Government Haryana, Science & Technology Department, Haryana.

Endst.No.DST/






Dated : 



A copy is forwarded to Chief Secretary to Government Haryana (in Cabinet Section) for information & necessary action. 

Scientific Engineer (A) 

       for Financial Commissioner & Principal 

Secretary to Govt. Haryana

Science and Technology Department

Endst.No.DST/






Dated : 



A copy is forwarded to the Scientific Engineer(B)II, Science and Technology Department Haryana with a request to down load on the web site of the department under intimation to this office. 

Scientific Engineer (A) 

       for Financial Commissioner & Principal 

Secretary to Govt. Haryana

Science and Technology Department



               ANNEXURE - ‘A’

List of classes of cases pertaining to Science & Technology Department to be submitted to the Minister-in-charge (Reference Rule 18 & 19 of the Rules of Business of the Government of Haryana 1977) through Financial Commissioner & Principal Secretary/Commissioner & Secretary to Government, Haryana, Science & Technology Department.

1.

LEGISLATIVE MATTERS
vi) All matters pertaining to Vidhan Sabha questions/resolutions and motions/Lok Sabha/Rajya Sabha questions.

vii) Such replies to Assurances, promises made by the Chief Minister on the floor of the Vidhan Sabha which are not based on decisions already taken by the Government or which do not give merely any factual position but which may require greater amplification or clarification.

viii) Replies to such questions tabled in Lok Sabha and Rajya Sabha where information to be given is not merely the factual position.

ix) All legislative matters including framing of acts and Rules there under or any amendment therein and also preparation of draft bills, issuing of ordinances and Conversion of Ordinances and President’s Acts into Acts or the State.

x) All cases relating to the Public Accounts Committee.

2.

ADMINISTRATIVE MATTERS
i)
Annual Confidential Reports of the Administrative Secretary and such other gazetted officers as is necessary in accordance with the Government instructions on the subject.

ii)
Training of Gazetted Officers in India beyond six months and in all cases involving training abroad; deputation of gazetted officers to the Centre and other State Governments or abroad.

v) Reference to Vigilance Department of all cases pertaining to gazetted officers.

vi) Annual Administrative Report of the Science & Technology Department.

xiv) Service Rules of Gazetted and Non-gazetted Government servants.

xv) First appointment/extension or probationary period, disciplinary action, compulsory retirement and pension of Gazetted Officers.

xvi) Institution or withdrawal of Civil or Criminal Proceedings against gazetted officers and payment from the State Revenue of damages in suits brought by or against gazetted officers.

3.

FINANCIAL MATTERS

iv) Reports of PAC and Estimates Committee when ripe for final decision.

v) Financial irregularities of serious nature.

vi) Annual Audit Report of Science & Technology, Council and HARSAC.

4.

GENERAL MATTERS
xii) All cases referable to Chief Minister under rule 28 (I) of the Rules of Business of the Government of Haryana.

xiii) All cases requiring submission to Governor.

xiv) Any other cases which may be specially called for by Minister.

xv) Any cases which the Secretary may consider important enough for submission to the Minister.

xvi) All cases to be submitted to the Cabinet or Chief Minister or Governor.

xvii) Matters relating to plan/non-plan schemes (initial stage).

xviii) Important and policy reference received from or made to the Government of India.

xix) All matters relating to constitution of High Powered Science & Technology Council, Executive Committee of Science & Technology Council.

xx) All matters relating to constitution of Governing Body and Advisory Committee of HARSAC / HSCST.

xxi) Important cases involving question of Policy or principle not expressly/ provided for anywhere else in this statement.

xxii) Communications from the Ministers of the Government of India and other important cases involving inter-state disputes.





ANNEXURE  - ‘B’

List of classes of cases to be disposed of at the level of Financial Commissioner & Principal Secretary/Commissioner & Secretary to Government, Haryana, Science & Technology Department.

1.
Finalise the Annual Confidential Reports of all class-I gazetted officers including the Head of the Department.

2.
Approval of the Tour Programmes of Special Secretary/Joint Secretary/Director, Science & Technology Department.

3.
Cases relating to Estimates Committee where the orders of the Minister are not required under the rules.

4.
Cases regarding Budget Estimates/Supplementary Estimates.

5.
Review of the activities of the Department.

6.
Exercise of quasi-judicia processes of appeals and revision vested in the State Government under various Acts/Service Rules.

7.
Exercising of all powers under the Financial Rules to the extent powers have been vested in the office.

8.
Overseeing of the work of all other Departmental agencies which affect the development of Science & Technology in the State.

9.
Renting of building for official use and purchase of land for building of the office.

10.
All cases to be sent to the Legal Remembrancer for legal Advice, vetting of drafts of charge-sheets, Service Rules and defense of litigation cases.

11.
Training of Gazetted officers for six months.

12.
Scrutiny of establishment matters pertaining to Class-I and Class-II officers of the Department.

13.
Scrutiny of Writ Petitions and other notices received from the court.

14.
Administrative Secretary may delegate such of his powers from time to time, in the public interest, as he thinks fit with the approval of Minister.









ANNEXURE – ‘C’

List of classes of cases to be disposed of at the level of Special Secretary/Joint Secretary/Director, Science & Technology Department.

1.
Implementation of the various schemes of the Science & Technology Department.

2.
Installation of telephones, Computers and other office requirement within financial competency.

3.
Writ-Petitions and other notices received from the Court.

4.
Approval for deputing non-gazetted staff for training in India for three months.

5.
Arranging meetings of the committee of Administrative Secretaries on Science & Technology.

6.
Declaration of Drawing and Disbursing Officers in consultation with the Finance Department.

7.
Exercising of all powers under the Financial Rules to the extent powers have been vested in the office.

8.
Granting permission to perform journey beyond jurisdiction.

9.
Cases relating to write-off of unserviceable/surplus stock.

10.
To make back reference in order to collect essential information if any, from the Department.

