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	No. AACP/Estt/11/2005/5
	Dated Guwahati the September 2, 2005


OFFICE ORDER


 In partial modification to this office Order No.. AACP/Estt/11/2005/1 dated August 10, 2005 relating to allotment of office works, the following amendment is hereby made with immediate effect:–

Shri Karuna Sarma, Office Assistant:

(Put up through OM)

· Maintenance and management of Attendance register/Leave Register for G-III, drivers and G-IV staff

· Maintenance and management of duty roaster of drivers/G-IV staff

· Procurement, maintenance and management of telephones, internet, computers/Laptops, Xerox, Air conditioners, office furniture, office premises, other equipments and conference room (through PE) .

· Maintenance of Inventory of telephones, internet, computers/Laptops, Xerox, Air conditioners, office furniture, office premises, other equipments and conference room and constant updation.

· Assist the OM as and when required.

Shri Aijuddin Ahmed, Office Assistant:

(Put up through OM)

· Issue and receipt

· Assist the OM as and when required.

· Maintenance of Resography– Gestetner Digital Duplicator machine and Procurement of consumables for the said machine (except papers). 

· Maintenance of Inventory of vehicles, Vehicle Repair Registers/ History Sheet and process matters relating to repairing of vehicles. 

· Shri Manik Sarma & Sri Jayanta Kalita, Grade–IV staff, shall assist Shri Ahmed, as and when required by Shri Ahmed and as ordered vide No. ARIASP/PD/247/2001–02/87 & 86 both dated 1/9/2005.

All other allotment of office works and instructions as per Order No. AACP/Estt/11/2005/1 dated August 10, 2005 shall remain the same.

(Dr. Ravi Kota, IAS)

State Project Director, 

ARIASP Society, and PC, AACP

	Memo No. AACP/Estt/11/2005/5–A
	Dated Guwahati the September 2, 2005


Copy: APC & Chairman, ARIASP Society/All concerned officers/staff/Consultants

(Dr. Ravi Kota, IAS)

State Project Director, 

ARIASP Society, and PC, AACP
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