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gfdT,
|E/3Y Afd,
qd HATHA FI9TT (BTRRATYA),
HATHY, Hag-800 033

fare:- IS T Afd BRI AT IIRATY- GRS 37aR Afad
(T3TTIT) @ 37eR Afa (1eron) 7e-31 2 ug ufafrgaris
RO,
ABIgY/HeIel,

TSIYTH T Afd BRTGATAT SMRATIHIRIS AR Afad (FRTRIA) g IR Afaa
(37eToM) TTe-37 ® U T. 94§00-3R900 TS U %.§E00/-IT dqAHNTHIG (FTS-37 IrSTU=d)
FATH AN MR AT (FHHeT) HaTiA TRIFRIaRI WRTaATd 3778, Hax gaird! g
HRUYTT M3 TT B g STIEGTAT e SrS T 3.

2. U Hd HATGHYA AT 481 yebaT famicl BRugTd Ad B, qax gaire! fHida
HIUATA NS AT Beled g STAEGTAT BT T SURIG UGTIR Uy arii= SIrudrehRe
$TGD AT TS [JHRIIN G faR |faial 91 i ANl ura i a1y
32T IR AfAueT HH ol T ol ATHII! AlEidId boved, dafadd AT
(Bio-Data) g fawTriy =iemzfa gHmMS 3. @ Alfede a1 fAvrTeas faie-
90.§.209y T FfEauer ura gxfie erm R duan dreardia. 9949 e
siftre=I afifrgaae! fae siear Qi Jefae v SR ore fdhar v
JIEEAE! FHAIT AMTITI T, 3Tl FHRGA JRiFRgaias! Siofgl /v |fd
$Tgd A9cUd FR® 3TIE] YA HRAVATA I1d. Yhal a8 ST BT
I A9 AR Udl YR AR Wex A Ud HeUAE HERIS 2]
http://intranet.maharashtra.gov.in/ IT dgATSCdR A3 B HIaR URIEE HRUATT TS

3e.

AEUA- RIS U (HAad g STEarT W)
website TS Print BTRTATA) e JTfIBTRY, AR 3T
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b ADMINISTRATION BRANCH

i. Under Secretary to the Governor (Administration)
The Officer is entrusted with the r\esponsibility of initiating the following
matters :(—
(1) To deal with regular establichment matters, such as pay, pension, leave
and discipline of staff in the Governor’s Secretariat. Countersigning Officer for
expenditure under the “Head 090-Secretariat”.

(2) Public Information Officer under Right to Information Act, 2005 for Office =
of the Secretary to the Governor (Administration Branch / Development Board s
Branch)

(3) General Supervision over the Administration Branch and Accounts Branch.

(4) Appointment of Council of Ministers and allocation of portfolios among
chem

(5) Swearing-in ceremonies of the Governor, Chief Minister, Ministers and
Chief Justice, Sheriff, Lokayukta and Upa-Lokayukta etc.

(6) To prepare draft of the Monthly Report of the Governor to the President.

.- (7) Work pertaining to Governor’s Conference.

(8) Work pertaining to Governor’s address to the Joint Session of the State
Legislature

(9) Appointment of Judges

(10) Padma Awards

11. Meeting of Dr. P.V. Cherian Artificial Kidney Trust, Countess of Duffrin
Fund, State Level Committee for Prevention of Control of AIDs.

12. Requests from Institutions for Patronage of the Governor and his wife.
13. Correspondence with Centre and State Government, Corporations etc.
14 Work pertaining to South Central Zone Cultural Centre, Nagpur.

15. Work pertaining to Sainik Welfare Board, Pune

16. Nominations of MLCs/MLAs

17. Mercy Petitions under Article 161, Review Petitions, Writ Petitions,
Disqualifications under Article 192, prosecution against Ministers.

18  Appointment of Members of Tribe Advisory Council, SCZCC, King George
. Vth Memorial, Sainik Welfare Board, Indian Red Cross Society etc.

19. To deal with the Annual Reports of Tribal Development Department.

20. Memoranda {rom Politicai parties and Social Organisations

21. Complaints regarding public grievances.

22. Acceptance of official functions by the Gavernor.

23. To attend o other miscellaneous work, such as the meetings, functions,
delegations in Raj Bhavan etc

24. Control over Peons / Messengers.

25, To attend to tapal during Secretary’s absence.
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26. Supervision of Computers, Xerox Machine, Fax Machins and other office
quipments.

27. Maintenance of M.T.N.L. Telephones and EPABX Telephone Exchange.
28. Any other matters entrusted by the Governor’s Secretary.

2. Assistant Secretary to the Governor
The Officer is entrusted with responsibilities of initiating following matters :—
1. Files received from the Mantralaya relating to Bills and Ordinances.
2. Summoning and Proroguration of the State Legislature. - &

3. Appointment of Chairman, Members and Secretary of the Maharashtra
State Public Service Commission (MPSC) and allied matters.

4. Appointment of Chairman and Members of,—
(i) Maharashtra Administrative Tribunal (MAT)
(tf) Maharashtra State Human Rights Commission

(i) State Chief Information Commissioner and State Information
; Commissioners
HG 220: . e
w% State Election Commissioner .
(v) Finance Commission
(vi) Water Resources Regulatory Authority.

5. Leave applications of Chairman, Members and allied matters of the above
mentioned Constitutional Bodies.

6. Submission of Annual Reports of the Comptroller and Auditor General,
Lokayukta and Upa- Lokayukta, Finance Commission and the MPSC.

7. President’s Police Medal, Home Guards and Civil Defence Medals and Fire
Service Medals etc.

8. To deal with the files relating to Recruitment Rules and Amendments to
various Rules

9. Appointment of Lokayukta and Upa-Lokayukta,
10. Appointment of Sheriff’ of Mumbai

11. Swearing in cercmonies of the Council of Ministers, Lokayukta and Upa
Lokayukta, Sheriff of Mumbai.

12. Work relating to Office maintenance. ‘
13. Allotment of penn: duties to VIP/VVIPs.

14. Memoranda from political parties and other social workers etc.

15. Maintenance of Computers

16. Maintenance of EPABX Exchange

17. Purchase of official stationary

(Papers / files on the subjects 10 to 17 will be submitted to J.S./D.S. (A) through
U.S1A)) pa 2
HG 2202—2a
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2. Under Secretary (Education)

1. All the Statutes and Ordinances received from all the Universities and submits
them to the Chancellor for his assent.

2. Work relating to representations, complaints and election petitions.
3. Work relating to writ petitions connected with Universities.

4. Work relating to interpretation of provisions of the Acts, Statutes and Ordlnances
referred to the Chancellor by the Vice-Chancellors.

5. Work relating to petitions received from candidates aggrieved by the
recommendations of the Selection Committee.

6. Correspondence relating to Universities with Higher & Technical Education
Department, Agriculture and ADF Department, Law & Judiciary Department, Medical
Education & Drugs Department, Law Secretary, Advocate General and the University
Grants Commission!

7. Demands of teaching and non-teaching staff and the students.

8. Work relating to the Ashwamedh / Indradhanushya / Avishkar / Avhan / Abhiyan
and Other projects of the Chancellor.

9. To deal with the applications received under Right to Information Act 2005, as
Public Information Officer.

10. Any other work assigned to him by the Joint Secretary/Deputy Secretary
(Education).

3. Superintendent

1. Matters relating to the appointment of Chancellor’s nominees on the various
authorities, bodies and Committees of al the Universities in the State.

2. Work relating to the meetings of the Joint Board of Vice-Chancellors.
3. Matters relating to appointment of Vice-Chancellors and Pro-Vice-Chancellors.

4. To submit on files the correspondence relating to service conditions and allied
matters including Contract of Service of Vice-Chancellors.

5. Correspondence relating to leave applications of all the Vice-Chancellors of the
Universities in the State.

6. Correspondence relating to proposals received from the Universities for holding
Senate meetings; Convocation and Conferment of Hon. Degrees on eminent persons, etc.

7. Correspondence relating to proposals received from the Universities for
construction of various works of its own.

8. Any other work assigned to him by the Joint Secretary (Education)

4. Higher Grade Stenographer

Takes dictations from the Joint Secretary / Deputy Secretary (Education) and
transcribes them, attends to the telephone calls of JS(E) / DS(E), maintains telephone




