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GOVERNMENT OF EAST PAKISTAN 
. ' .. ~ . f '· 

SERVICES AND GENERAL ADMINISTRATION DEPARTMENT 
Regulation Branch, Section I. 

No.SGA/RI/IS-135169/252(350), dated Dacca, the 29th October, 1969.' 

··.;f. 

SUBJECT : Duties of Peons. 

TI1e undersigned is directed to state that it has been observed that the services of peons 
are sometimes utilised for private purposes. The fact that duties o{ peons have not been 
specified so far, is providing scope for misuse of the services of the peons. In order, therefore, 
to leave no room for such misuse, Government have been pleased to spell out the following 
duties to be performed by peons - 

(i) General arrangement and tidiness of the office furniture including redusting of 
office furniture, record, etc., if required during office hours. 

(ii) Carrying from o:qe place to another within and outside office premises official 
~1. r~~f Jl·~ 

files} papers. 
I it.'• '.\. \!1:~;~,:t} '· ,. 

(iii) 
~-~.~ .~~ Ji 

Shifti ng of articles of light furniture, e.g., chairs, side-racks, small tables, etc., . . . 
from.one place to lffi,O.ther within office premises. '.,. 

(iv) Carriage of steel boxes containing secret/ confidential files from one officer to 
another. 

(v) 
,: • I 

Conducting visitors to the officers. 
ii",', 

(vi) Providing drinking water to the officers/ staff. 
2. Class IV eitlployees should tie used for official work specified above and should, in no 
case, be employed for domestic work. 

i.· ;!. 

Sd, L. R. Khan 
Deputy Secretary to the Government 
of East Pakistan, S. & G. A. (Regn.) 

Department, 

. ' . '' ..... ; 
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Duties And Responsibilities of Peons/Orderlies and other M. L. S.S. in the Ministries/ 
Divisions, Attached Departments, Surbordinate Offices/ Autonomous and Semi-Autonomous 
Bodies. 

Peons/orderlies and other M. L. S. S. are supposed to act as an auxiliary staff in the 
offices of different organisations. They should help the officers and other staff by providing 
assistance which is necessary for performing official work during office hours. 

At the lower base of the administrative machinery, Class IV employees can play an 
important role by rendering their services honestly, sincerely and thereby saving time, energy 

!. 

and talent of the officers and staff. A harmonious and cordial relation among the different 
classes of employees is not only necessary but forms the very basis of an efficient and smooth 
administration. 

They should attend office 15 minutes before the office actually starts functioning. They 
should report their arrival to the Head Assistant/ Section Officer and should not leave the office 
without permission of the Head Assistant / Section Officer who will. arrange for a roster of 
Peons to attend till last officer leaves office. 

·Some specific functions were assigned to them under Memo No. SGA/RI/IS- 
135/69/252(350) dated 29th October, 1969 which are reproduced below : 

(i) General arrangement and tidiness of the office furniture including redusting of 
office-furniture, record, etc. if required during office hours. 

(ii) Carrying from one place to another within and outside office premises official 
files / papers. 



(iii) Shifting of articles of light furniture, e.g., chairs, side-racks, small side-tables, 

etc., from one place to another within office premises. 

(iv) Carri age of steel boxes containing secret/ confidential files fro one officer to 
another. 

(v) Conducting visitors to the officers. 

(vi) Providing dirinking water to the officers staff . 

Besides the abovementioned functions there are some more functions which are given 
below: 

(i) They should be held reponsible for the preservation of all stationery arti cles and 

other materials in the office rooms during office hours. 

(ii) They should attend office with proper uniforms. 

(iii) The peons attached to sections will work for the officers and other staff of the 
section concerned. 

(iv) In dealing with the visitors and the public at large, they should be polite and 
gentle. 

(v) They should undertake the task of depositing cheque to the Bank and encashing 
the same therefrom on behalf of the officers. 

2. Class IV employees should be used for official work specified above and should, in no 
case, be employed for domestic work. 
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