
l{ke izkf/kdkjh 
uxj Hkwfe lhek 

 
izHkkjh v/fkdkjh 
uxj Hkwfe lhek 

 
jktLo fujh{kd 

 
LVsuksxzkQj 

 
jhMj 

 
lgk;d xzsM 3 

 
okgu pkyd 

 
Hk`R; 

 
4(I)(b)(i) 

Functions and duties of each unit of the Office 
 

Name of section :-    l{ke izkf/kdkjh] uxj Hkwfe lhek tcyiqj 
 

Administrative Section :-  l{ke izkf/kdkjh] uxj Hkwfe lhek tcyiqj 
 

(ii) 
Powers  and  duties  of  the  officers & Emplyees :- 

 
S 

No . 
Name Designation Remuneration Duties 

1- Jh egs”k pUnz pkS/kjh vij dysDVj ,oa  
l{ke vf/kdkjh]  
uxj Hkwfe lhek 

- uxj Hkwfe lhek ds varxZr vf/kdre 
lhek ,oa fofu;eu 1976 ds vf/kfu;e 
rFkk uxj Hkwfe lhek fujlu vf/kfu;e 
1999 ds rgr nh xbZ “kfDr;ksa ds vuqlkj 
izdj.k dk fujkdj.kA 

2 Jh Jhfuokl “kekZ la;qDr dysDVj 
izHkkjh vf/kdkjh 
uxj Hkwfe lhek 

&- uxj Hkwfe lhek ds varxZr vf/kdre 
lhek ,oa fofu;eu 1976 ds vf/kfu;e 
rFkk uxj Hkwfe lhek fujlu vf/kfu;e 
1999 ds rgr nh xbZ “kfDr;ksa ds vuqlkj 
izdj.k dk fujkdj.kA 

 
 



(iii) 
Decision Making process in graphic form 

 
Initiating the file Dealing staff 

And the section 
Channel officers handling the file 

at each level 
Decision taking authority 

LFkkiuk 
 

lgk-xzsM 3 

U;k;ky;hu 
izdj.k 

 
jhMj 

¼lgk-xzsM 2½ 
jktLo fujh{kd 

izHkkjh vf/kdkjh 
uxj Hkwfe lhek 

tcyiqj 
 

l{ke vf/kdkjh 
uxj Hkwfe lhek 

tcyiqj 

le{k izkf/kdkjh 
uxj Hkwfe lhek 

tcyiqj 

Supervisory Auhhority 
izHkkjh vf/kdkjh 
uxj Hkwfe lhek 

tcyiqj 

 

Accountable Officer 
l{ke vf/kdkjh 
uxj Hkwfe lhek 

tcyiqj 

 

 
(iv) 

Norms Decided and followed by the Organisation 
 

� Time 

� Quality 
� Quantity 

fujad 

 
(v) 
 

Chronological List of 
 
� Acts uxj Hkwfe lhek fujlu vf/kfu;e 1999 ds vuqlkj 
� Rulas uxj Hkwfe lhek fujlu vf/kfu;e 1999 ds vuqlkj 
� Regulations uxj Hkwfe lhek fujlu vf/kfu;e 1999 ds vuqlkj 
� Manuals uxj Hkwfe lhek fujlu vf/kfu;e 1999 ds vuqlkj 
Circulars available in Office 
(original text to be given in 
electronic form) 

 

 
 



(vi) 
 

Statement of various documents to maintained 
 

S.No. Documents classification Duration 

1. LFkkiuk ls lacaf/kr ufLr;ka fofHkUu fo’k;ksa ls lacaf/kr dk;Zokgh dh iz—fr ds vuqlkj 

2. vcZu lhfyax ls lacaf/kr izdj.k 
,oa ufLr;ka &**& LFkk;h 

 
(ix) 

Directory of the officers and employee 
(to be linked with treasury data bank 

 
S.
N. 

Name Designation address for residence Phone No. / 
mobile No. 

1. Jh egs”k pUnz pkS/kjh vij dysDVj ,oa  
l{ke izkf/kdkjh 
uxj Hkwfe lhek 

bZ 11] lkmFk flfoy ykbZu] 
ipis<+h tcyiqj 

9425151483 
® 2604363 

(O) 2624351 
2. Jh Jhfuokl “kekZ la;qDr dysDVj 

,oa izHkkjh vf/kdkjh 
uxj Hkwfe lhek 

,Q 11] lkmFk flfoy ykbZu] 
ipis<+h tcyiqj 

9425152035 

3 Jh lyhe cD”k LVsuksxzkQj 2157 tokgj pkSd] jkbZV 
Vkmu] tcyiqj 

2403824 

4 Jh lquhy dqekj JhokLro jktLo fujh{kd Cykd ua- 5 “kkjnk fogkj] LVsV 
cSad dkyksuh cynsockx] m[kjh 

jksM tcyiqj 

2647219 

5 Jh jktsUnz dqekj C;kSgkj jktLo fujh{kd 1127 lh-vks-Mh- dkyksuh] “kkgh 
VSad ds ikl x<+k tcyiqj 

5047377 

6 Jh ds-,y-ceZu jktLo fujh{kd 22 xathiqjk] tcyiqj - 

7 eks- eqchu valkjh jhMj 324@1 t;izdk”k ukjk;.k okMZ 
tcyiqj 

5004755 

8 dqekjh ehuk pØorhZ lgk;d xzsM 3 1733@1 }kjdk uxj ] ?kekiqj] 
tcyiqj 

2670056 

9 Jh jktsUnz [kk.Msdj okgu pkyd ih-MCY;w-Mh 193 “kadj”kkg uxj] 
tcyiqj 

- 

10 Jh eksrhyky xksaM Hk`R; 133 xzke lkyhokMk] e.Myk 
jksM tcyiqj 

- 

11 Jh jkeldy “kqDy Hk`R; 599 NksVh vkserh tcyiqj  

 



(x) 
Monthely remuneration and compensation 

(to be linked with treasury Data Bank) 
¼fnukWd 30-09-05 dh fLFkfr esa½    - 

SNo. Budget Head Year Allocation Expenditure 

1. 
 

xzkaV ua- 8 ctV “kh’kZ 
2029 Hkw jktLo vk;kstusRrj 
001&funsZ”ku vkSj iz”kklu 
6846 uxj Hkwfe lhek 
¼lhek rFkk fofu;e½ ds varxZr 
lkr l{ke izkf/kdkfj;ksa ds  
dk;kZy; dh LFkkiuk 

2005-21006 1595700.00 492410.00 

 
(xiv) 

Information available in the office 
 

S.N. categories Hard Copy Electronic Form 

1. “kklu ls izkIr funsZ”k QkbZy esa - 

2. QkbZy QkbZy - 
 
(xv) 

Facility available to citizen for 
information 

 
S. No. Facility Duration of opening (time to 

be given) 
Contact No. Telephone No. 

1. d{k Ø- 12 
dysDVªsV] tcyiqj 10.30 A.M.  to 5.30 P.M. 2624351 

 (xvi) 
Information about the PIO 

   
� Name   Jh egs”k pUnz pkS/kjh 

� Designation  vij dysDVj ,oa l{ke izkf/kdkjh] uxj Hkwfe lhek] tcyiqj 

� Tel.No.   2624351 
 
 
 



(xvii) 
Any other information 

of Your Office 

 

 

 

 

 

 

 

 

 

 

 
 
 
 


