
Functions and duties of each unit of the Office 
 
Name of section :-  1- dkyksuh lsy “kk[kk 
 
Administrative Section  
 
Accounts Section  
 
Record Room 
 
Others  
 
 
 
 
 
 
 
 
 
 
 
 

Powers  and  duties  of  the  officers Emplies :- 
 
 
S No 
. 

Name  Designation  Remunerati
on  

Duties  

1- Jh “khysUnz flag  la;qDr dysDVj 10975 + DA izLrqr ufLr;ksa dk fujkdj.k 
2- Jh ds-ds- f=ikBh lgk;d xzsM 3 3875 + DA izkIr Ik=ksa dk izLraqrhdj.k 
     
 
 
 
 
 
 
 
 
 



 
 
 

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 

dkyksuh lsy “kk[kk 
lgk;d xzsM 3 izHkkjh vf/kdkjh vij dysDVj@ dysDVj 

Supervisory Auhhority izHkkjh vf/kdkjh dkyksuh lsy “kk[kk  
Accountable Officer dysDVj tcyiqj 

 
 

 
 
 
 
 
 
 
 
 
 
 
Norms Decided and followed by the Organisation 
 
 
� Time 

� Quality 

� Quantity 

flVhtu pkVZj ds rgr “kklu }kjk fu/kkZfjr 

 
 
 



 
 
 
 
 
 
 
 
 
 

Chronological List of 
 
� Acts  

� Rulas e-iz- uxj ikfydk ¼dkyksukbZtj jkftLVªs”ku ,oa 
fucZU/ku rFkk “krsZ½ fu;e 1998 

� Regulations  

� Manuals  

Circulars available in Office  
(original text to be given in electronic form) 
 
 
 
 
 
 
 
 
 
 
 
 



Statement of various documents to maintained 
 
S.No. Documents classification Duration 
1. dkyksuh laca/kh uLrh & & 

2. dkyksuh yk;lsal laca/kh uLrh & LFkk;h 

3. f”kdk;r laca/kh uLrh & ikap o’kZ 

 
 
 
structure of consultative committees in which public representatives are members 
including 
 

� The names of latest inclumbent 

 

� Copy of the orders 

 

� Circulars for formation 

 

� Duties and responsibilities 

 

 
 
 



 
 

Proceeding, minutes of the Meeting (copy to be made available and be given in the 
electronic Form with hypertext link) 

 
 
 
 

1- Name of the Board, Council, Committees etc. including members and their 
qualifications. (Original text to be given in electronic form) 

 
 
S.N. Body Members Qualifications 
1. _ _ _ 

2.    

3.    

 
 
� Order of the formation . 
� (Original text to be given in electronic form and be hyper linked) 
� Charter/Memorandum of Articals of Association. 
� (Original text to be given in electronic form and be hyper linked) 
� Govt instruction for the way in which meeting will be conducted. 

(Original text to be given in electronic form and be hyper linked) 
� Whether open to public or not 
� Available of the proceeding/minutes of the last meeting (Original text to 

be given in electronic form and be hyper linked) (chronologically) 
 
 
 
 



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. “khysUnz flag la;qDr dysDVj FO.DFO 
dEikmM tcyiqj 

9425141656 

2. ds-ds-f=ikBh lgk;d xzsM 3 tkudh uxj 
tcyiqj 

 

     
 
Monthely remuneration and compensation  
SNo. Budget Head Year Allocation Expenditure 

1. Nil Nil Nil Nil 

2.     

3.     

 
 
 
 
 
 
 
 
 
 
 
 
 



List of the recipients and nature of concession 
 
S. 
No. 

Nature of  
concession 

Name address Programmme year Kind of 
support 

1. _ _ _ _ _ _ 

2.       

3.       

 
 
 
 
 
 

Information available in the office 
 
S.N. categories Hard Copy Electronic Form 
1. 

QkbZy QkbZy esa _ 

 
Facility available to citizen for 

information 
 
S. 
No. 

Facility Duration of opening (time 
to be given) 

Contact No. Telephone 
No. 

1. ftyk/;{k dk;kZy; ds 
d{k Ø- 67 esa fjdkMZl~ 
dk voyksdu fd;k tk 

ldrk gSA 

10.30 A.M.  to 5.30 P.M. 
_ 



 


