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4(D(b)(1)

Name of section :-

Administrative Section :-

Duties Performed :-

(i)
S Name
No .
1. st efieis Rig
2 C IR CIE ISR

3 A IRBAT

(iii)

Initiating the file Dealing staff =~ Channel officers handling the file
And the section

JATIST YeE YbU M8 AT

Supervisory Auhhority

Accountable Officer

JAMYST gde= (YU XT8)

JMYST gde= (YU XT8d)

Functions and duties of each unit of the Office

(1) 7ol B IR AT Ydg_ BRI Ao BT fharaa
(2) TH=<irg T TG g ATA g1 Y Y el &1 gt
BT AT |

Powers and duties of the officers & Emplies :-

Designation
J g

e TS 2

REREIN

Remunerati
on
10975+DA

5375+DA

9375+DA

Duties

JTIET UGG BRIAGT B JJ0Y
PrIarE] GAREd HRMET

IRA MEA UG I A6 ¥ UT
fawmm <=l vd A1 & gy 1A
HTRIATS ﬁﬁ?ﬂaml

YTl UG bRl

Decision Making process in graphic form

at each level

Decision taking authority

Rrermee, \Tsl?lrg'\f GISISESIEEEY)

YT Pefaex (TR SAfHN))

IR Heldex (MU THIID)

o C
RTetT 3MUeT BRicd & Aew

Polder, SR

PoldeR, STTAYR
(Treat )



(iv)
Norms Decided and followed by the Organisation

< Time 1. STUST Jdg AT 9IaTe
** Quallty 2. XISY 90+ aﬁ- SR .;I_G[El:r 52 Qja GE
< Quantity 3. 9Rd WGR & Y8 AFI U4 JUASIUL & FYFd T I IR ATST]

CR)

v)

Chronological List of

% Acts 1. RA WHR

¢ Rulas 2. XISY 2T

% Regulations 3. 3MYST Y ARAT HIUTe

% Manuals 4. RrarenfSed |d ome sfear & e
IRENECHIN

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

form)
(vi)
Statement of various documents to maintained
S.No. Documents classification Duration
T
1. Tl @Y 3MIST Yse BIIATSTT — IY § U g ST TS ST Bl
AR
2. 3MYeT gd R A Gefd A — TRy
ART WRBR T JUASIYL &
3. S WO & d8d @I Sl & fa¥=R 2006 TP
HRIATE! W Faed T
4 f&oTex Rl eqs ®1 o B S B HIE H Sl TS
A5G BT IS Y& BRI I SN

5 REIEREERSI



(ix)

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

S. Name Designation | address for residence Phone No. /
N. _ _ _ mobile No.
1. | =0 3= g HYFT Boldey | T3NS Uh 3l prrse 04751.41656
2 EIES Clit WEAS TS 2 | 324 /1 =TT Alged,
SKIN SUECINESINDEECIS] 5004755
SN AR SEpEil HIAN
3 RSB AT 178, TABR ,
SNTel, TR 9300106149
(xiv)
Information available in the office
S.N. categories Hard Copy Electronic Form
. 3MMUST Y&ed B AT T BIsal | dEH
2. =g AR Bl H —
(xv)
Facility available to citizen for
information
S. Facility Duration of opening (time to | Contact No. Telephone No.
No. be given)
JTUST AT hel . 12
| N P, TR 10.30 A.M. to 5.30 P.M. 2624351
(xvi)
Information about the PIO
+* Name it e g
+¢ Designation HYa Belaex
¢ Tel.No. 94251-41656

X/
°

e-mail addres

X3

AS

Working Experience




