
 
vkink izca/ku iz”kklfud lajpuk 

uxjh; {ks=] tcyiqj 

 
 

vkink izca/ku iz”kklfud lajpuk 
xzkeh.k {ks= 

 

    dysDVj      
           

    vij dysDVj      
           
    izHkkjh vf/kdkjh      
           

             
 vuqfoHkkxh; vf/kdkjh tcyiqj  vuqfoHkkxh; vf/kdkjh 

flgksjk 
  vuqfoHkkxh; 

vf/kdkjh ikVu 
 

             
lh-bZ-vks- 
fodkl 
[k.M 

tcyiqj 

 lh-bZ-vks- 
fodkl 
[k.M 
dq.Me 

 lh-bZ-vks- 
fodkl 
[k.M 
iukxj 

 lh-bZ-vks- 
fodkl 
[k.M 
flgksjk 

 lh-bZ-vks- 
fodkl 
[k.M 
e>kSyh 

 lh-bZ-vks- 
fodkl 
[k.M 
ikVu 

 lh-bZ-vks- 
fodkl 
[k.M 
“kgiqjk 

 
 
 

     dysDVj         

                 

     vij dysDVj         

                 

     izHkkjh vf/kdkjh         

                 

                 

tksu ua- 
1 

x<+k 
fMIVh 

dysDVj 

 tksu 
ua- 2 
xksj[k
iqj 
,l-
Mh-
,e-  
xksj[k
iqj 

 tksu ua-  
3 

lat; 
xka/kh 
,l-Mh-
,e- 

dksroky
h 

 tksu ua- 
4 

flfoy 
ykbZu 
,l-Mh-
,e- 
jka>h 

 tksu ua- 
5 

?kaVk?kj 
,l-Mh-
,e- 

vkserh 

 tksu ua- 
6 

HkkuryS;
k 

,l-Mh-
,e- 

xksgyiqj 

 tksu ua- 
7  

psjhrky 
fMIVh 

dysDVj 

 tksu 
ua- 8 
jka>h 
fMIVh 
dysD
Vj 

 tksu 
ua- 9 
dsUV 
fMIVh 
dysD
Vj 



 
 ftyk vkink dk;Zny 

tcyiqj 
 

 ny usrk 
ftyk dysDVj 

 

   

   

dk;Zny  ny usrk 

   

iqfyl  ftyk iqfyl v/kh{kd 

   

cpko ,oa [kkst  dek.MsUV gksexkMZ 

   

fpfdRlk lgk;rk ,oa izkFkfed mipkj  eq[; fpfdRlk vf/kdkjh 

   

rduhdh ny  eq[; vfHk;ark yksd fuekZ.k foHkkx 

   

jkgr f”kfoj 
“kj.k LFky 

 eq[; dk;Zikyu vf/kdkjh 
ftyk iapk;r] tcyiqj 

   

tulEidZ  tu lEidZ vf/kdkjh 

   

ifjogu  {ks=h; ifjogu vf/kdkjh 

   

lapkj  egkizca/kd nwjlapkj 

   

fo|qr vkiwfrZ  eq[; vfHk;ark] e-iz-jk-fo-eaMy 

   

jsy ifjogu  e.My jsy izca/kd] tcyiqj 

   

tutkx`fr  mi lapkyd uxjh; dY;k.k 

 
 
 
 
 
 
 

 



4(I)(b)(i) 
Functions and duties of each unit of the Office 

 
Name of section :-    vkink izca/ku ¼Hkwdai jkgr½ 

 

Administrative Section :-  vkink izca/ku ¼Hkwdai jkgr½ 

 
Duties Performed :-  ¼1½ ftys gsrq rS;kj vkink izca/ku dk;Z ;kstuk dk fØ;kUo;u 

¼2½ dsUnzh; “kklu ,oa jkT; “kklu }kjk fn;s x;s funsZ”kksa dk ikyu 
fd;k x;kA 

 
(ii) 

Powers  and  duties  of  the  officers & Emplies :- 
 

S 
No . 

Name Designation Remunerati
on 

Duties 

1- Jh “khysUnz flag la;qDr dysDVj 10975+DA vkink izca/ku dk;Z;kstuk ds vuq:Ik 
dk;zokgh lqfuf”pr djkuk 

2 eks- eqchu valkjh lgk- xzsM 2 5375+DA Hkkjr  “kklu ,o jkT; “kklu ls izkIr 
fn”kk funsZ”kksa ,oa ;kstuk ds vuq:Ik vfxze 
dk;Zokgh lqfuf”pr djukA 

3 Jh vkj-ds-O;kl mi;a=h 9375+DA ;kstuk izLrqr djuk 

 
(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 

vkink izca/ku Hkwdai jkgr “kk[kk 

ftyk/;{k] tcyiqj ¼uksMy vf/kdkjh½ 
 

vij dysDVj ¼vkink leUo;d½ 
 

la;qDr dysDVj ¼izHkkjh vf/kdkjh½ 

dysDVj] tcyiqj 
¼uksMy vf/kdkjh½ 

Supervisory Auhhority ftyk vkink dk;Zny ds lnL; 
 

Accountable Officer dysDVj] tcyiqj 
 

 
 

 



(iv) 
Norms Decided and followed by the Organisation 

 
� Time 
� Quality 
� Quantity 

1- vkink izcaa/ku laLFkku Hkksiky 
2- jkT; “kklu dh vkink izca/ku dk;Z;kstuk 
3- Hkkjr ljdkj ds x`g ea=ky; ,oa ;w-,u-Mh-ih- ds la;qDr iz;klksa ls rS;kj ;kstuk 

 
(v) 
 
Chronological List of 
 
� Acts 
� Rulas 
� Regulations 
� Manuals 

1- Hkkjr ljdkj 
2- jkT; “kklu 
3- vkink izca/ku laLFkku Hkksiky 
4- ft;ksykftdy losZ vkQ bafM;k ds fn”kk 

funsZ”k 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. ftys dh vkink izca/ku dk;Z;kstuk   & 
LFkk;h 

o’kZ esa ,d ckj MkVk viMsfVax dk 
dk;Z 

2. vkink iwoZ rS;kjh ls lacaf/kr uLrh & LFkk;h 

3. 
Hkkjr ljdkj ,oa ;w-,u-Mh-ih- ds 
la;qDr iz;klksa ds rgr dh tk jgh 
dk;Zokgh ls lacaf/kr uLrh 

 fnlEcj 2006 rd 

4 fMtkLVj fjlksZlZ usVodZ dh vku 
ykbZu bosauVªh ls lacaf/kr tkudkjh 

& 
izR;sd N% ekg esa MkVk viMsfVax 

dk dk;Z 

5 jkT; dh vkink izca/ku dk;Z;kstuk ls 
lacaf/kr uLrh 

 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 “khysUnz flag la;qDr dysDVj ,Q-vks-fM-,Q-vks-dEikmaM 
tcyiqj 

94251-41656 

2. eksgEEn eqchu 
valkjh  

lgk;d xzsM 2 324@1 u;k eksgYyk] 
t;izdk”k ukjk;.k okMZ 
tcyiqj 

5004755 

3 Jh vkj-ds-O;kl mi;a=h 178] Ik=dkj dkyksuh] 
jkuhrky] tcyiqj 

9300106149 

 
(xiv) 

Information available in the office 
 

S.N. categories Hard Copy Electronic Form 
1. vkink izca/ku dk;Z ;kstuk QkbZy esa lh- Mh- esa 

2. vU; ufLr;ka QkbZy esa & 

 
(xv) 

Facility available to citizen for 
information 

 

S. 
No. 

Facility Duration of opening (time to 
be given) 

Contact No. Telephone No. 

1. vkink fu;a=.k d{k Ø- 12 
ftyk/;{k dk;kZy;] tcyiqj 

10.30 A.M.  to 5.30 P.M. 2624351 

 
(xvi) 

Information about the PIO 
   
� Name   Jh “khysUnz flag 

� Designation  la;qDr dysDVj 

� Tel.No.   94251-41656 
� e-mail addres 
� Working Experience 


