
 dysDVj  
   

 vfrfjDr dysDVj  
   

 Hkw vtZu vf/kdkjh  
   

 v/kh{kd  
   

 lgk;d xzzsM 2  
   

 lgk;d xzsM 3  
   

 jktLo fujh{kd  
   

 iVokjh  
 

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

 
Name of section :-    Hkw vtZu “kk[kk 

 
Administrative Section :-  Hkw vtZu “kk[kk 

1- uxj fuxe lhek ds varxZr lkoZtfud izk;kstuksa ds fy;s Hkw 
vtZu vf/kfu;e 1894 ds fofgr izko/kkuksa ds rgr eqvkotk 
jkf”k dk fu/kkZfj.k dj eqvkotk Hkqxrku djukA 

2- vuqfoHkkxh; vf/kdkfj;ksa ,oa jkuh vaorh ckbZ lkxj ifj;kstuk 
ds varxZr Hkw vtZu izdj.kksa dk ijh{k.k dj vokMZ vuqeksnu gsrq 
vxzsf’kr djukA 

 

Record Room :-   jktLo vfHkys[kkxkj 
 

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

 
S No  Name Designation Remunerat

ion 
Duties 

1- Jh Jhfuokl “kekZ Hkw vtZu 
vf/kdkjh] tcyiqj 

11300+DA izLrqr izdj.kksa esa vko”;d dk;Zokgh djuk 

2 Jherh “kdquryk >kfj;k lgk;d xzsM 2 5300+DA Hkw vtZu izdj.kksa dks izLrqr djuk 
3 Jherh eatw tSu lgk;d xzsM 3 3950+DA Hkw vtZu ls lacaf/kr en ch&121 ds izdj.k 

izLrqr djuk 
4 Jh vukjh yky nqcs jktLo fujh{kd 5250+DA jktLo izdj.kksa dh tkap ,oa funsZ”kksa dk ikyu 
5 Jh nsosUnz flag dkSjo iVokjh 4380+DA Hkw vtZu ds izdj.kksa esa vko”;d izi= rS;kj 

djuk ,oa jk-fu- }kjk lkSis x;s dk;ZA 
6 Jh euh’k frokjh iVokjh 4200+DA ekuuh; ftyk U;k;ky;ksa esa yafcr izdj.kksa esa 

is”kh fnukWd ij “kkldh; vf/koDrk ls lEidZ 
LFkkfir djuk ,oa jk-fu- }kjk lkSis dk;ZA 

 



(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 

Hkw vtZu “kk[kk 
 

lgk;d xzsM 3 

izHkkjh vf/kdkjh 
Hkw vtZu vf/kdkjh 

tcyiqj 

vij dysDVj 
 

dysDVj 

Supervisory Auhhority Hkw vtZu vf/kdkjh] tcyiqj 
 

Accountable Officer dysDVj] tcyiqj 
 

 
(iv) 

Norms Decided and followed by the Organisation 
 

� Time 

� Quality 
� Quantity 

Hkw vtZu vf/kfu;e 1894 ds fofgr izko/kkuksa ds rgr /kkjk 4 ds 
jkti= esa izdk”ku ls 3 o’kZ dh le;kof/k ds Hkhrj 

 
(v) 
 
Chronological List of 
 
� Acts Hkw vtZu vf/kfu;e 1894 

� Rulas “kklu ls izkIr funsZ”k 

� Regulations  

� Manuals Hkw vtZu vf/kfu;e 1894 
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. Hkw vtZu izdj.k & LFkk;h 

2. en ch&121 ls lacaf/kr izdj.k & vLFkk;h 3 o’kZ 

3. lkekU; ufLr;ka & vLFkk;h 5 o’kZ 

 
(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 Jhfuokl “kekZ la;qDr dysDVj ,Q 11 lkmFk flfoy ykbZu tcyiqj 9425152035
2. Jherh “kdquryk >kfj;k lgk;d xzsM 2  422 C;kSgkjckx tcyiqj - 
3 Jherh eatw tSu lgk;d xzsM 3 filugkjh ef<+;k ds ikl] x<+k iqjok 

tcyiqj - 

4 Jh vukjh yky nqcs jktLo fujh{kd 505 fot; uxj tcyiqj - 
5 Jh nsossUnz flag dkSjo iVokjh 271@, lathouh uxj x<+k tcyiqj - 
6 Jh euh’k dqekj frokjh iVokjh 634 Hkkynkjiqjk tcyiqj - 

 
 
(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- 72] 

dysDVªsV] tcyiqj 
 

10.30 A.M.  to 5.30 P.M. - 

 
(xvi) 

Information about the PIO 
   
� Name   Jh Jhfuokl “kekZ 

� Designation  la;qDr dysDVj 

� Tel.No.   9425152035 

 


