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Functions and duties of each unit of the Office
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Powers and duties of the officers Emplies :-
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(iii)

Decision Making process in graphic form

Initiating the file Dealing staff =~ Channel officers handling the file Decision taking authority

And the section at each level
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Supervisory Auhhority HEd JANeTH
(rfurferan)
Accountable Officer EANCANN CIG IS

(iv)
Norms Decided and followed by the Organisation

s Time
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(v)

Chronological List of
s Acts
¢ Rulas
< Regulations ety anfse
¢ Manuals SEARK|
Circulars available in Office _ _ _
(original text to be given in ARl &1 fRTHR0T Td e &1 gres
electronic form)
(vi)
Statement of various documents to maintained
S.No. Documents classification Duration
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(ix)

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

S. Name Designation address for residence Phone No. / mobile
N. No.
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(xiv)
Information available in the office

S.N. categories Hard Copy Electronic Form
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(xv)

Facility available to citizen for
information
S. No. Facility Duration of opening (time to Contact No. Telephone No.
be given)
T |, 44, Beldec
1. W’ ' 10.30 A.M. to 5.30 P.M. -
(xvi)
Information about the PIO
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% Designation et Felaex
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