
 dysDVj  
   

 vij dysDVj  
   

 izHkkjh vf/kdkjh  
   

   
v/kh{kd  l- v/kh{kd ¼dk;Zikfyd½ 

 
4(I)(b)(i) 

Functions and duties of each unit of the Office 
 

Name of section :-    lgk;d v/kh{kd] dk;kZikfyd 
 

Administrative Section   LFkkiuk 
 

1- fofHkUu “kkldh; foHkkxksa dk dysDVj egksn; dh vksj ls 
fujh{k.k fd;k tkukA 

2- egkys[kkdkj e-iz-Xokfy;j }kjk le;&le; ij fujh{k.k djkuk 
,oa vkfMV dafMdkvksa dk lacaf/kr dk;kZy;ksa ls izkIr ikyu 
izfrosnu izkIr dj Hkstk tkukA 

 
(ii) 

Powers  and  duties  of  the  officers Emplies :- 
 

S No  Name Designation Remunera
tion 

Duties 

1- Jh vkj-ih-cksgr 
fMIVh 
dysDVj 13373@& 

izHkkjh vf/kdkjh lgk;d v/kh{kd dk;Zikfyd 
“kk[kk 

2 Jh ds-ds-lsUnzke l- v/kh{kd 
dk;Zikfyd 

6125@& izkIr i=ksa dk fu;ekuqlkj dk;Zokgh dj 
izLrqr djuk 

3 Jherh m’kk vxzoky lgk;d xzsM 
3 

3980@& 
vkfMV dafMdkvksa dk ikyu izfrosnu izkIr 
dj egkys[kkdkj e-iz-Xokfy;j dks izsfZ’kr 
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 

l- v/kh{kd 
¼dk;Zikfyd ”kk[kk½ izHkkjh vf/kdkjh vij dysDVj@dysDVj 

Supervisory Auhhority 
izHkkjh vf/kdkjh  
lgk;d v/kh{kd 
¼dk;Zikfyd½ 

 

Accountable Officer dysDVj tcyiqj 
 

 
(iv) 

Norms Decided and followed by the Organisation 
 

� Time 
� Quality 
� Quantity 

flVhtu pkVZj ds rgr “kklu }kjk fu/kkZfjr 

 
(v) 

Chronological List of 
 

� Acts  
� Rulas  
� Regulations fujh{k.k vkfMV 
� Manuals fjdkMZl~ 
Circulars available in Office 
(original text to be given in 
electronic form) 

ufLr;ksa dk fujkdj.k ,oa funsZ”kksa dk ikyu 

 
(vi) 

 

Statement of various documents to maintained 
 

S.No. Documents classification Duration 

1. fujad fujad fujad 
 
 
 
 
 
 



(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 vkj-ih-cksgr fMIVh dysDVj ,Q 11 flfoy ykbZu 
tcyiqj 

9425161004 

2. Jh ds-ds-lsUnzke lgk;d v/kh{kd 
dk;Zikfyd 

,p 202 “kadj”kkg uxj 
tcyiqj 

- 

3 Jherh m’kk vxzoky lgk;d xzsM 3 uk;d uflZax gkse ds ikl] 
jkbZV Vkmu 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. :e ua- 44] dysDVªsV] 
tcyiqj 10.30 A.M.  to 5.30 P.M. - 

 
(xvi) 

Information about the PIO 
   
� Name   Jh vkj- ds- cksgr 

� Designation  fMIVh dysDVj 

� Tel.No.   9425161004 


