
 dysDVj  

   

 vij dysDVj  

   

 izHkkjh vf/kdkjh  

   

   

v/kh{kd  l- v/kh{kd ¼lkekU;½ 

 
4(I)(b)(i) 

Functions and duties of each unit of the Office 
 

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

Administrative Section 1- jkT; chekjh vk;ksx ls laca/kh dk;Z 
2- iq:Ldkj laca/kh dk;Z 
3- lMd nq?kZVuk laca/kh dk;Z 
4- Lora=rk fnol ,oa- x.kra= fnol laca/kh dk;Z 

 
(ii) 

Powers  and  duties  of  the  officers Emplies :- 
S No 

. 
Name Designation Remunerati

on 
Duties 

1- Jh vHk; oekZ la;qDr dysDVj  + D. A. 1- jkT; chekjh vk;ksx ls 
laca/kh dk;Z  

2- iq:Ldkj laca/kh dk;Z 
3- lMd nq?kZVuk laca/kh dk;Z 
4- Lora=rk fnol ,oa- x.kra= 

fnol laca/kh dk;Z 

3 Jherh fdj.k 
tSu 

l- v/kh{kd + D. A. 1- jkT; chekjh vk;ksx ls vuqnku 
izkIr djus laca/kh uLrh dk 
la/kkj.k 

2- lM+d nq?kZVuk esa fn;s tkus okys 
vuqnku ls laca/kh vkoaVu uLrh 
dk fu/kkZj.k 

3- lHkh izdkj ds “kklu Lrj ij 
fn;s tkus okys iq:Ldkjksa dh 
uLrh dk fu/kkZj.k 

4- Lora=rk fnol o x.kra= fnol 
eukus okyh uLrh dk la/kkj.k 

 
 



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

Supervisory Auhhority izHkkjh vf/kdkjh  
¼lgk;d v/kh{kd½ lkekU; 

 

Accountable Officer dysDVj tcyiqj 
 

 
(iv) Norms Decided and followed by theb Organition 

 
 

� Time 

� Quality 

� Quantity 

flVhtu pkVZj ds rgr “kklu }kjk fu/kkZfjr 

 
 
 
 
 
 
 
 
 
 

 



(v) Chronological List of 
 

� Acts  

� Rulas  

� Regulations  

� Manuals  

Circulars available in Office 
(original text to be given in 

electronic form) 

jkT; chekjh lgk;rk fuf/k laca/kh dk;ZA “kklu 
dk Ik= Ø- 4@51@2000@jk-ch-vk-@;kstuk 
fnukWd 17@10@2000 lM+d nq?kZVuk esa 
lgk;rk laca/kh funsZ”k  ,e&20&23&95&1&4 
fnukWd 10-05-95 

 
(vi) Statement of various documents to maintained 

 
S.No. Documents classification Duration 

1. jkT; chekjh lgk;rk fuf/k laca/kh 
uLrh 

& rhu o’kZ 

2. lM+d nq?kZVuk laca/kh QkbZy & 

& 

3. iq:Ldkj laca/kh QkbZy & 

& 

4 Lora=rk fnol o x.kra= fnol 
laca/kh QkbZy 

& 

& 

 
 



structure of consultative committees in which public representatives are members 
including 

 

� The names of latest inclumbent 

 

� Copy of the orders 

 

� Circulars for formation 

 

� Duties and responsibilities 

 

 
(viii) 

1- Name of the Board, Council, Committees etc. including members and their 
qualifications. (Original text to be given in electronic form) 

 
 

S.N. Body Members Qualifications 
1. _ _ _ 

2.    

 
 
 



(ix) Directory of the officers and employee 
 

S.
N. 

Name Designation address for residence Phone No. / 
mobile No. 

1. Jh vHk; oekZ la;qDr dysDVj lkmFk flfoy ykbZu 
tcyiqj 

(o) 2624350 
® 3092832 

2. Jherh fdj.k tSu lgk;d v/kh{kd enu egy tcyiqj (o) 2624350 
 

Monthly remuneration and compensation 
(to be linked with treasury Data Bank) 

 
SNo. Budget Head Year Allocation Expenditure 

1. Nil Nil Nil Nil 

 
 

4(I)(b)(xii) 
Programmes and Beneficiaries 

 
 

A. List of the programmes 
(electronic form) 

lM+d nq?kZVuk ds QyLo:Ik lgk;rk gsrq vkoaVu laca/kh 
dk;Z 

B. Norms for selection of the 
beneficiary 
(Original text to be given in 
electronic form and be hyper 
linked) 

 

C. Detailed Information  
 
 
 
 
 

 



Detailed Information   
 

S.No. Name of the 
Programme 

Sponsoring 
Deptt. 

Agency 

Year Amt. 
Allocated 

No of 
Beneficiaries

1. lM+d nq?kZVuk 
laca/kh 

lkekU; iz”kklu 
foHkkx 

2005&2006 1]94]000@& 38 

 
 

List of the recipients and nature of concession 
 

S. 
No. 

Nature of  
concession 

Name address Programmme year Kind of 
support 

1. _ _ _ _ _ _ 

 
(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- 47] dysDVªsV] 

tcyiqj 
10.30 A.M.  to 5.30 P.M. _ 



 
 

(xvi) 
Information about the PIO 

   
� Name   Jh “khysUnz flag 

� Designation  la;qDr dysDVj 

� Tel.No. 

� e-mail addres 

� Working Experience 
 


