
 vuqfoHkkxh; n.Mkf/kdkjh 
dksrokyh 

 

   
izLrqrdkj & 1  izLrqrdkj & 2 

   
 Hk`R;  

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
Namej of section :-                 ,l- Mh- ,e- dksrokyh 
Administrative Section  
 

1- Jh jkts'k xqtZj] izLrqrdkj&1 
lgk;d xzsM&2 

1- nkf.Md izdj.k & iqfyl Fkkuk ykMZxat] dksrokyh] 
enuegy] th-vkj-ih- ,oa gfjtu dY;k.k ls izkIr b'rxklk 
ihBklhu vf/kdkjh ds le{k izLrqr djukA 

2- /kkjk 145 ds vUrxZr izkIr b'rxklk ihBklhu vf/kdkjh ds 
le{k izLrqr djukA 

3- tUe@e`R;q izek.k&i= izkIr fd;s tkus gsrq izkIr vkosnu i= 
ihBklhu vf/kdkjh ds le{k izLrqr djukA 

4- /ofu foLrkjd ;a= dh vuqefr gsrq izkIr vkosnu i= 
ihBklhu vf/kdkjh ds le{k izLrqr djukA 

5- rglhynkj @uk-rg- ds ek/;e ls izzkIr tkfr izek.k i= 
ihBklhu vf/kdkjh ds le{k izLrqr djuk ,oa ihBklhu 
vf/kdkjh ds funsZ'kkuqlkj mudk fujkdj.k djukA 

6- mijksDr leLr izdj.kksa dks fujkdj.k mijkar jktLo 
vfHkys[kkxkj esa tek djukA 

7- ihBklhu vf/kdkjh }kjk le; le; ij lkSais x;s vU; dk;ksZ 
dk lEiknu djukA 

2- Jh lq/khj [kjs] izLrqrdkj] 
    lgk;d xzsM 3 

 

izokpd ,d ds lkFk dk;Z esa lg;ksx iznku djuk ,oa lRdkj 
'kk[kk dk Hkh dk;Z laiknu djukA 

3- Jh xkSjh'kadj] Hk`R; ihBklhu vf/kdkjh }kjk fn;s x;s funsZ'kksa dk ikyu djuk 
rFkk Mkd forj.k djukA 



(ii) Powers  and  duties  of  the  officers & Employees  
 

S 
No . 

Name Designatio
n 

Remun
eration

Duties Powers 
Adminstratio

n  

Fina
ncial

Others 

1- Jh vkj-ds-cksgr fMIVh 
dysDVj@ 
vuqfoHkkxh; 
n.Mkf/kdkjh 
dksrokyh 

:- 133731- nkf.Md izdj.kksa dk 
fujkdj.k A 

2- mi[k.M {ks= esa 
dkuwu O;oLFkk 
cuk;s j[kukA 

3- 'kki&,DV ds 
izdj.kksa dk 
fujkdj.kA 

4- LFkkbZ tkfr@tUe 
&e`R;q izek.k i=ksa 
dk fujkdj.k 
djukA 

1- n.M izfØ;k 
lafgrk dh /kkjk 
107 ls 123]144] 
145]147]176 ds 
varxZr  izkIr 
'kfDr;ksa dk 
iz;ksx djukA 
2- 'kki&,DV ds 
rgr izkIr 
'kfDr;ksa dk 
iz;ksx djukA 
3- iz'kkldh; 
vkns'kksa ds rgr 
izek.k i= tkjh 
djukA 

& dysDVj@ 
vij 
dysDVj 
}kjk le;& 
le; ij 
lkSaisa x;s 
vU; dk;Z 

2 Jh jkts'k xqtZj lgk- xzsM 3 
 

:- 6833 1 izdj.k dks ihBklhu 
vf/kdkjh ds le{k 
izLrqr djuk] j[kj[kko 
djukA ihBklhu 
vf/kdkjh ds vkns'kksa 
dk ikyu djukA 
2- fujkÑr 
nkf.Md@jktLo 
izdj.kksa dks 
vfHkys[kkxkj esa tek 
djukA 

fujad & dk;kZy;hu 
dk;Z uLrh 
la/kkj.k djuk

3 Jh lq/khj [kjs lgk- xzsM 3 :- 7276 1 izdj.k dks ihBklhu 
vf/kdkjh ds le{k 
izLrqr djuk] j[kj[kko 
djukA ,oa lRdkj 
fyfid dk dk;Z 
djukAihBklhu 
vf/kdkjh ds vkns'kksa 
dk ikyu djukA 
2- fujkÑr nkf.Md@ 
jktLo izdj.kksa dks 
vfHkys[kkxkj esa tek 
djukA 

fujad & &^^& 



4 Jh xkSjh'kadj Hk`R; :  3452 
@& 

ihBklhu vf/kdkjh ds 
vkns'kksa dk ikyu 
djuk ,oa Mkd forj.k 
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 

izLrqrdkj 1 ,oa 2 
Jh vkj-ds-cksgr ,l-Mh-,e- dksrokyh 

vuqHkkx ,l-Mh-,e- dksrokyh 

 
Supervisory Authority -  Mh-,e- 
 
Accountable Officer   ,l-Mh-,e- 
     
 

 
 
 
 
 
 
 



 
(iv) Norms Decided and followed by the Organisation 

 
 

� Time 

� Quality 

� Quantity 

'kklu }kjk fu/kkZfjr le; lhek flVhtu pkVZj ds vuqlkj   

 
 

(v) Chronological List of 
 

� Acts n.M izfØ;k lafgrk 1973 ] tUe&e`R;q vf/k- 1969 ,oa nqdku ,oa 
LFkkiuk vf/kfu;e 1958 

� Rules & 

� Regulations & 

� Manuals dysDVªsV eSU;wvy 

Circulars available in 
Office 
(original text to be given 
in electronic form) 

1- e-iz-'kklu lk-iz-fo-¼vk-izdks"B½ dk i= Ø- 
,Q&7&2@96@vk-iz-@,d fnukad 1@8@1996 

2- ,e 19&44@1994@1@4 fnukad 6@2@1996 
3- ,Q 7&2@96@vk-iz-@,d] fnukad 12@3@97 
4- ,Q 7&32@2000@vk-iz-@,d] fnukad 4@4@02 
5- ,Q 7&23@55@98@25@4] fnukad 25@2@03 
6- ,Q 7&13@04@vk-iz-@,d fnukad 11@7@05 
7- dk;kZ- ftyk jftLVªkj tUe&e`R;q tcyiqj dk i= Ø- 

570@2000@13@thc@ftlkadk fnukad 8@5@2000 
 
 
 



 
 
 
(vi) Statement of various documents to maintained 

 
S.No. Documents classification Duration 

1. nkf.Md izdj.k nk-iz-la-1973 dh /kkjk 107 
]116¼3½]109]110]145 

/kkjk 145 ds izdj.k&12 o"kZ        
/kkjk 107 &116 109]110]151 tk-Qks-
ds izdj.k 3 o"kZ 

2. jktLo izdj.k  1-LFkkbZ tkfr izek.k i= ds izdj.k    
2- tUe&e`R;q izek.k i= ds izdj.k  

30 o"kZ                           
12 o"kZ 

3. 
'kkWi&,DV ds 

izdj.k 

e-iz-nqdku ,oa LFkkiuk vf/k- 1958 ds 
varxZr Je dk;kZ- ls izkIr izdj.kA 

12 o"kZ 

 
(vii) Structure of consultative committees in which public representatives are 
members including 

 

� The names of latest inclumbent 
 

� Copy of the orders 
fujad 

� Circulars for formation 
fujad 

� Duties and responsibilities 
 

 
(vii) Proceeding, minutes of the Meeting (copy to be made available and be given in 
the electronic Form with hypertext link) 
 

fujad 
 
 
 
 
 



 
(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. _ _ _ 

3. _ _ _ 

 
 
(ix)Directory of the officers and employee 
 
S.
N. 

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

1. Jh vkj-ds-cksgr fMIVh dysDVj ,Q 11 flfoy ykbZu 
tcyiqj 

9425161004 

2. Jh jkts'k xqtZj lgk;d xzsM 3 
 

892 ohj lkojdj okMZ 
vkeuiqj  tcyiqj 

_ 

3 Jh lq/khj [kjs lgk;d xzsM 3 
 

111 'kadj 'kkguxj] 
jkeiqj tcyiqj 

_ 

4 Jh xkSjh'kadj Hk`R; lqgkxh v/kkjrky] tcyiqj _ 
 
 
 
 
 
 
 
 



 
(x) Monthly remuneration and compensation 

SNo. Budget Head Year Allocation Expenditure 

1. Nil Nil Nil Nil 

2.     

3.     

 
 
(xii) Programmes and Beneficiaries 

 
 

A. List of the programmes 
(electronic form) 

& 

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. & & & & & 
2. & & & & & 

3. & & & & & 

 
 
(xiii) 

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. tkfr izek.k i= ds laca/k esa 

'kklu ,oa ftyk dk;kZy; ds 
funsZ'k 

QkbZy  _ 

 
 
 
 
 
 
 
 



(xv) 
Facility available to citizen for 

information 
 

S. 
No. 

Facility Duration of opening (time 
to be given) 

Contact No. Telephone 
No. 

1.  10.30 A.M.  to 5.30 P.M. _ 
 

(xvi) 
Information about the PIO 

   
� Name   Jh 'khysUnz flag 

� Designation  la;qDr dysDVj 

� Tel.No.   9425141656 

� e-mail addres 

� Working Experience - 12 o"kZ 


