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

 
Name of section :-    vuqfoHkkxh; n.Mkf/kdkjh] mi laHkkx xksj[kiqj 
 
(ii) 

Powers  and  duties  of  the  officers & Emplyees :- 
 

S 
No . 

Name Designation Remunera
tion 

Duties 

1- Jh ,u-,u-csgjk vuqfoHkkxh; 
n.Mkf/kdkjh 
vuqHkkx 
xksj[kiqj 

15504.00 1- nkafMd izdj.k] n.M izdj.k lafgrk 1973 
ds varxZr dk;Z djukA 

2- Je vk;qDr] e-iz-nqdku ,oa LFkkiuk 
vf/kfu;e 1958 ds varxZr dk;Z djuk 

3- jktLo LFkk;h tkfr izek.k i= rFkk tUe 
e`R;q iathdj.k@ jftLVhdj.k 1969 ds 
varxZr dk;Z djuk 

2 Jh vfuy jSdokj lgk;d xzsM 
3 

5423.00 1- uksfVl tkjh djuk 
2- tkfr izek.k i=ksa dks tkap mijkar izkIr 

gksus ij ihBklhu vf/kdkjh ds le{k izLrqr 
djuk rFkk tkfr izek.k i= rS;kj djukA 

3- tsy okjaV cukuk] fjgkbZ vkns”k rS;kj 
djukA 

4- U;k;ky; ls lacaf/kr i=kpkj djuk ,oa 
ihBklhu vf/kdkjh }kjk fn;s x;s vkns”kksa 
dk ikyu 

3 Jhefr “kksHkk 
ikVys 

lgk-xzsM 3 5423.00 1- vkod&tkod 
2- Vk;fiax dk;Z 
3- vfHkys[kkxkj esa izdj.k tek djuk 
4- ihBklhu vf/kdkjh }kjk fn;s x;s vkns”kksa 

dk ikyu 
4 Jh jke vkljs Hk`R; 5674.00 1- Mkd forj.k djuk 

2- ihBklhu vf/kdkjh }kjk fn;s x;s vkns”kksa 
dk ikyu 

 
 
 
 
 
 
 
 
 
 



(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 

1- nkf.Md izdj.k 
lacaf/kr Fkkuksa ls izkIr b”rkxk”kk 

ij lquokbZ djuk 
2- “kki ,DV 

Je vk;qDr }kjk izLrqr vfHk;ksx 
i= ij dk;Zokgh djuk 

3- jktLo izdj.k 
rglhynkj@uk- rglhynkj ls 
izkIr LFkk;h tkfr izek.k i= 

tkWp mijkar izkIr ij dk;Zokgh 

,l-Mh-,e ,l-Mh-,e 

Supervisory Auhhority   

Accountable Officer ,l-Mh-,e  

 
(iv) 

Norms Decided and followed by the Organisation 
 

� Time 

� Quality 
� Quantity 

izkr% 11-00 cts ls 01-30 cts rd nkf.Md izdj.kksa dh lquokbZ 
nksigj 02-00 cts ls “kke 04-00 cts rd jktLo izdj.kksa dh lquokbZ 
,oa LFkk;h tkfr izek.k i= tkjh djuk 

 
(v) 
 
Chronological List of 
 
� Acts 
  

n.M izfØ;k lafgrk 1973] 
tUe@e`R;q jftLVªhdj.k vf/kfu;e 1969 

e-iz-nqdku LFkkiuk vf/kfu;e 1958 
� Rulas  
� Regulations  
� Manuals dysDVªsV eSU;wvy 
Circulars available in Office 
(original text to be given in 
electronic form) 

e-iz-“kklu lkekU; iz”kklu foHkkx ¼vk-izdks’B½ dk i= Ø ,Q 
&7&2@96 v-iz-@1 fnukWd 01-08-1996] tkfr izek.k i= 
tkjh djus ds funsZ”k 

 
 
 



 
(vi) 

 

Statement of various documents to maintained 
 

S.No. Documents classification Duration 

1. nkf.Md izdj.k 
n.M izdj.k lafgrk 1973 dh /kkjk 
107] 116 ¼3½ tk-QkSa- 109 110] 

151] 145 

/kkjk 145 ds izdj.k & 12 o’kZ  
/kkjk 107@116 109] 110] 151 & 3 o’kZ 

2. jktLo izdj.k LFkk;h tkfr izek.k i= 
tUe@e`R; izek.k i= 

30 o’kZ 
12 o’kZ 

3. “kki ,DV 
izdj.k rS;kj dj tqekZuk olwy 

djuk 12 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 ,u-,u-csgjk fMIVh dysDVj flfoy ykbZu] tcyiqj 9827041887 
2. Jh vfuy jSdokj lgk;d xzsM 3 1640 xqIrs”oj] —iky 

pkSd] tcyiqj 
9826650288 

3 Jherh “kksHkk ikVys lgk;d xzsM 3 lenfM;k dkyksuh] 
dkap?kj tcyiqj 

- 

4 Jh jke vkljs Hk`R; ykyekVh] 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- 37] dysDVªsV] 
tcyiqj 10.30 A.M.  to 5.30 P.M. 2642350 

 
(xvi) 

Information about the PIO 
   
� Name   Jh “khysUnz flag 

� Designation  la;qDr dysDVj  

� Tel.No.   9425141656 

� Working Experience 12 o’kZ 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
(xvii) 

Any other information 

of Your Office 

 



 

 

 

 

 

 

 

 

 

 
 
 
 
 


