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Functions and duties of each unit of the Office
Name of section :- TR forfoe Rar
Administrative Section :- THA FEIAT BN W I HeRd], AHeHRT Fael TR

Al U Heell AR, 39 ST §RT WU T AR 6 Hee
H fa T S99 BT WST UG T B S e | B
Udhdl Faeil X
FfaRed aRs fofie
THEER YA & TSI Aaell %<, e fawnT vd ey
famT & e <, STfer 9ATOT U BT I

Accounts Section :- —

Duties
¥ ffie gRT U @ g Bigal
DI FARTHROT R |
uT uE # R SriarE aR
U9RT SIHR & FHET UK BRAT
uT uE # R SrRarE aR

Record Room :- saferer Rare wH
(i)
Powers and duties of the officers & Emplyees :-

SNo. Name Designation Remuneration

1. s oo Rig HYFd Felacy 10975+DA

2 ST UFerdT HERS TS 2 4900+DA

SH
3 8 g AP IS 3 4620+DA
AR s

URT ISR & FHET UK BRAT



(iii)

Decision Making process in graphic form

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

And the section

TR forfie IRar

Supervisory Auhhority

Accountable Officer

(iv)

at each level

YR BT
IR Holdey HoTdex
Holdex

TR STfeRI Ik forfis omar

Holdex

Norms Decided and followed by the Organisation

+ Time

% Quality
% Quantity

(V)

Chronological List of

% Regulations

% Manuals

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

oA gRT FRiRa RIESH Ak & gar

I BT 93 . 114 /3R 377 /4. 05 /aR /93 fa=ft®d 23
A 93

2. TET BT YH &. Bl Yh IR Td URieor T &1

U3 . Ud /839 /88 /9 /49 feATd 21 IV 89

3. WPl [MRT & U . 434 /3775 /6. /30 faHATd 25 HRaN]
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4, YRA & |AMER UF T4 USibdh J&idh Golldol fefraH

1837 & GRT 5 & YIGUTl b JIAR



(vi)

Statement of various documents to maintained

S.No. Documents classification Duration
1. GIHA FEIAT B A ATH AR 3 ay
1. 2. ATHGHROT Aeef, — TRAY
3 el WA Heel IR
1. FEER 93T PbI Goia, AT
2. 2 e waell / wareaey qee, — 1 99
3. S JATOT AATIE Heell TR
(ix)

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

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

DS

o Mo g | dgad delaex Th /3 I . UmeN 94251-41656

PSS STIAYR

2. | il usetar HERID TS —2 | AR BIAM] STIeYR -

Uicd ,
3| & gl |ER AEAS TS —3 IERANT STETYR -
Gzl
(xiv)
Information available in the office

S.N. categories Hard Copy Electronic Form

: NINEES RIS R RN Hsd H -
2. BIS ol BTl -
(xv)

Facility available to citizen for
information
S. No. Facility Duration of opening (time to | Contact No. Telephone No.
be given)

10.30 A.M. to 5.30 P.M. -




(xvi)

¢ Name
« Designation
+ Tel.No.

«» Working Experience

Information about the PIO
oAt e RiE

94251 41656



