
  dysDVj       
         
         

vij dysDVj    izHkkjh vf/kdkjh     
         
  v/kh{kd   lgk;d v/kh{kd    
         

 

         
     ofj’B fyfid  vfrfjDr ofj’B fyfid   
 
 
4(I)(b)(i) 

Functions and duties of each unit of the Office 
 

Name of section :-    ofj’B fyfid “kk[kk 
   
Administrative Section :-  eq[;ea=h lgk;rk dks’k ls vkfFkZd lgk;rk] ukedj.k laca/kh uLrh 

ewfrZ LFkkiuk laca/kh uLrh] vke turk }kjk lkSais x;s ekaxksa ds laca/k 
esa fn;s x;s Kkiu dks Hkstuk ,oa vU; dk;Z tks fn;s x;sA dkSeh 
,drk laca/kh uLrh 
vfrfjDr ofj’B fyfid 
lekpkj i=ksa ds jftLVªs”ku laca/kh uLrh] f”k{kk foHkkx ,oa LokLF; 
foHkkx ls lacaf/kr uLrh] tkfr izek.k i=ksa dk lR;kiu 

Accounts Section :-  &  
 

Record Room :-   bxfy”k fjdkMZ :e 
 

 (ii) 
Powers  and  duties  of  the  officers & Emplyees :- 

 
S No . Name Designation Remuneration Duties 

1- Jh “khysUnz flag la;qDr dysDVj 10975+DA “kk[kk fyfid }kjk izLrqr dh xbZ QkbZyksa 
dk fujkdj.k djukA 

2 Jherh iszeyrk 
ikBd 

lgk;d xzsM 2 4900+DA izkIr i=ksa esa fu;ekuqlkj dk;Zokgh dj 
izHkkjh vf/kdkjh ds le{k izLrqr djuk 

3 Jh lquhy 
dqekj feJk 

lgk;d xzsM 3 4620+DA izkIr i=ksa esa fu;ekuqlkj dk;Zokgh dj 
izHkkjh vf/kdkjh ds le{k izLrqr 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 

ofj’B fyfid “kk[kk 

izHkkjh vf/kdkjh 
 

vij dysDVj 
 

dysDVj 

dysDVj 

Supervisory Auhhority izHkkjh vf/kdkjh ofj’B fyfid “kk[kk 
 

Accountable Officer dysDVj 
 

(iv) 
Norms Decided and followed by the Organisation 

 
� Time 

� Quality 
� Quantity 

“kklu }kjk fu/kkZfjr flVhtu pkVZj ds vuqlkj  

 
(v) 
 
Chronological List of 
 
� Acts  
� Rulas  
� Regulations  
� Manuals  
Circulars available in Office 
(original text to be given in 
electronic form) 

1- “kklu dk Ik= Ø- 114@vkj 377@fu- 05@pkj@93 fnukWd 23 
ekpZ 93 

2- “kklu dk i= Ø- dkfeZd iz”kklfud lq/kkj ,oa izf”k{k.k foHkkx dk 
i= Ø- ,p@8&39@88@9@49 fnukWd 21 vizSy 89 

3- laL—fr foHkkx ds i= Ø- 434@3775@la-@30 fnukWd 25 Qjojh 
05 

4- Hkkjr ds lekpkj i= ,oa iath;d iqLrd iathdj.k vf/kfu;e 
1837 dh /kkjk 5 ds izko/kkuksa ds vuqlkj 

 
 



(vi) 
 

Statement of various documents to maintained 
 

S.No. Documents classification Duration 

1. 
1- eq[;ea=h lgk;rk dks’k ls vkfFkZd lgk;rk 
2- ukedj.k laca/kh]  
3 ewfrZ LFkkiuk laca/kh 

& 
3 o’kZ  
LFkk;h  
LFkk;h 

2. 
1- lekpkj Ik=ks dh iath;u] 
2 f”k{kk laca/kh @ LokLoF; laca/kh] 
3- tkfr izek.k lR;kiu laca/kh  

& 
LFkk;h  
1 o’kZ  
LFkk;h 

 
(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 “khsysUnz flag  la;qDr dysDVj  ,Q@vks  Mh - ,Qvks 
dEikmaM tcyiqj  

94251-41656 

2. Jhefr izseyrk 
ikBd ] 

lgk;d xzsM &2 ljLorh dkyksuh tcyiqj        -- 

3 Jh lquhy dqekj 
feJk  

lgk;d xzsM &3 C;kSgkjckx 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.  
 10.30 A.M.  to 5.30 P.M. _ 

 



(xvi) 
Information about the PIO 

   
� Name   Jh “khysUnz flag 

� Designation  la;qDr dysDVj 

� Tel.No.   94251 41656 

� Working Experience 
 


