
 dysDVj  
   

 vij dysDVj  
   

 izHkkjh vf/kdkjh  
   

 lgk- xzsM&2 “kL= fyfid  
   

 lgk- xzsM&3 lgk- “kL= fyfid  
   

 Hk`R;  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
Namej of section :-                 “kL= “kk[kk 
Administrative Section  
 

1- Jh vkbZ- Mh- fo”odekZ 
“kL= fyfid lgk;d xzsM&2 

1- vkXus; “kL= yk;lsal fiLVy@fjokYoj jk;Qy 12 cksj 
Hkjekj xu dh dk;Zokgh “kL= vf/kfu;e 1959 dh /kkjk 13 
,oa “kL= fu;e 1962 ds fu;e 51 ds varxZr dk;ZokghA 

2- “kL= Mhyj yk;lsal dk vkoaVu ,oa uohuhdj.k ,oa Mhyj 
dks “kL= Ø; foØ; vuqefr gsrq ,u-vks-lh- dk iznk; 

3- “kL= Ø; ,oa foØ; dh Loh—fr ,oa lhek {ks= ds izLrko 
“kklu dks izsf’kr djukA 

4- o`)koLFkk ,oa QkSrh ds izdj.kksa dk fujkdj.kA 
5- isVªksfy;e izksMDVl~ ds fy;s fjVsy vkmVysV~l dh LFkkiuk 

gsrq vukifÙk izek.k Ik= iznku djukA 
6- foLQksVd yk;lsalksa dh dk;Zokgh] 12 ekg QVkdk yk;lsal 

QkeZ 20 ,oa 24 esa foLQksVd cukus ,oa cspus dh vuqefr 
7- QqVdj QVkdk yk;lsal QkeZ 24 ij cspus dh vuqefr 
8- oh-Mh-vks- yk;lsal tkjh ,oa uohuhdj.k djuk 
9- flusek vkijsVj yk;lsal tkjh djuk 
10- flusek ,DV 1952] 1972 ds varxZr yk;lsal tkjh ,oa 

uohuhdj.k djukA 
11- “kL= yk;lsalksa dk uohuhdj.k djukA 
12- vfHk;kstu Loh—fr vkElZ ,DV dh /kkjk 25] 27 ,oa 

foLQksVd inkFkZ vf/kfu;e dh /kkjk 3] 5 ds varxZr iznk; 
djukA 

13- vLFkk;h ;k=h yk;lsal tkjh djukA 
14- “kL= yk;lsal] QVkdk yk;lsal ,oa vU; tkjh fd;s tkus 

okys yk;lsalksa dks MqIyhdsV rS;kj djukA 
15- cSad ds fjVsulZ ds uke ntZ djukA 
16- vU; ftyksa ,oa izkUrksa ds yk;lsal dk iath;u dj 

uohuhdj.k djukA 
17- izfrfnu fu;fer :Ik ls  vkElZ ,DV ,oa foLQksVd inkFkZ 

vf/kfu;e ds varxZr tkjh vfHk;kstu Loh—fr ds izdj.kksa ij 
ftyk n.Mkf/kdkjh egksn; dh vksj ls U;k;ky;ksa esa lk{; 
gsrq mifLFkfr nsukA 

18- dysDVj@vij dysDVj@izHkkjh vf/kdkjh }kjk le;&le; 
ij lkSais x;s vU; dk;ZA 

2- Jh /khjt dqjhy] lgk;d xzsM 
3 
lgk;d “kL= fyfid 

1- “kL= “kk[kk ds leLr dk;ksZa esa “kL= fyfid dh lgk;rk 
djukA 

2- “kL= fyfid@izHkkjh vf/kdkjh }kjk lkSais x;s leLr 
dk;ZA 



3- Jh equhUnz feJk] Hk`R; 1-   izHkkjh vf/kdkjh “kL= “kk[kk ,oa “kL= fyfid }kjk lkSais 
x;s leLr dk;Z 



(ii) Powers  and  duties  of  the  officers & Employees  
 

S 
No . 

Name Designatio
n 

Remun
eration

Duties Powers 
Adminst

ration  

Fina
ncial

Others 

1- Jh vkj-ds-cksgr fMIVh 
dysDVj 

:- 13373“kk[kkvksa ls izkIr ufLr;ksa 
dk fujkdj.k djuk ,oa 
ftu izdj.kksa esa 
dysDVj@vij dysDVj 
}kjk fu.kZ; fy;k tkuk gSA 
uLrh esa laf{kIr Vhi vafdr 
dj izLrqr djukA 

v/khuLFk 
deZpkfj;ksa 
ij fu;a=.k

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

2 Jh vkbZ-Mh-
fo”odekZ 

lgk;d xzsM 
2  
“kL= fyfid 

:- 10561 izkIr vkosnu Ik=ksa ij 
dk;Zokgh dj izHkkjh 
vf/kdkjh ds le{k uLrh 
izLrqr djukA lgk- “kL= 
fyfid ls izkIr ufLr;ksa 
dk ijh{k.k dj izHkkjh 
vf/kdkjh dks uLrh izLrqr 
djuk 

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

3 Jh /khjt dqjhy lgk;d xzsM 
3 lgk- “kL= 
fyfid 

:- 5574 izkIr vkosnu Ik=ksa ij 
dk;Zokgh dj “kL= fyfid 
ds le{k uLrh izLrqr 
djuk 

fujad & &^^& 

4 Jh equhUnz feJk Hk`R; :    
@& 

izHkkjh vf/kdkjh }kjk “kL= 
“kk[kk ,oa “kL= fyfid 
}kjk lkSis x;s leLr dk;Z

fujad  & &^^& 



(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 

“kL= “kk[kk izHkkjh vf/kdkjh izHkkjh vf/kdkjh 

“kL= fyfid vij dysDVj 
vij dysDVj 

lgk;d “kL= fyfid dysDVj 

dysDVj 

 
 
 
 
 
 
 
 
 



 
(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  

� Rules “kL= vf/kfu;e 1959 ,oa “kL= fu;e 1962 ,oa 1972] foLQksVd 
inkFkZ vf/kfu;e 1908 

� Regulations  

� Manuals dysDVªsV eSU;wvy 

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

e/; izns”k “kklu x`g ¼iqfyl½ foHkkx Ø- ,Q 16&255@2003@ch ¼1½ 
Hkksiky fnukWd 01-09-2003 
e/; izns”k “kklu x`g ¼iqfyl½ foHkkx Ø- ,Q 16&255@2003@ch ¼1½ 
Hkksiky fnukWd 29-01-2005 
e/; izns”k “kklu x`g ¼iqfyl½ foHkkx Ø- ,Q 16&255@2003@ch ¼1½ 
Hkksiky fnukWd 30-07-2005 

 
 
 
 
 
 



(vi) Statement of various documents to maintained 
 

S.No. Documents classification Duration 
1. “kL= yk;lsal vkosnu iath & LFkk;h 

2. “kL= yk;lsal tkjh fd;s tkus ,oa uohuhdj.k iath & &**& 

3. vkfr”kckth ,oa QVkdk iath & &**& 

4 vkElZ Mhyj iath & &**& 

5 ch-Mh-vks- yk;lsal iath & &**& 

6 flusek vkijsVj yk;lsal iath & &**& 

7 vfHk;kstu Loh—fr tkjh vkns”k iath & &**& 

 
(vii) 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 
 

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

 
 
 
 
 
 
 



(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 vkbZ-Mh-fo”odekZ lgk;d xzsM 2 
“kL= fyfid 

791 ek=Nk;k x<+kQkVd 
tcyiqj 

_ 

3 Jh /khjt dqjhy lgk;d xzsM 3 
lgk- “kL= fyfid 

487 xyh ua- 10 lnj 
cktkj tcyiqj 

_ 

4 Jh equhUnz feJk Hk`R; “kadj”kkg uxj] jkeiqj 
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. _ _ _ _ _ _ 

2.       

3.       

 
 
 
 
 

 
 
 
 
 



(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. _ 
2.    

3.    

 
(xvi) 

Information about the PIO 
   
� Name   Jh vkj- ds- cksgr 

� Designation  fMIVh dysDVj 

� Tel.No.   9425161004 

� e-mail addres 

� Working Experience 


