
4(b)(i)       

Name of the office 
 
 

dk;kZy; ftyk fuokZpu vf/kdkjh ¼dysDVj½ tcyiqj  
    
    
    

Organisation setup 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 dysDVj      

      

 vij dysDVj      

      

 mi ftyk fuokZpu vf/kdkjh ¼fMIVh dysDVj½   

      

 fuokZpu i;Zos{kd      

         

ys[kk fyfid@lgk0 xzs0 2 lgk;d xszM 3 lgk;d xszM 3 Hk`R;   

         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(ii) Directory of the officers and employees ( To be linked with treasury data bank) 
  

S.N0. Neme Designation Adders Of residence Phone no/mobile no 

1 2 3 4 5 
1 Jh Ogh0 ih0 f}osnh mi ftyk fuokZpu vf/kdkjh 

¼fMIVh dysDVj½ 
70 ,drk uxj ,e0 vkj0 Qksj jksM 
tcyiqj 

9425158462 

2 Jh ok;0 ds0 tSu  fuokZpu i;Zos{kd 995@3 iqjkuh eNjgkbZ MkW0 jke euksgj 
yksfg;k okMZ tcyiqj 

2412682 (R)               
9425161212 (M) 

3 Jh ,l0 vkj0 ikBd lgk;d xszM-2@ys[kk fyfid ,p 183 'kadj 'kkg uxj tcyiqj 2665941 

4 Jherh dYiuk fuxe lgk;d xszM&3  217 f=ewfr uxj neksg ukdk tcyiqj 5049975 

5 Jherh vuhrk flg  lgk;d xszM&3  1724 }kjdk uxj dkap?kj Fkkus ds lkeus 2621739 (PP) 

6 Jh fnus'k pUnz pMkj Hk`R; 3262] vkbZ-Vh-vkbZ- ek<+ksrky] ubZcLrh] 
tcyiqj  

& 

 
 
 
 
 
 
 
 
 
 
 
 



(iii) Decision Making Process in Grafic Form 
  

Initiating the file Dealing staff and 
the section 

Channels officers Handling the file 
at each lavel 

Decision taking authoeity 

1 2 3 
fuokZpu 'kk[kk fuokZpu i;Zos{kd fuokZpu i;Zos{kd 

fuokZpu i;Zos{kd  mi ftyk fuokZpu vf/kdkjh  mi ftyk fuokZpu vf/kdkjh  

ys[kkiky lgk;d xszM 2 vij dysDVj  vij dysDVj  

lgk;d xszM 3 ftyk fuokZpu vf/kdkjh ¼dysDVj½ ftyk fuokZpu vf/kdkjh ¼dysDVj½ 

lgk;d xszM 3 && && 

Supervisory authorty mi ftyk fuokZZpu vf/kdkjh 

Accountable officer ftyk fuokZpu vf/kdkjh ¼dysDVj½ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(iv)Norms Decided and followed by the organisation 
   

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

2 Quality 

3 Quantity 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Monthly remuneration and compensation                                   
(to be linked with treasury Data Bank) 

     
S.No Budget head year Allocation EXpenditure 

ekg vxLr 05 

rd 

1 ekax la[;k 29 U;k; iz'kklu vkSj fuokZpu 2005-2006 28,44,999.00 7,64,615.00 
 eq[; 'kh"kZ 2015  

 y/kq 'kh"kZ 102¼2409½ fuokZpu vf/kdkjh    

 103¼3307½ ernkrk lwph rS;kj djuk ,ao eqnz.k  

 105¼4311½laln ds fy;s pquko djkus ds izHkkj  

 106¼4006½ jkT; fo/kku e.My ds fuokZpu ds izHkkj   

 108¼9503½ ernkrkvksa dks QksVks ifjp; i= tkjh djuk   

 
 
 
 
 
 
 
 
 
 
 
 



(Xiv) Information Available in the Office 
  

S.No Category Hardcopy Electronic Form 

1 'kklu@Hkkjr fuokZpu vk;ksx] ubZ fnYyh@eq[; fuokZpu 
inkf/kdkjh e-iz- ds funsZ'k 

QkbZy & 

2 fuokZpd ukekoyh 2005 lwph C.D. @ Rs. 100/-  
izfr fo/kku lHkk {ks=

3 ftys ds ernku dsUnzks dh lwph lwph C.D. @ Rs. 100/- 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(Xvi)    
Information about the PIO 

 
* Name & Jh Ogh0 ih0 f}osnh 

* Designation & mi ftyk fuokZpu vf/kdkjh ¼fMIVh dysDVj½ 

* Tel No & M - 9425158462 

* E mail adders & 

* Working Experiences & 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(Xv)    

Facility available to citizen for information  
  
  

S.No. facility Duration opening (time 
to be given ) 

Contact No. Telephone 
No 

1 By Phone No 
& Fax 

2.30 A.M. to 5.30 P.M. 2625799 Phone/fax  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Statement of various documents to be maintained 
S.No Documents Classification Duration 

1 lsok iqfLrdk  LFkk;h 

2 lkekU; Hkfo"; fuf/k ikl cqd  LFkk;h 

3 foHkkxh; Hkfo"; fuf/k ystj   LFkk;h 

4 ;k=k HkRrk   LFkk;h 

5 fpfdRlk izfriwfr   10 o"kZ 

6 ctV uLrh  10 o"kZ 

7 ekfld O;; i=d  10 o"kZ 

8 R;kSgkj vfxze uLrh  LFkk;h 

9 vukt vfxze uLrh  LFkk;h 

10 ;k=k vfxze uLrh  05 o"kZ 

11 okf"kZd osru o`f} iath  10 o"kZ 

12 ekfld osru ns;d   LFkk;h 

13 isa'ku izdj.k   LFkk;h 

14 inLFkkiuk laca/kh uLrh  LFkk;h 

15 LFkkukUrj.k laca/kh uLrh   5 o"kZ 

16 vodk'k laca/kh uLrh   3 o"kZ 

17 fcy jftLVj  LFkk;h 

18 dUVsutsalh jftLVj   LFkk;h 

19 nwjHkk"k laca/kh uLrh   LFkk;h 

20 fo/kqr laca/kh uLrh   LFkk;h 

21 ty izHkkj laca/kh uLrh   10 o"kZ 

22 ih0,y0 vks0 ¼bZ/ku laca/kh½ uLrh   10 o"kZ 

23 ernkrk lwph   vk;ksx ds funsZ'kkuqlkj 

24 HkaMkj jftLVj  LFkk;h 

25 Mkd fVfdV jftLVj  LFkk;h 

26 ernkrk ifjp; i= dh izfrfyfi ¼fefu,pj½  LFkk;h 

27 bysDsVz̀fud oksfVx e'khu  10 o"kZ 

28 Hk`R; onhZ iath  10 o"kZ 

29 fdjk;k ns;d iath  10 o"kZ 

 
 
 
 
 



(iv) Powers and duties of the officers and employees 
        
S.No Name Designation Remune

ration 
Duties Powers 

Administr
ation 

Financial other 

1 Jh Ogh0 ih0 
f}osnh  

mi ftyk 
fuokZpu 

vf/kdkjh ¼fMIVh 
dysDVj½ 

RS-14057 'kk[kkvksa ls izkIr ufLr;ksa dk 
fujkdj.k djuk ,oa ftu ufLr;ksa 

esa dysDVj@ vij dysDVj }kjk 
fu.kZ; fy;k tkuk gS uLrh esa 

laf{kIr Vhi vafdr dj izLrqr 
djuk A 

v/khuLFk 
deZpkfj;ksa 

ij fu;a=.k 

fyfid oxhZ; 
deZpkfj;ksa ds 30 fnu 

rd ds vodk'k 
Lohd`r djuk ,oa nks 

lkS :i;s rd ds O;; 
dh Lohd`fr nsuk 

dysDVj@vij 
dysDVj }kjk 

le;&le; ij 
lkSais x;s vU; dk;Z

2 Jh ok;0 ds0 

tSu 

fuokZpu 

i;Zos{kd 

Rs10099 ys[kkiky ,oa lgk;d xszM&3 }kjk 

izLrqr ufLr;ksa esa viuh Vhi vafdr 
dj mPpkf/kdkfj;ksa ds le{k izLrqr 

djuk A  

v/khuLFk 

deZpkfj;ksa 
ij fu;a=.k 

fujad dk;kZy;hu 

i=kpkj@ la/kkfjr 
ufLr;ksa dh 

izkjafHkd tkWap  

3 Jh ,l0 vkj0 
ikBd 

lgk;d xszM&2 
ys[kk fyfid 

Rs-8020 izkIr i=ksa ij dk;Zokgh dj fuokZpu 
i;Zos{kd ds le{k izLrqr djuk A  

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

djuk 

4 Jherh vuhrk 
flg 

lgk;d xszM&3 Rs-5057 izkIr i=ksa ij dk;Zokgh dj fuokZpu 
i;Zos{kd ds le{k uLrh izLrqr 

djuk A  

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

djuk 

5 Jherh dYiuk 

fuxe 

lgk;d xszM&3 Rs-5668 LVksj laca/kh leLr dk;Z A fujad fujad dk;kZy;hu dk;Z] 

uLrh la/kkj.k 
djuk 

6 Jh fnus'k panz 

pMkj 

Hk`R; Rs-5233 fuokZpu i;Zos{kd }kjk lkSais x, 

dk;Z A 

fujad fujad & 

 



 

4(1)(b)(i)  

Function and duties of each unit the office 
Name of the section :- fuokZpu dk;kZy;  

Administrative sectoin   

1- fuokZpu i;Zos{kd 1- Hkkjr fuokZpu vk;ksx@eq[; fuokZpu inkf/kdkjh e-iz- }kjk fn;s x;s funsZ'kksa@ dk;Zdze vuqlkj fo/kku lHkk@ 
yksd lHkk ds fuokZpu ls lacaf/kr leLr dk;Z A 

 2- Hkkjr fuokZpu vk;ksx@eq[; fuokZpu inkf/kdkjh ls izkIr funsZ'kksa dk lacaf/kr vf/kdkfj;ksa@deZpkfj;ksa ls 
fdz;kUo;u djkdj fuokZpu dk;Z lEiUu djkuk A  

 3- eq[; fuokZpu inkf/kdkjh }kjk ftys ds fuokZpu dk;Z ls lacaf/kr pkgh xbZ leLr tkudkfj;kWa 
foHkkxksa@dk;kZy;ksa ls ladfyr dj vk;ksx dks Hkstuk A  

 4- ys[kkiky ,oa lgk;d xszM&3 ij fu;a=.k ,oa muds }kjk izLrqr dh xbZ ufLr;ksa dk ijh{k.k dj 

mPpkf/kdkfj;ksa dks izLrqr djuk A  

 5- ftyk fuokZpu vf/kdkjh ¼dysDVj½ vij dysDVj@mi ftyk fuokZpu vf/kdkjh }kjk le;&le; ij fn;s 
x;s vU; dk;Z A  

2- ys[kk fyfid lg lgk;d xszM&2 1- fuokZpu dk;kZy; ls lacaf/kr LFkkiuk] ys[kk ,oa vk; O;; ls lacaf/kr lEiw.kZ dk;Z A  

2- ys[kk dk;Z ls lacaf/kr izkIr i=ksa esa izkjafHkd dk;Zokgh dj fuokZpu i;Zoss{kd ds le{k uLrh izLrqr djuk 

3- mi ftyk fuokZpu vf/kdkjh ,oa fuokZpu i;Zos{kd }kjk lkSais x;s vU; dk;Z A  

3- lgk;d xszM&3              ¼1½ 1- fuokZpu 'kk[kk HkaMkj@Vk;fiax dk dk;Z A  

2- izkIr i=ksa esa izkjafHkd dk;Zokgh dj fuokZpu i;Zoss{kd ds le{k uLrh izLrqr djuk A  

3- leLr ufLr;kWa ys[kk fyfid ds ek/;e ls izLrqr djuk A  

4 dk;kZy; ls lacaf/kr vfHkys[k dh izfrfyfi iznk; laca/kh dk;Z A 

5 mi ftyk fuokZpu vf/kdkjh ,oa fuokZpu i;Zoss{kd }kjk lkSais x;s vU; dk;Z A  

4- lgk;d xszM&3              ¼2½ 1- vkod&tkod dk dk;Z A 

2- vk;&O;; i=d rS;kj djuk A  

3- mi ftyk fuokZpu vf/kdkjh ,oa fuokZpu i;Zoss{kd }kjk lkSais x;s vU; dk;Z A  

5- Hk`R; 1- dk;kZy; dh lkQ&lQkbZ A 

2- dks"kky; esa ns;d izLrqr djuk@pSd izkIr djuk A 

3- vf/kdkfj;ksa }kjk lkSais x;s vU; dk;Z A  



(v) 
Chronical list of  

* Act yksd izfrfuf/kRo vf/kfu;e  

* Rules fuokZpuksa dk lapkyu fu;e@fuokZpd jftLVªhdj.k fu;e 

* Regulqtions 
* Manuals dysDVsªV esuq;y@esuqvy vkQ bysD'ku ykW 

* Circulars available in office fuokZpu laca/kh funsZ'k iqfLrdk@ernkrk lwph rS;kj djus ds laca/k esa funsZ'k@fjVfuZax 
vkQhlj dh gS.Mcqd@ihBklhu vf/kdkfj;ksa dh funsZ'k iqfLrdk@x.kuk vfHkdrkZ ds fy, 

funsZ'k iqfLrdk@bysDVªkfud oksfVax e'khu ds lapkyu laca/kh iqfLrdk A 

* Instractions Hkkjr fuokZpu vk;ksx@eq[; fuokZpu inkf/kdkjh e-iz- }kjk le;&le; ij tkjh fd;s 
x;s funsZ'k A 

 

 
(Original text to be given in electronic form)
 


