
dysDVj 
A 
A 

vij dysDVj@Hkw&izca/ku vf/kdkjh 
A 
A 
A 

izHkkjh vf/kdkjh @fMIVh dysDVj 
A 
A 
A 

v/kh{kd Hkw&vfHkys[k ¼Hkw&izca/ku½ 
A 

&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&& 
           A          A                                A  
                            A 

    A                                                                   A                   
lgk;d v/kh{kd Hkw&vfHkys[k             dk;kZy; v/kh{kd                     ekufp+=dkj  

   A           A         A 
   A          A         A 
   A                                   A                                A                   

     jktLo fujh{kd                           LVsuks                           vuqjs[kd 
           A 

            A 
      lgk;d xzsM 2 
      A 
      A 
      lgk;d xzsM 3 

                                              A 
            A 
    nQ~rjh 
      A 
            A 
           Hk`R; 

     A 
     A 

                                      ckjg ekgh LDokMesu 
     A 
     A 
nSfud osru Hkksxh 

 
 
 
 



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

 
Name of section :-                 Hkw&izcU/ku 
Administrative Section    
1- Jhefr vk'kk nqcs] lgk-xzs- 2 ys[kk 'kk[kk izHkkjh fyfid 
2- Jhefr jkedyh ceZu]  lgk-xzsM 2 

 
LFkkiuk 'kk[kk izHkkjh fyfid 

3- Jh txUukFk izlkn >kfj;k lgk-xzsM  3 Hk.Mkj 'kk[kk izHkkjh fyfid  
4- Jhefr jkt dqekjh lksuh lgk-xzsM  3 Vkbfiax 'kk[kk izHkkjh fyfid  
5- Jhefr jhuk oktis;h lgk-xzsM  3 vkod tkod 'kk[kk fyfid  
6- Jh iou nqcs lgk-xzsM  3 Hkw&vfHkys[k 'kk[kk esa layXu 
7- Jh ';ke fcgkjh ;kno] ekufp=dkj izHkkjh rduhfd 'kk[kk 
8- ^^ vt; [kjs] ekufp=dkj rduhfd 'kk[kk 
9- ^^ dkS'ky izlkn fo'odekZ ekufp=dkj &^^& 
10 ^^ fouksn JhokLro] vuqjs[kd utwy 'kk[kk dEI;wVj esa layXu 
11 ^^ v'kksd JhokLro]vuqjs[kd uD'kk uohuhdj.k 
12 ^^ egknso izlkn iVsy] vuqjs[kd &^^& 
13- ^^ ukjk;.k izlkn dks"Vk] vuqjs[kd Hkw&vfHkys[k es layXu 
14- Jhefr vk'kk dks"Vk] vuqjs[kd uD'kk uohuhdj.k 
15 Jh vkbZ-ih-'kekZ jk-fu- utwy esa layXu 
16 ^^ Hkwjs yky Bkdqj jk-fu- &^^& 
17 ^^ ,e-ds-ikjs jk-fu- &^^& 
18 ^^ vkj-Mh-csu jk-fu- &^^& 
19 ^^ vkj-ch-iVsy jk-fu- &^^& 
20 ^^ fjiqneu flag jk-fu- &^^& 
21 ^^ ih-,y- JhokLro jk-fu- &^^& 
22 ^^ ,e-ds-nsofy;k jk-fu- jk"Vªh; Qly chek ;kstuk dk dk;Z 
23 ^^ ts-,l- dksy jk-fu- &^^& 
24 ^^ vkj-,l-dksjh jk-fu- &^^& 
25 ^^ vkj-lh-d'rokj jk-fu- jktLo@ou Hkwfe lhek fookn 
26 ^^ vkj-ih-fo'odekZ jk-fu- jktLo fujh{kd fu;fer egkjktiqj tcyiqj 
27 ^^ ch-,l-iVsy jk-fu- jktLo fujh{kd fu;fer fiifj;k] tcyiqj 
28 ^^ vkj-ih- lksuh jk-fu- jktLo fujh{kd fu;fer 'kgiqjk tcyiqj 
29 ^^ vkj-,l-jtd jk-fu- jktLo fujh{kd fu;fer iksM+k tcyiqj 
30 ^^ ch-,l- cjdMs jk-fu- jktLo fujh{kd fu;fer beybZ tcyiqj 
31 ^^ ch-,l-'kqDyk jk-fu- utwy esa layXu 
32 ^^ ,l-vkj-rkfe;k jk-fu- [kfut 'kk[kk es layXu 
33 ^^ panuflag yks/kh jk-fu- &^^& 
34 ^^ ,l-lh- nqcs jk-fu- dk;kZy; esa  
35 ^^ jkeyky ceZu nQ~rjh dk;kZy;hu dk;Z 
36 ^^ fouksn djksfV;k Hk`R; &^^& ,oa Mkd forj.k 



37 ^^ fnyhi frokjh Hk`R; &^^& 
38 ^^ eksgu yky xqIrk Hk`R; dysDVj LVsuks d{k esa layXu 
39 ^^ uch c['k vij dysDVj LVsuks d{k esa layXu 
40 ^^ jkts'k xkSaM+  ckjgekgh LDokMesu dysDVj LVsuks d{k esa layXu 
41 ^^ uanyky ceZu ckjgekgh LDokMesu la;qDr dysDVj dk;kZy; esa 
42 ^^ fljiky xkSaM+ ckjgekgh LDokMesu la;qDr dysDVj dk;kZy; esa  
43 ^^ jktkjke iVsy+ nSfud os-Hkks- utwy losZ dk;Z 
44 ^^ lrh'k jtd &^^& ,l-Mh-,e- dksVZ esa dk;Zjr 
45 ^^ egs'k jtd &^^& &^^& 
46 ^^ ctjax yky vthr &^^& &^^& 
47 Jhefr ekyrh ukenso &^^& &^^& 
48 ^^   dykorh lksaf/k;k &^^& &^^& 
49 ^^   uhrk fiYys &^^& dfe'uj dk;kZy; es layXu 
50 Jh ijljke Bkdqj &^^& dk;kZy; esa  



(ii) Powers  and  duties  of  the  officers & Employees  
 

S  
No . 

Name Designatio
n 

Remun
eration

Duties Powers 
Adminst

ration  

Fina
ncial

Others 

1- Jh ,y-Mh-
cjlSa;k 

v-Hkw-v- :- 11407 e-iz-'kklu jktLo foHkkx 
,oa vk;qDr Hkw&vfHkys[k ,oa 
cUnkscLr e-iz- Xokfy;j 
}kjk lkSais x;s lHkh dk;Z 

& & dysDVj@ 
vij 

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



(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 

lgk;d xzsM 2 ys[kk 
'kk[kk@LFkkiuk 'kk[kk Jh ,y-Mh-cjlSa;k  v/kh{kd Hkw&vfHkys[k  

 
Supervisory Authority -  vk;qDr] Hkw&vfHkys[k ,oa cUnkscLr e-iz- Xokfy;j 
 
Accountable Officer   la;qDr 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 e-iz-Hkw&jktLo lafgrk 1959 ds izko/kkuksa vuqlkj  

� Rules e-iz- flfoy lsok vkpj.k fu;e] foHkkxh; tkap o cpko]  

� Regulations jktLo iqLrd ifji= ,oa lkekU; iqLrd ifji= 

� Manuals Hkw&vfzHkys[k eSU;wvy] e-iz-lfoZlst eSU;wvy 1966 

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

 

 
 
 
 
 
 
 



(vi) Statement of various documents to maintained 
 

S.No. Documents classification Duration 
1. lsok vfHkys[k   LFkkbZ 

2. xksiuh; pfj=kofy  LFkkbZ 

3. O;fDrxr ufLr;ka  LFkkbZ 

 
(vii) Structure of consultative committees in which public representatives are 
members including 

 

� The names of latest inclumbent 
 

� Copy of the orders 
fujad 

� Circulars for formation 
fujad 

� Duties and responsibilities 
 

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

fujad 
 
 
 
 
 
 

 
 
 
 
 



(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 vHk; oekZ fMIVh dysDVj bZ 2 flfoy ykbZu 
tcyiqj 

9425146761 

2. Jh ,y-Mh-jlSa;k v/kh{kd 
Hkw&vfHkys[k 
 

,p 363 'kadj'kkg uxj 
jkeiqj tcyiqj 

9300111670 

 
 
 
 
 
 
 
 
 

 
 



(x) Monthly remuneration and compensation 
SNo. Budget Head Year Allocation Expenditure 

1. ekax la[;k & 8 'kh"kZ 
2029 Hkw&jktLo 
vk;kstusŸkj 001 
losZ{k.k ,oa cUnkscLr 
dk;Z 6846 Hkwizca/ku 
vf/kdkfj;ksa ds fy, 

2005-06 4248800 2418907             
on date 30/09/05 

2. ekax la[;k & 8 'kh"kZ 
2029 Hkw&jktLo 
vk;kstusŸkj 684 
Hkwizca/ku ds varxZr 
34 lkexzh vkSj 
iwfrZ;ka 009 vU; 

bdkbZ 

2005-06 350000 350000              
on date 30/09/05 

 
 
(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. _ _ _ _ _ _ 

 
 

(xiv) Information available in the office 
 

S.N. categories Hard Copy Electronic Form 
1. e-iz-'kklu@vk;qDr Hkw&vfHkys[k 

,oa cUnkscLr }kjk le; le; 
ij tkjh funsZ'k 

miyC/k ¼ xkMZ Qkby½ _ 

 
 
 
 
 
 
 
 



(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. 2629112 
 

(xvi) 
Information about the PIO 

   
� Name   Jh 'khysUnz flag 

� Designation  la;qDr dysDVj 

� Tel.No.   9425141656 

� e-mail addres 

� Working Experience -  12 o"kZ 


