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Functions and duties of each unit of the Office

Name of section :-

Administrative Section
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Powers and duties of the officers & Employees :-
S Name  Designatio Remun Duties Powers Financ  Others
No . n eration Adminst 1al
ration
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(iii)

Decision Making process in graphic form

Initiating the file Dealing Channel officers handling the Decision taking authority

staff And the section file at each level
EIBIERECICE] HeID efleTs o maw
BRI 3efleTh A maw 3R Felder
EICINIH 3R PHeldex PHoldeR
ERIS TS 3 Pl

Supervisary authority — ST Farae sifger! (kg Hares)

Accountable Officer — HoTdeN



(iv)

Norms Decided and followed by theb Organisation

% Time

¢ Quality

¢ Quantity

(v) Chronological List of

s Acts
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% Rulas AY TR UiferdT 99 1994, A.u.gard a9 1995

< Regulations A UQel TR Ulferdl Hai=q I~ 1956, 1961/ A&
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% Manuals Poldge HIsTd
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(vi)

Statement of various documents to maintained

.No. Documents classification Duration
1. SEIRE(RRE] - I
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5. fyfpear ufagfd —
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7. IR Faell T -

8. TR &I UFh - 10 9§
9. RIEEIPERSI - ey
10. SEINECIDE] - T
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(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




(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




(viii
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Order of the formation .

(Original text to be given in electronic form and be hyper linked)
Charter/Memorandum of Articals of Association.

(Original text to be given in electronic form and be hyper linked)

Govt instruction for the way in which meeting will be conducted.
(Original text to be given in electronic form and be hyper linked)
Whether open to public or not

Available of the proceeding/minutes of the last meeting (Original text to
be given in electronic form and be hyper linked) (chronologically)



(ix)

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

S. Name Designation | address for residence Phone No. /
N. mobile No.
1. | = < qn. fgad T Felaex 70 Thdl TR THIAR. 0425158462
BR S, TIAYR
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(x)

Monthely remuneration and compensation

SNo. Budget Head Year Allocation | Expenditure
1. | AT ST 01 3TATSTN 2005—2006 207000 / — 95300 / —
g ¥y 2015, THALETAT 4 113850 / — 57190/ —

101 ITSTAT 6262, 6757 Td 8808
MT—SI—NY 11 I+

(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 ofthe | Sponsoring Year Amt. No of
Programme Deptt. Allocated | Beneficiaries
Agency
1.
2.
3.
(xiii)

List of the recipients and nature of concession




S. Nature of Name | address Programmme year Kind of
No. concession support
1. _ _ _ _ _ B
2. _ _ _ _ _ B
3. _ _ _ _ _ B
(x1v)
Information available in the office
S.N. categories Hard Copy Electronic Form
NIGEPAIBECIEC R IDIn] :
L. RRISREEN e -
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(xv)




Facility available to citizen for
information

S. Facility Duration of opening (time | Contact No. Telephone
No. to be given) No.
10.30 A.M. to 5.30 P.M. 2620171

2.

3.
(xvi)

Information about the PIO

% Name s & 4l fgaar
% Designation ST Feraex
% Tel.No. 9425158462
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e-mail addres

Working Experience




