
 dysDVj  

   

 vij dysDVj  

   

 fMIVh dysDVj@mi ftyk fuokZpu vf/kdkjh  

   

 lgk;d v/kh{kd  

   

   

ys[kkiky  lgk;d xzsM&3 

 

 
 
 
 

 
 
4(I)(b)(i) 

 
Functions and duties of each unit of the Office 

 
Name of section :-    LFkkuh; fuokZpu 

 

Administrative Section  
1- lgk;d v/kh{kd 1- e-iz- jkT; fuokZpu vk;ksx }kjk fn;s x;s funsZa”kksa@dk;ZØe vuqlkj 

LFkkuh; fudk;ksa ds fuokZpu ls lacaf/kr leLr dk;Z 
2- e-iz- jkT; fuokZpu vk;ksx ls izkIr funsZ”kksa dk lacaf/kr 

vf/kdkfj;ksa@deZpkfj;ksa ls fØ;kU;o;u djkdj fuokZpu dk;Z lEiUu 
djkukA 

3- e-iz- jkT; fuokZpu vk;ksx }kjk ftys ds fuokZpu dk;Z ls lacaf/kr pkgh 
xbZ leLr tkudkfj;ka foHkkx@dk;kZy;ksa ls ladfyr dj vk;ksx dks 
HkstukA 

4- ys[kkiky ,oa lgk;d xzsM 3 ij fu;a=.k ,oa muds }kjk izLrqr ufLr;ksa 
dk ijh{k.k dj mPpf/kdkfj;ksa dks izLrqr djukA 

5- dysDVj ¼ftyk fuokZpu vf/kdkjh½ vij dysDVj mi ftyk fuokZpu 
vf/kdkjh }kjk le; le; ij fn;s x;s vU; dk;Z 

2- ys[kkiky lg 
lgk;d xzsM&@ 

 

1- LFkkuh; fuokZpu dk;kZy; ls lacaf/kr LFkkiuk] ys[kk ,oa vk; O;; ls 
lacaf/kr lEiw.kZ dk;ZA 

2- ys[kk dk;Z ls lacaf/kr izkIr i=ksa esa izkjafHkd dk;Zokgh dj lgk;d 
v/kh{kd ds le{k uLrh izLrqr djukA 

3- mi ftyk fuokZpu vf/kdkjh ,oa lgk;d v/kh{kd }kjk lkSais x;s vU; 
dk;Z 



3- lgk;d xzssM 3 1- LFkkuh; fuokZpu “kk[kk HkaMkj@vkod tkod@Vk;fiax dk dk;Z 
2- izkIr i=ksa esa izkjafHkd dk;Zokgh dj lgk;d v/kh{kd ds le{k uLrh 

izLrqr djukA 
3- mi ftyk fuokZpu vf/kdkjh ,oa lgk;d v/kh{kd }kjk lkSais x;s vU; 

dk;ZA 

 
 

 
 
 
 
 
 
 
 
 
 
 

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

 
S 

No . 
Name Designatio

n 
Remun
eration

Duties Powers 
Adminst

ration  

Financ
ial 

Others 

1- Jh Ogh-ih-f}osnh fMIVh 
dysDVj 

:- 14057“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  

fyfid 
oxhZ; 
deZpkfj;ksa 
ds 30 fn 
rd ds 
vodk”k 
Loh—r 
djuk ,oa 
nks lkS 
:Ik;s rd 
ds O;; 
dh Loh—
fr nsuk 

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

2 Jh ih-,y-dks’Vk lgk;d 
v/kh{kd 

:- 10154 ys[kkiky ,oa lgk;d 
xzsM 3 }kjk izLrqr 
ufLr;ksa esa viuh Vhi 
vafdr dj mPpf/kdkfj;ksa
ds le{k izLrqr djuk 

&**& fujad dk;kZy;hu  
i=kpkj@ 
la/kkfjr 
ufLr;ksa dh 
izkjafHkd tkWp 



3 Jh czts”k Bkdqj lgk- xzsM 2 
ys[kkiky 

:- 6285 izkIr vkosnu Ik=ksa ij 
dk;Zokgh dj lgk;d 
v/kh{kd ds le{k uLrh 
izLrqr djuk 

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

4 Jh foosd HkV~V lgk;d xzsM 
3 

:- 5859 izkIr i=ksa ij dk;Zokgh 
dj lgk;d v/kh{kd ds 
le{k uLrh izLrqr djuk

fujad  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 

LFkkuh; fuokZpu lgk;d v/kh{kd 
mi ftyk fuokZpu vf/kdkjh 

¼LFkkuh; fuokZpu½ 

lgk;d v/kh{kd 
mi ftyk fuokZpu vf/kdkjh 

¼LFkkuh; fuokZpu½ 
vij dysDVj 

ys[kkiky vij dysDVj dysDVj 

lgk;d xzsM 3 dysDVj  

 
Supervisary authority –  mi&ftyk fuokZpu vf/kdkjh ¼LFkkuh; fuokZpu½ 

 
Accountable Officer –  dysDVj 

 
 
 
 



 
 
 
 
 
 
 

(iv) 
Norms Decided and followed by theb Organisation 

 
 

� Time “kklu }kjk fu/kkZfjr le; lhek flVhtu pkVZj ds vuqlkj 

� Quality 

 

� Quantity 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

(v)  Chronological List of 
 

� Acts  



� Rulas e-iz-uxj ikfydk fu;e 1994] e-iz-iapk;r fuokZpu fu;e 1995 

� Regulations e/; izns”k uxj ikfydk fuokZpu vf/kfu;e 1956] 1961@ e/; 
izns”k iapk;r jkt vf/kfu;e 1993 

� Manuals dysDVªsV eSuqvy 

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

fuokZpu laca/kh funsZ”k iqfLrdk@ernkrk lwph rS;kj djus ds lac/k 
esa funsZ”k ihBklhu vf/kdkfj;ksa ds funsZ”k iqfLrdk@ lkekU; iqLrd 
ifji= 

� Instraction e/; izns”k jkT; fuokZpu vk;ksx }kjk le;&le; ij tkjh fd;s 
x;s funsZ”k 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
(vi) 

 
Statement of various documents to maintained 

 
S.No. Documents classification Duration 

1. lsok iqfLrdk & LFkk;h 

2. lkekU; Hkfo’; fuf/k iklcqd & LFkk;h 
3. foHkkxh; Hkfo’; fuf/k ystj & LFkk;h 
4. ;k=k HkÙkk & 10 o’kZ 
5. fpfdRlk izfriwfrZ &  

6. ctV &  



7. vk;dj laca/kh uLrh &  

8. ekfld C;; i=d & 10 o’kZ 

9. R;kSgkj vfxze iath & LFkk;h 

10. vukt vfxze & LFkk;h 

11. ;k=k vfxze & 5 o’kZ 

12 okf’kZd osruo`f) iath & 10 o’kZ 

13. ekfld osru ns;d & LFkk;h 

14. isa”ku izdj.k & LFkk;h 

15. inLFkkiuk laca/kh uLrh & LFkk;h 

16. LFkkukarj.k laca/kh uLrh & 5 o’kZ 

17. vodk”k lac/kh uLrh & 3 o’kZ 

18. fcy jftLVj & LFkk;h 

19. dUVsUtsUlh jftLVj & LFkk;h 

20. nwjHkk’k lac/kh uLrh & LFkk;h 

21. fo|qr laca/kh uLrh & LFkk;h 

22. ty izHkkj lac/kh uLrh & 10 o’kZ 

23. ih-vks-,y- ¼bZ/ku laca/kh½ uLrh & 10 o’kZ 

24 LFkk;h vfxze uLrh & LFkk;h 

25 ernkrk lwph 
& vk;ksx ds 

funsZ”kkuqlkj 

26 HkaMkj jftLVj & LFkk;h 

27 Mkd fVfdV jftLVj & LFkk;h 

 
 
 
 
 
 
 
 

(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 
1. _ _ _ 

2. _ _ _ 

3. _ _ _ 

 
 
 
 
 
 
 
 
 



 
 
 

(viii) 
 
� 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) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
(viii) 
 
� 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.
N. 

Name Designation address for residence Phone No. / 
mobile No. 

1. Jh Ogh- ih- f}osnh fMIVh dysDVj 70 ,drk uxj ,e-vkj-
Qksj jksM] tcyiqj 

9425158462 

2. Jh ih-,y-dks’Vk lgk;d v/kh{kd 476@1] guqekurky okMZ] 
eksgu [k=h ds edku ds 

ikl] tcyiqj 

9229548516 

3. Jh czts”k Bkdqj lgk;d xzsM 2 lgk 
ys[kkiky 

,p&206 “kadj”kkg uxj] 
jkeiqj tcyiqj 

9300784525 

4. Jh foosd HkV~V lgk;d xzsM 3 f”ko uxj] lksue 
ekdsZfVax] neksgukdk] vkbZ-

Vh-vkbZ- jksM tcyiqj 

_ 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(x) 
Monthely remuneration and compensation 

 
SNo. Budget Head Year Allocation Expenditure 

1. ekax la[;k 01 vk;kstusRrj 
eq[; “kh’kZ 2015] ,e-ih-Vh-lh 4 
y?kq”kh’kZ 101 ;kstuk 6262] 6757 ,oa 8808 
“kh’kZ&mi&”kh’kZ 11 osru 

2005&2006 207000@& 
113850@& 

95300@& 
57190@& 

 
 

 
(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@jkT; fuokZpu vk;ksx 
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. 2620171 

2.    

3.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(xvi) 
Information about the PIO 

   
� Name   Jh Ogh- ih- f}osnh 

� Designation  fMIVh dysDVj 

� Tel.No.   9425158462 

� e-mail addres 

� Working Experience 


