
 dysDVj  
   

 vij dysDVj  
   

 izHkkjh vf/kdkjh  
   

 v/kh{kd  
   

 lgk;d v/kh{kd  
   

 lgk;d xzsM 2  
 

 

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

 
Name of section :-    vkaXy vfHkys[kkxkj “kk[kk 

 
Administrative Section :-  vkaXy vfHkys[kkxkj “kk[kk 

 
Record Room :-   vkaXy vfHkys[kkxkj “kk[kk 

 
(ii) 

Powers  and  duties  of  the  officers & Emplyees :- 
 

S 
No . 

Name Designation Remunerati
on 

Duties 

1- Jh Ogh- ih- f}osnh fMIVh dysDVj 8275.00+DA “kk[kkvksa esa lacaf/kr QkbZy tek djuk 

2 Jherh “kdqyryk pVthZ` lgk;d xszM 3 5500.00+DA “kk[kkvksa ls izkIr dsl QkbZy tek djuk

 
(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 

vkaXy vfHkys[kkxkj “kk[kk 

izHkkjh vf/kdkjh 
 

vij dysDVj 
 

dysDVj 

dysDVj 

Supervisory Auhhority izHkkjh vf/kdkjh vkaXy vfHkys[kkxkj   

Accountable Officer dysDVj  

(iv) 



Norms Decided and followed by the Organisation 
 

� Time 

� Quality 
� Quantity 

flVhtu pkVZj ds fu/kkZfjr “kklu }kjk vuqlkj 

 
(v) 
 
Chronological List of 
 
� Acts jktLo iqLrd ifji= 

� Rulas e- iz- flfoy lsok vkpj.k 1965 

� Regulations  

� Manuals dysDVksjV vkfQl 

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

izdj.kksa dk uLVhdj.k jktLo iqLrd ifji= ds fu;e 
Hkkx nks [k.M nks dh dafMdk 20 ds rgr okf’kZd 
vfHkys[k fou’Vhdj.k dk ekfld dk;ZØe 

 
(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 —f’k mit eaMh] tcyiqj 9425158462 

2. Jherh “kdquryk pVthZ lgk;d xzsM 2 dq.Me jksM] fiifj;k] tcyiqj - 

 
(xiv) 

Information available in the office 
 

S.N. categories Hard Copy Electronic Form 

1. QkbZy 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. d{k Ø- 43 dysDVªsV] 
tcyiqj 10.30 A.M.  to 5.30 P.M. - 

 
(xvi) 

Information about the PIO 
   
� Name   Jh Ogh- ih- f}osnh 

� Designation  fMIVh dysDVj 

� Tel.No.   9425158462 


